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MCA Online Testing User Guide

This guide provides instructions for MCA test session management and online test administration in
PearsonAccess Next and TestNav.

Note: The individual student information available in the secure PearsonAccess Next system is private
student data. Ensure student data privacy is maintained when accessing, printing, or sharing information
from the system.

MCA Online Testing in PearsonAccess Next

Create a test session ~Start the test session
Verify students in test sessions

Monitor student testing progress
in PearsonAccess Next

Add students to the test session

Verify student universal supports
& accommodations

Troubleshooting
Lock student tests (optional; if
Prepare the test session testing over multiple days)
Print student testing tickets Resume tests (for students
Print session student rosters testing over multiple days)
(optional) Mark test complete/

indicate test code

Q .Q Verify MCA online testing

completion
View dashboards
Timeline: Access operational reports
As early as 2 weeks before the testing window First day of testing and throughout the
opens and throughout the testing window testing window
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Create Test Sessions

A test session can be created as early as two weeks before the testing window opens and throughout the
testing window.

There are two ways for users to create test sessions in PearsonAccess Next:

1. By manually creating in PearsonAccess Next
e C(reate a test session

Add student(s) to a test session

e Remove students from a test session

Move students between test sessions

2. Byimporting a file to PearsonAccess Next*
e C(Create test session(s)
e Add student(s) to test sessions
e Move students between test sessions

*Students cannot be removed from a test session by importing a file; students must be removed from test
sessions manually.

Recommendations for creating test sessions:

e Ifonly a few test sessions need to be created or updated, it is recommended to complete steps manually
in PearsonAccess Next

e Ifthere are many test sessions that need to be created or updated, it is recommended to import a file into
PearsonAccess Next. Refer to the applicable sections below for detailed instructions.

DAC and AA users have access to dashboard views in PearsonAccess Next (under Dashboards > Dashboards)
to assist with verifying online MCA test session and test status. Refer to the View Dashboards section in this
guide for details on viewing dashboards in PearsonAccess Next.

e The Session Status by Subject dashboard displays test sessions for reading, mathematics and science in
Not Prepared, Preparing, Errors - Not Prepared, Ready, In Progress, and Stopped statuses. Hover over the
status to see the number of sessions in that status.

e The Student Test Status by Subject dashboard displays student test status for reading, mathematics and
science in Ready, Resumed/Resumed Upload, Active, Exited, and Completed/Marked Complete statuses.
Hover over the status to see the number of tests in that status.

e The Test Status - Online by Subject dashboard displays student test status for reading, mathematics and
science in Assigned, In Progress, and Complete statuses. Hover over the status to see the number of tests
in that status.

There are a number of operational reports in PearsonAccess Next that can assist you with setting up and

verifying test sessions. Refer to the Access Operational Reports section in this guide for details on how to access

operational reports.

e Tosee a list of created tests sessions, view the Session List operational report in PearsonAccess Next
(under Reports > Operational Reports in the Online Testing category). This report includes a list of all
sessions, including session status and actual start date, by organization.

e To confirm eligible students have been added to test sessions, view the Students Assigned to Test but not
Added to a Session operational report in PearsonAccess Next (under Reports > Operational Reports in the
Students and Registration category). This report is run by organization and test and provides a list of
students who are not in a test session and the test(s) they are eligible for.

e If a student moves to your district from a different district and does not appear in PearsonAccess Next for
you to add to a test session, view the Student Tests Not Associated with the Student Organization operational
report in PearsonAccess Next (under Reports > Operational Reports in the Online Testing category). This
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report will include student information (for example, MARSS/SSID, Name, Date of Birth), the student's

current organization, the organization associated with the student test, and the test status (Testing or

Attempt). Based on the test status, action may be needed by the DAC.

o Attempt: The student has submitted their test or it has been marked complete (with or without a test
code) by the previous district. No action required from the DAC unless the student was marked
complete in error.

o Testing: The student has started the test but it has not been submitted or marked complete. The DAC
must contact Pearson to move the test to your district.

Note: Refer to the MCA/MTAS Irregularities (PearsonAccess Next > Resources & Training > Policies and
Procedures) document for more information.

Designate Home Page (Optional)

Users can designate a personal home page in PearsonAccess Next. Many of the steps outlined in this user
guide start on the Sessions page of PearsonAccess Next. Consider setting your personal home page to the
Session page, or a different frequently used page, to reduce the number of navigation steps and go directly to
this page when logging into PearsonAccess Next. Refer to the PearsonAccess Next User Accounts Guide
(PearsonAccess Next > Resources & Training > User Guides) for information on setting your personal home

page.

Verify Test Administration EEEE=——

Once you have signed in to PearsonAccess Next, verify k2 Dashboard o e s
that the MCA 2024 test administration is selected. To o Sewp T v -
change the test administration, select the current test & Testing Seectan e romny 2017201 "
administration in the black bar at the top of the page, & Reports Student Pri =™ L
select the 2023-2024 dropdown, as needed and then @ Suppor oo 221 2022

select MCA 2024. o

Submit a Pearson heip desk requast

Phone: 888-817-8659
Fax: 319-068-4209
Monday - Friday

6:00 am - 7:30 pm (CST)

Student Preferred Name

Districts can indicate a student’s preferred first, middle, and last name in MDE's Test WES system. That
information is sent to Pearson in nightly precode files. To view a student’s preferred name, under Setup >
Students.

Note: It is recommended to add a student's preferred name in Test WES prior to adding a student to a test
session in PearsonAccess Next. When a preferred name is added to a student’s record in Test WES after the
student has been added to a session that has been prepared/started, the preferred name will display in
PearsonAccess Next and on the student testing ticket, but not in TestNav upon the student’s initial login. Student
name information is provided to TestNav when the session is prepared/started.

e If noted prior to the student starting testing, remove and then re-add the student to the test session.

e If noted by the student after they have stated testing, have the student exit the test. Resume the student’s
test in PearsonAccess Next. The student's preferred name will be displayed in TestNav when the student
resumes testing.


http://minnesota.pearsonaccessnext.com/policies-and-procedures/
https://minnesota.pearsonaccessnext.com/resources/resources-training/user-guides/MN1149339_PANusrActGd_24_WebTag_Final.pdf
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1. Under Setup, select Students.

2. Find and select the checkbox next to the student(s)
you want to view. To search for an individual student,
enter the student’s last name or MARSS/SSID number
and then select Search.

3. Forthe Start dropdown, select View Enrollment
Data.

4. Preferred last name, first name, and middle name are
displayed. Note: To make changes to preferred name,
submit updates in MDFE's Test WES system.

Note: Only preferred first name will appear on the
Students in Sessions page, Student Testing Ticket, and
Session Student Roster.

o Setup A Aamdmtlmnmﬂnn in this system is personally identifiable information (P1I);
internally, and protect it from external

Import / Export Data
% Welcome to PearsonAccess’e:t
I Students. I
Select an action from one of the dropdown menus under an icon to begin a task.
Organizations
Users Student Privacy and Public Reports
Orders & Shipment Tracking State and federal laws require MDE to publicly repart certain information about how stu
students. Laws also classify data about individual students as private data, meaning it |
TestNav Configu student privacy rights with its public reporting obligations by ensuring that reported dat

students. This page explores how we address these obligations.

& Testing Frequently Asked Qusstions: Reporting Student Data on Qur Website

£ Reports

© Support

&= Tasks 0 Selected

Select Tasks

Find Student Tests  Registered to MCA 20XX ~

| |

Filters. Clear Hide

Across All Organizations

MARSS/SSID Last Name® First Name*
STUDENT SARAH
STUDENT SARAH

Local Use Data

K Tasks 05 = Students 15

Find Student Tests  Registered to MCA 200X~

(select exactly 2 students)
Filters Clear Hide idents
Across All Organizations Sampie Students
MARSS/SSID Last Name*
STUDENT

STUDENT

Local Use Data

Tasks for Students

View Enroliment Data

STUDENTS (1) DETAILS

© Create Students STUDENT, SARAH (9373928272892)

% STUDENT, SARAH (8373928272892)

Organization*

Student Master Record
MARSS/SSID* Local Use Data

Last Name* Preforred Last Name
STUDENT

First Name* Preferred First Name
SARAH AY

Middle Name Preferred Middle Name
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Manually Create a Test Session

1. From the Home page, under Testing, select Sessions.

2. Select the dropdown menu to the right of the Start
button and select Create / Edit Sessions.

3. On the New Session screen, enter the required
information as indicated by the asterisks (*).

e Session Name*
e Organization*

e Test Assigned*: Only one grade, subject, and type
of test can be selected for each session.

Note: Data Entry is only used for staff to enter student

responses from paper test materials. For more

information on data entry, refer to the MCA Data Entry

User Guide (PearsonAccess Next > Resources &

Training > User Guides).

A\ Student information in this system is personally identifiable information (PIl); o

& Setu
P internally, and protect it from external

& Testing % Welcoms to PearsonAccesshe*!

II

Student Tesis

Select an action from one of the dropdown menus under an icon to begin a task.

[ o
Students in Sessions

= Reports ~

@ Support v

Sessions

Go to Students in Sessions »

& Ses

All Tasks

= Tasks

Select Tasks

Find Sessions . _
Create / Edit Sessions

Q Search Precaching Test Content

Delete Sessions

SESSIONS {1} pETaLs

New Session

Session tame Onganiazion

Type of Test Assigned

Subject and Test

Main
(Used for most students)

Science Script

(Only used for Science MCA when the script is
administered with the online test)

Reading MCA

X

Mathematics MCA

X

(assigned to students who will use
standard text-to-speech or require
accommodated text-to-speech and/or
pop-up translations)

Science MCA

X

(assigned to students who will use
standard text-to-speech or need
accommodated text-to-speech and/or
pop-up translations)

X

(assigned only to students who need the
script read in conjunction with the online test)



http://minnesota.pearsonaccessnext.com/user-guides/
http://minnesota.pearsonaccessnext.com/user-guides/
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e Proctor Reads Aloud: Not used.

e Form Group Type*: Main or Science Script will be automatically selected after selecting the applicable test
under Test Assigned.

e Scheduled Start Date*: This date is for planning purposes only; the test session will start whenever the
Start button is selected, regardless of the date entered here.

e Precaching Computer*: Work with your technology staff on what to select, as needed. If a precaching
computer is designated in a TestNav configuration it must be selected in this field. It may be listed as
“NoCache” or “None.” Note: Proctor caching is no longer recommend for online MCA testing and existing
TestNav Configurations with precaching computers can be deleted. Confirm with your Technology
Coordinator, or DAC, whether your school will proctor cache MCA tests. Refer to the Infrastructure
Readiness Checklist for more information. Proctor caching may be completed before or after test sessions
are created. Test content may be cached starting two weeks before the testing window opens and
throughout the testing window. Note: If no precaching computer is indicated in the TestNav
Configuration, or no TestNav Configuration is setup for your organization, No Cache will display as
default.

e Scheduled Start Time and Lab Location: Optional fields that can be used to organize test sessions as
needed.

e Students: Students can be added individually at the time of creating a test session. Refer to Manually Add
Students to the Test Session for steps on adding entire groups of students to a test session.

4. Select Create. Once the test session is created, it will appear on the left under Create Session.
Note: Once created, select the information icon to the right of the session name to view session details. New
for 2023-24: The username who created the test session is displayed on the Session Details page.

5. Select Exit Tasks at the top right to return to the
Student Tests screen. ! © Add Task I £ Previous Task  Next Task >

6. To view session details, select the information icon to o T DT T T
the Of the Sess|on name. The Sess|ons Deta”s NINAS DATA ENTR Not Prepared 03/15/2024 Grade D7 Mathematics MCA Data Entry
contains information on session name, status,
organization, created by user, test and form, and
scheduling. Session Neme Organizaton

NINAS DATA ENTRY MDE ASSESSMENT CONTROL DISTRICT (5555-09-000)
Session Status Actual Start Date
Not Prepared Session has not been started

Created By

Braden.Conrad-Hiebner@pearson.com

Session Details

Test & Form Scheduling

Test Assigned Scheduled Start Date
Grade 07 Mathematics MCA Data Entry 03/15/2024

Proctor Reads Aloud Scheduled Start Time
No 01:00 AM

Form Group Type Lab Location

Data Entry

Note: Refer to the Using Filters section at the end of this guide for helpful tips on viewing sessions.

Manually Add Students to the Test Session

Student information will be sent to Pearson for all students enrolled in your district in the applicable grades.

Note: It is recommended to add a student’s preferred name in Test WES prior to adding a student to a test
session in PearsonAccess Next. When a preferred name is added to a student’s record in Test WES after the
student has been added to a session that has been prepared/started, the preferred name will display in
PearsonAccess Next and on the student testing ticket, but not in TestNav upon the student’s initial login. Student
name information is provided to TestNav when the session is prepared/started. If noted prior to the student
starting testing, remove and then re-add the student to the test session. If noted by the student after they have
stated testing, have the student exit the test. Resume the student's test in PearsonAccess Next. The student's
preferred name will be displayed in TestNav when the student resumes testing.


https://minnesota.pearsonaccessnext.com/resources/technology-resources/MN1149342_InfstcRdyCL_24_WebTag_Final.pdf
https://minnesota.pearsonaccessnext.com/resources/technology-resources/MN1149342_InfstcRdyCL_24_WebTag_Final.pdf
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Note: If you are adding students to a test session directly after creating it, start on step 2B.

1. From the Home page, under Testing, select Students
in Sessions.

2. A)Inthe Session List, select Add a Session. In the
Session Name field, begin entering the name of the
test session. Select the checkbox next to the test
session, and select Add Selected.

B) If you are adding students immediately after
creating the session as described in the previous
section, the created test session will automatically
appear under Session List and you can continue to
Step 3.

3. Select the dropdown menu to the right of the Start
button and select Students.

4. Onthe Add Students to Sessions tab, under the
Session dropdown, select the test session.

5. Select students. To change the number of students
displayed, select the dropdown menu next to
Displaying and select 10, 25, 50 or 100 students. The
default display is 25 students. Students can either be
searched for individually or by group.

& Setup . A Student ion in thi
ext
e e

Select an action from ane of the dropdown menus under an ican to

Student Tests

== Student Privacy and Public Re|

Students in Sessions State and federal laws require MDE to publicly report certain information

jprivate data, meaning it is not available to the public. MDE must balance
= Reports identifiable infarmation about students. This page explores how we addn
Reporting Student Dx
© Support
Session List Add a specifi
Add a Session Y Filter »
2 items of 2

(] @ NINA'S CLASS
NINAS DATA ENTRY

No more sessions to load
Find Students  Ir

Filters
Organization

MARSS/SSID ————

Session List

Add a Session

NINA'S CLASS DATA ENTRY {ummm

Students in Sessions coto Sessions »

= Tasks 05 =

Select Tasks . m N
All Tasks

Session List Add a Session NINA'S CLASS DATAED Student Test Statuses
NINAS CLASS DATA ENTRY Not Prepared d Students

Student Tests

Add Students to Sessions ~ Remove Students from Sessions ~ Move Students between Sessions

Add Students to Sessions
Session Find available students within MDE Assessment Col

NINAS CLASS DATA ENTRY (Grade » _

Student Organization

@Search or select a filter to view results

Tasks for Students in Sessions.

Session Find available studerts

Studsnt Name Organization
@Ssisct a Session then sesrch for shulents with svalable tests.
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Note: Students will only be available to be added to a
test session if they:

1)

2)

3)

Are eligible for the test assigned, including grade
and subject (for example, only students with a MS
(script) code indicated for Science MCA will be
eligible to add to session with the Science Script
test assigned);

Do not have an accommodation that requires data
entry;

Are not already in another test session for that
grade and subject.

To search for individual students:

i. Toview all students with eligibility: Select the
dropdown menu next to Search and select the
checkbox next to Show all results.

ii. Tosearch for students individually: Under Find
available students within [your school],
begin entering the student’s last name in the
Last Name starts with field.

To search for an entire group of students:

i. Under Find available students within [your
school], select the dropdown menu next to
your school and select the by Group within
[your school] radio button.

ii. Begin entering the group name in the “Add
Group” field or select the field to view all
groups with eligible students. There is a 25
group limit in the dropdown; if you do not see
the group you are looking for, begin entering
the group name.

Groups are automatically created by Pearson
and named by form group type, grade, and
subject (for example, MAIN - GRO7 MATH). If
the District Assessment Coordinator created
custom groups in Pretest Editing in Test WES
(for example, MAIN - GRO7 MATH-NINA'S
CLASS), you will see those displayed here.

Add Students to Sessions [ o |

Seasion Find swailsbls students it L

Remove Students from Sessions

Add Students to Sessions

Move Students between Sessions

Add Students to Sessions

Session students within MDE Assessmer

NINAS CLASS DATAENTRY (Grade

Add Students to Sessions ~ Remove Students from Sessions ~ Move Students between Sessions

Add Students to Sessions

Session Find available students within MDE Assessment Control Distrct +|

® within MDE Assessment
Control District

Student - by Group within MDE

Assessment Control District
@Search or select a filter to view results

NINA'S CLASS DATA ENTRY (Grade v

Add Students to Sessions

Session Find available students within MDE Assessment Contro

NINA'S CLASS DATA ENTRY (Grade =

Add Students to Sessions Remove Students from Sessions Move Students between Sessions

Add Students to Sessions

Session Find available students within MDE Assessment Control Dist
NINA'S CLASS DATA ENTRY (Grade ¥
DE - GRO7 MATH - CFL MIDDLE 301 MDE Assessment Middle
DE - GRO7 MATH - NINA'S CLASS - MDE Assessment Middle
MAIN - GROS - SCIENCE - MDE Assessment Middle School
MAIN - GROT MATH - MDE Assessment Middle School

Student Name

©Search or select a filter to view results
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4) Add students to the test session by selecting either
the top left checkbox to select all students or the
checkboxes next to individual students from the
list that appears below and select Add.

Note: If you select the checkbox at the top on the left,
it will automatically select all the students on that
page (up to 25 students). If you have more than 25
students, at the bottom of the page, go to the next
page to select additional students before proceeding
to the next step.

B

[}

Tasks for Students in Sessions

Once Add is selected, a “Success, Changes saved”
message will appear in a green bar near the top of the
screen. Slicoss

Changes saved

Add Students o Sessions Remove Sludents from Sessions Move Sludents between Sessions

6. Select Exit Tasks at the top right to return to the

. ] ©Add Task | £ Previous Task  Next Task »
Students in Sessions screen.

To add additional students at a later time, follow the same steps.

Manually Remove Students from a Test Session and Move Students
Between Test Sessions

Before you remove or move students, check each student’s status. Student tests in “Ready,” “Exited,” “Resumed,”
or “Resumed Upload” status can be moved to a new session within your district. Students in “Active” status
cannot be moved between test sessions. In addition, students can only be moved between test sessions with the
same test assigned.

1. From the Home page, under Testing, select Students a st nioms
in sessions. —

Select an action from one of the dropdown menus under an icon to begin

2. Add the test session to the Session List. Session List ' == ey

nin_

2 items of 2
@ NINA'S CLASS
# ) NINA'S CLASS DATA ENTRY

Find Students In the selected session(s) al

Filters Clear Hide
Organization

10
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3.

Select the top left checkbox to select all or the
checkboxes next to individual students you want to
remove or move.

Note: If no students are selected, a “There are no
student test assignments selected” message will
appear in a red box near the top of the page. Select
exit and return to the Student in Sessions page to
select student tests.

Select the dropdown menu to the right of the Start
button and select Students.

Remove or move students using the steps listed
below.

e Toremove students from the test session:

i. Select the Remove Students from Sessions
tab.

ii. Select the top left checkbox to select all or
select the checkboxes next to individual
students and then select Remove.

Once Remove is selected, a “Success, Changes
saved” message will appear in a green bar near
the top of the screen and the student(s) will not
display in the test session.

Note: If all student test assignments were
removed, a “There are no student test
assignments selected” message will appear in a
red box near the top of the screen.

e To move students between test sessions:

i.  Select the Move Students between
Sessions tab.

o To move the student to an existing test
session: In the Sessions field, begin
entering the test session you want to
move the student to or select the field to
view all available test sessions for that
grade and subject. Select the test session.

MARSS/SSID  LastName First Name Middle Name Username Session Student Tes!

0001112223334 STUDENT SAMPLE ONE 5881074772 ( NINA'S & Ready
s CLASS
(Grade 07
Mathematics
MCA)
0099999097777 STUDENT SAMPLE  TWO 3850139383 (0 NINA'S @ Ready
TTs CLASS

(Grade 07

A There are no student test assignments selected.

Students in SessioNs coto sessions»

= Tasks

Select Tasks

All Tasks

NINA'S CLASS DATAEN  Student Test Statuses
Students
Net Prepared

Student Tests

Session List Add a Session

NINA'S CLASS DATA ENTRY

Move Students between

Reset

Remove Students from Sessions

STUDENT NAME (CODE) SESSION

S'LU:NI SAMPLE ONE (00011

STUDENT, SAMPLE TWO (0

STUDENT TEST

NINA'S CLASS ~ Grade 07 Mathemalics MCA

STUDENT TEST STATUS

Ready

e NINA'S CLASS  Grade 07 Mathematics MCA

Ready

Success

A There are no student test assignments selected.

A0d Studenis Yo Sessions  Remove Shadents from Sessioms  Move Students between Sessans

ions. Remove Students trom Sessins

Move Students between Sessions 23

Tests
de 07 Mathemalics MCA

a0 (3338-53-301)

11
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o To move the student to a new test session: Hikd Students 1o Sessons || Remove Sludents iom Sessions | Move Students between Sessions
Select Create Session. Enter the required S
information as indicated by the red
asterisks (*). Select Create. Grade 07 Mathematics MCA - x NINA'S CLASS
CFL MIDDLE 301 (5555-09-301)
Student Name NINA'S CLASS
ST l3\FjT F‘v'\H?I E {J‘Jf (000171 ?.'?a'?‘-;r‘-'\l)
Create Session
Session Name Organization
MATH GRADE T MDE Asses:
Test & Form Scheduling
Test Scheduled Start Date’
Proctor Reads Aloud Scheduled Start Time B
Form Group Type’ 01:00 AM CcSTO@
b ol Lab Location
Precaching Computer
Both test sessions will now appear under the LU e -
Sessions field and next to the student(s). The test
session the student is currently in will have the - REST
checkbox selected.
ii.  Select the checkbox next to the test session Wiove St seteen Sessions ) -
you want to move the student to and select T
Move. T T

Once Move is selected, a “Success, Changes saved”

message will appear in a green bar near the top of
the screen and the checkbox will now appear e St e e p—
under the test session. -

MOE issessment Middle Schocl (8355.08-101)
NINA'S ELASS MATH GRADE 7

6. Select Exit Tasks at the top right to return to the . .
© Add Task £ Previous Task  Next Task > Exit Tasks %
Students in Sessions screen. - -

Create Test Sessions by Importing a File to PearsonAccess Next

District Assessment Coordinator (DAC) or Assessment Administrator (AA) user roles in PearsonAccess Next can
create test sessions, and move students between test sessions, by importing a file into PearsonAccess Next.
Note: Students cannot be removed from a test session by importing a file. Students must be manually removed
from test sessions in PearsonAccess Next.

The first step for creating and adding students to a test session via a file import is to download a Session
Create/Move Export file through PearsonAccess Next. With this template you can generate a file to create or
update test sessions. Note: The file must be downloaded from PearsonAccess Next because it contains a unique
identifier that links a student to their test. This data is only available in PearsonAccess Next and not through a
district's student information system.

12



©

Pearson

Export the Test Session file

1. From the Home page, under Setup, select
Import / Export Data.

2. Select the dropdown menu to the right of the Start
button and select Import / Export Data.

3. Fromthe Type dropdown menu, select Session
Create/Move Export and select Process.

Optional: To export test session data only for
specific grades and/or subjects, enter information
in the Grade and Subject fields. Multiple grades
and subjects can be selected.

To export test session data for your entire
organization, leave these fields blank.

Optional: Select the checkbox to the left of
“Include Completed and Marked Complete Tests”
to include these tests in the file export.

Select Process.

After you select the Process button, you will be
directed to the View File Details page where you
can see file information updates.

o Select the refresh icon next to Details to move
from pending status to complete status.

o You will receive a Status Notification email
when the file has completed processing.

4. When the file is complete, select Download File. The
file will download to your computer as a .csv file and
should be used as a template.

[Pl ansure st

A
Import / Export Data * Welcome to PaarsanAccess™*™

Students Salect an action fram ona of the dropdown menus undar an icon to bagin & task.

Organizations

Student Privacy and Public Reports

‘tats anc federal laws raquire MDE to publcly report certai informatian sbout how shudents are dal
private data, mearing it public. MDE must indvicual student privacy
ientifble Informaticn about stadets, This pege eeplares Now we address these obligatons,

Users

Orders & Snipment Tracking

Testhiav Configurations. Frequently Askad Cuastions: Reporting Student Data an Our Wibste

& Testing

= Reporis

© Support

Import / Export Data

ZE Tasks 0 Selected

Select Tasks

All Tasks

Import / Export Data

View File Details

Find Files

Import / Export Data

Type*

Session Create/Move Export v

Grade

Select Grade(s) to limit results
Subject

Select Subject(s) to limit results

('] Include Completed and Marked Complete Tests

FILES (1) DETAILS

Session Create/Mave Export 2021-01-

12T1538:02.332+0000 csv

Complete

File is ready for downioad

File Information

FLES (1) DETALS =

Complete

File Information

13
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5. Select Exit Tasks at the top right to return to the

Students in Sessions screen.

I © Add Task I € Previous Task  Next Task » I Exit Tasks % I

An exported file will include test session information ONLY if students were previously assigned to test sessions
during the current test administration.

Edit the Test Session File to Import

Note the following export details:

e The file contains student tests not yet added to a test session and student tests in Ready, Exited, Resumed,
or Resumed Upload status within a test session for the organization. The export does not include students in
Active status.

e Asneeded, when exporting the file, select the checkbox to include student tests in Completed or Marked
Complete status. Tests in these statuses are not included unless indicated when exporting the file.

e If specific grades and/or subjects were selected, the export will only contain student tests for those
grades/subjects.

e Users can create one test session per student test (subject) in the Session Create/Move Export file. If the
student has multiple tests, the user can enter separate test sessions for each testsubject).

Make updates in the Session Create/Move Export file template. The table below provides details on the file

columns.

e The Session Name is the ONLY field you should add or update information to in this file before importing it

to create a test session.

e All other fields are for informational purposes only. Most fields are pre-populated with data from
PearsonAccess Next. Do not edit this information. Updating these fields (for example, Student Last Name,
School Code, Local Use Data) in file layout will not update information in PearsonAccess Next and may
result in errors when importing the file.

e Save the file to your computer in .csv format. Note: The file must include all column header rows.

CSV File Column Field Description Field Notes
Column Heading
A Student Test | Unique identifier Pre-populated. Required. Do not edit.
UuID for a student’s Pearson internal unique identifier used to match student test to
test. test session.
B Organization | School code where | Pre-populated. Informational only. Do not edit.
Code th? student is Organization codes are pre-populated and are 9 digits
being reported. comprised of District Number (4 digits), District Type (2 digits),
School Number (3 digits), in DDDD-TT-SSS format (for example,
5555-01-301). Includes leading zeros.
C Last Name Student last name. | Pre-populated. Informational only. Do not edit.
D First Name Student first Pre-populated. Informational only. Do not edit.
name.
E Middle Student middle Pre-populated (if available). Informational only. Do not edit of
Name name. add if blank.
F MARSS Student's Pre-populated. Informational only. Do not edit.
Number MARSS/5SID The MARSS/SSID number will not appear as a 13 digit number
number.

when downloaded. For this process, the number can be left as

14
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is. This does not affect how the student's MARSS/SSID number
appears in PearsonAccess Next.

Note: If the MARSS/SSID number needs to be reformatted (for
example, in order to confirm you are adding the correct student
to a session), right-click on the MARSS/SSID column and select
“Format Cells.” Under category, select “Custom.” In the “Type”
text box enter thirteen zeros (for example, 0000000000000).
Select “OK.” Formatting the MARSS/SSID as a 13-digit number
will not cause an error when importing the file.

District Use District created Pre-populated (if available). Informational only. Do not edit or
Special Sort | delivery group. add if blank.
District-assigned custom group uploaded into PearsonAccess
Next if provided by the district through precode files.
Session Test Session name | Pre-populated (if available). Blank if student test has not be
Name to assign the assigned to a test session.
student to a test Enter a test session name to create a new test session, add
session. student to existing test session, or move student to a new test
session.
e Atestsession will be created if it does not currently exist for
that organization.
e The test session will display next to student record if already
created.
e If left blank, the student will not be added to a test session.
Verify test session names are identical when adding multiple
students to the same session. Adding or removing spaces will
resultin a new test session with different name (for example,
‘Nina's Math G3' without spaces creates additional test session
‘Nina'sMathG3').
Note: Students cannot be removed from a test session through
importing a file. Students must manually be removed from test
sessions.
Valid characters include: letters, numbers, apostrophe (),
hyphen (-), space, and period (.).
Student Test | Student's test Pre-populated. Informational only. Do not edit.
Status status in Test status include Assignment (test not started), Testing (test
PearsonAccess started but not submitted), Attempt (test submitted). Note:
Next. Students actively testing cannot be removed or moved between
test sessions.
Test Name Test name Pre-populated. Informational only. Do not edit.
registered to Students can only be moved between test sessions that are for
student. the same test assigned (for example, Grade 05 Science).
Test Code Test code assigned | Pre-populated. Informational only. Do not edit.

to each test.

Students can only be moved between test sessions that are for
the same test assigned (for example, MCAO5STNS).
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Import the Test Session File

1. From the Home page, under Setup, select Import /

Export Data.

Select the dropdown menu to the right of the Start
button and select Import / Export Data.

From the Type dropdown menu, select Session
Create/Move Import.

Select the Choose File button and select the file

from your computer to import.

e If you would like someone else to receive an
email notice when the file has completed
processing, under Additional emails, type the
email address and hit enter. Repeat this
process to enter multiple emails.

A\ Student information in this system is p|
Import / Export Data # Welcome to PearsonAccess™™

Select an action from one of the dropdown m}

Students

Organizations

Student Privacy and

State and federal laws require MDE te publicly r
private data, meaning it is not available to the pt
identifiable information about students. This pag

Users
Orders & Shipment Tracking

TestNav Configurations Frequently Asked Questions: Reporting Student

& Testing

= Reports

Import / Export Data

== Tasks 0 Selected

Select Tasks

All Tasks

Find Fil
" o Import / Export Data
Name starts wit View File Details

Import / Export Data

-
E |
[}
*

I Session Create/Move Import VI

Source File

Choose File | No file chosen

Import / Export Data
Type*

Session Create/Move Import

Source File

I Choose File | No file chosen I
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5. Select the Process button.

e After you import the file, you will be directed to

the View File Details page where you can see Type*

file information updates.
o The file status displays under Details at the

top of the page.

o Select the refresh icon next to Details as

the file processes.

o You will receive a Status Notification email
when the file has completed processing.

Source File

Session Create/Move Import v

Choose File |No file chosen

Import / Export Data

DETAILS &
e A Complete message will appear when the file
has f|n|§hed proc'essmg. The message will T odiniate
include information on the total number of Fi is ready for downioad

records, successful records and error records

File Information

Type

Session Create/Move Export
Request Date

03/15/20XX 12:00:00 PM
Total Records

1,319
Successful Records

1,319
Error Records

0

Organization

MDE Assessment Control District (5555-09-

000)
User
DAC-Braden

Download File @

e Referto the table below for a list of status and explanations.

Status Explanation

Pending File is queued for processing.

Complete Saved information for all records in the file.

Complete with issues Some records were not saved, see the error list for details.

e If the file completes with issues, check for the following common errors:
o Confirm the Student Test UUID is included in the file layout and was not edited before being imported.

o Confirm the test session name includes valid characters.

o Verify test session names are identical. Adding or removing spaces will result in a new test session with
different name (for example, ‘Nina's Math G3' without spaces creates additional test session ‘Nina’s

MathG3’).

o Confirm the test session status. If adding students to an already created test session, you cannot add
students to a Stopped session or a test session that is Preparing.
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Move Students Between Test Sessions by Importing a File

Students can be moved between test sessions by importing a file into PearsonAccess Next.
Note: Students can only be moved between test sessions within the same organization (district or school).
Students cannot be moved to a new test session if actively testing.
Tip: If only a few students need to be moved between test sessions, it is recommended to make the changes
manually; refer to Manually Remove Students from a Test Session and Move Students Between Test Sessions section. If
numerous test sessions need to be updated, make updates by importing a file. Note: Students must be manually
removed from test sessions.
1. Export the test session file from PearsonAccess Next by following steps outlined in the Create Test Sessions by
Importing a File to PearsonAccess Next section.
Make updates in the Test Session file. For questions, refer to the Edit the Test Session File to Import section.

Import the test session file by following steps outlined in the Import the Test Session File section.

Prepare the Test Session

Students must be added to the test session before the test session can be prepared. Test sessions can be prepared
at any point after adding students to the session.

Note: If you are preparing the session directly after adding students to the test session, start on step 2B.

1. From the Home page, under Testing, select a o
Students in Sessions. e
= Student Privacy and Public Reports

2. A)Add the test session to the Session List. If you are e S - "
preparing multiple test sessions, add the applicable 2emsor2
sessions to the Session List. B —

Find Students ~ In the selocted session(s) alj

lear Hide

Filters
Organization

MARSS/SSID ECES

Session List

B) If you are preparing the session immediately after
adding students to the session manually as Rl
described in the previous section, the test session
will automatically appear under Session List and
you can continue to Step 3.

3. Prepare the test session.

NINA'S CLASS DATA ENTRY 4

e To prepare a single test session, select Prepare Session List INK'S CLASS DATA ENTRY )
Session. e - e ey
e To prepare multiple test sessions, select seoson L Combined View
Combined View from the top of the Session List. P — e
Select Prepare All Sessions. s I
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The test session status will change from Not
Prepared to Preparing. Note: While the session is
preparing, the white disk will have a blue circle.

Once the test session has been prepared, Prepare
Session will change to Start Session, the status will
change to Ready, and the white disk next to the
session status will turn gray.

Note: If you have a large number of students (more
than 500) in your test session, or preparing appears
to be taking additional time to finish, select Refresh.

NINA'S CLASS DATA ENTRY

294 sasson
QININA'S CLASS DATA ENTRY

session List NINA'S CLASS DATA ENTRY

NINAS CLASS DATA ENTRY

session List NINA'S CLASS DATA ENTRY
@ Tesog Tekats and Sesnion Ris - oDmE 2%

O NINAS CLASS DATA ENTRY QPressins IR

Verify Accommodated Text-to-Speech or Pop-Up Translation

(Mathematics and Science MCAs Only)

Prior to test administration, it is important to verify that students requiring accommodated text-to-speech or pop-
up translations for Mathematics or Science MCA have the applicable code indicated and that it appears in
PearsonAccess Next. The student roster can be used to verify accommodated text-to-speech or pop-up
translations. Refer to the Print Session Student Rosters section below for details on student rosters.

1. From the Home page, under Testing, select Students in
Sessions.

2. Add the test session to the Session List.

3. Verify a student's accommodations/universal supports
by selecting the information icon next to the student'’s
name.

—
& Setup v o in this.

o et
™ Testing ~ * Welcome to PearsanAccess!

Select an action fram ane of the drapdown menus under an icon

Student Tasts

Sessons

‘Students in Sessions.

Session List ‘ Add a Session

2items of 2

@ NINAS CLASS

@ NINA'S CLASS DATA ENTRY
Find Students In the selected session(s) ab
Filters Clear Hide
Organization
MARSS/SSID Add Selected

T Filter » |

MARSS/SSID Last Name First Name
1231231234564 STUDENT SARAH

—) © TS
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4, Select the Student Name Tests tab and select the
test/school/group name hyperlink. Under Universal
Supports and Accommodations, verify that
accommodated text-to-speech and/or the applicable
pop-up translation is indicated as “True.” Scroll to see
the entire list. Select Close when finished.

If “True” is not indicated, the student must not start
testing. The DAC must first indicate the accommodation
or universal support in Test WES and it will be loaded to
PearsonAccess Next the following business day.

MGA 2024 v

SARAH STUDENT (5555231234564)

Eligibility Grade®

Type© Clip UIN

Unique identifier
BATHOT0B-0cea-41cB-a53D-548507Tb86c2

12 point (12) @
Faise

18 point {18)

False

24 point (24)

Faise

Braills Contracted (B¢
False

Braille Uncentracted (BU)

False

Handheld Calculator (HC) @
False

Universal Supports and Accommodations

Accommodated TTS (MC) ©
False

Other Accommodation (OA)
False

Translate Directions: (TD)
False

Assistive Technologies (AT)
False

Seribe (SC)

False

Made Tape (MT) ©
False

Script (MS) © Somali Pop-Up Translation (SO) &
False False

Spanish Pop-Up Transiation (SP) @  Other Linguistic Support (OL) @
False False

Hmong Pop-Up Translation (HM) ©
o

Print Session Student Rosters

Session student rosters are available to print as a resource during testing. Rosters include test session information
(session status, name, test name, form group type, password, etc.), as well as student test information (name,
MARSS/SSID, date of birth), text-to-speech (None, Standard, or Accommodated), pop-up translation (None,
Spanish, Somali, Hmong), test status, and username. If a student preferred first name is indicated, that name will

appear in a separate column on the roster.
Rosters may be helpful in the following ways:

e To verify accommodated text-to-speech and pop-up translations are assigned to students
e Toassist a student who is having difficulty signing in (rather than sorting through multiple testing tickets)
e Touse as a checklist to verify that all secure materials (for example, student testing tickets, scratch paper) have

been collected

e To make notes on test administration or student status (for example, noting students who were absent or

completed testing)

Note: Rosters can be printed any time after students are added to the test session. Rosters must be kept secure
when not used during testing because they contain private student data and provide access to test content.

1. From the Home page, under Testing, select Students

in Sessions.

2. Add the test session to the Session List.

—eeeeeeeeeeeeeeeeeeeeee
e =
Select an ation fram ane af the dropdawn menus under an icon to begin a task.
Student Tests.
e Student Privacy and Public Reports

Students In Sessions

B Reports

@ Support

Session List ‘ Add a Session T Filter > |

2 items of 2
@ NINA'S CLASS

@ NINA'S CLASS DATA ENTRY

Find Students In the selected session(s) ab

Filters Clear Hide

Organization
Add Selected

MARSS/SSID
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3. Select Testing Tickets and Session Resources and Session Lk NINA'S CLASS DATAENTRY
then select Session Student Roster. e B © Detsts #
NINA'S CLASS DATA ENTRY
4. Print the session student roster using your browser’s Sk Siutont Roator

NoCache
01520XX
01:00 PM

print function.

Tip: Session rosters in Excel format are available in the Session Roster operational report in PearsonAccess Next
(under Reports > Operational Reports in Online Testing category). Users can add columns and/or additional
information (for example, to track which students tested with a particular Test Monitor), as needed. This report
lists all students in Testing status (tests not started or started but not submitted) and/or Attempt status (tests
submitted) for all sessions. Refer to the Access Operational Reports section in this guide for details on how to access
the reports. If a student preferred first name is indicated, that name will appear in a separate column on the
operational report.

Print Student Testing Tickets for Individual Sessions

Student testing tickets are needed for students to sign in to TestNav. Student testing tickets can be printed any
time after students are added to the test session. Student testing tickets must be kept secure when not used for
testing because they contain private student data and provide access to test content. If a student preferred first
name is indicated, the preferred first name will appear on the student testing ticket and in TestNav.

Note: Testing tickets can be printed for multiple test sessions. Refer to the Print Student Testing Tickets for Multiple
Sessions section of this guide for printing testing tickets for multiple test sessions.

1. From the Home page, under Testing, select Students in & Testng =

Student Tests

Sessions. Sessins Student Privacy and Public Reports

Students In Sassions

ane af the dropdawn menus under an ican 1o begin a task.

E Reports v
@ Support v
Session List - Add a Session ¥ Filter >
2. Add the test session to the Session List. -

2items of 2
NINA'S CLASS
@ _ NINA'S CLASS DATA ENTRY

Find Students In the selected session(s) abi

Filters Clear Hide
Organization

MARSS/SSID Add Selected
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3. Print student testing tickets for the entire test session or
by selecting individual students.
e To print tickets for all students in the test session,
select Testing Tickets and Session Resources.
From the dropdown menu under Student Testing
Tickets, select Print all for this session.

e To print tickets for selected students in the test
session, select the checkbox next to the student(s).
Then select Testing Tickets and Session
Resources. From the dropdown menu under
Student Testing Tickets, select Print selected for
this session.

4. When the tickets open, they are set up to print as one
ticket per page. To change how the tickets are printed,

Session List
Add a Session
NINAS CLASS DATA ENTRY

NINA'S CLASS DATAENTRY

& Testing Tickets and Session Resources ~ [K: J0EETEIF =T

Scheduled Sessions

Session Student Roster

int all for this session

Print seleciea ror this session

Session List
Add a Session

NINA'S CLASS DATA ENTRY

Organization

MARSS/SSID

Local Use Data

Clip UIN

Filters Clear Hide

NINA'S CLASS DATA ENTRY

B e et s e e

Scheduled Sessions

Session Stugent Roster

Find Students In the selected session(s) above ~

MARSS/55ID

o 1231231234564 STUDENT SARAH

o 178

W 1234999999999 STUDENT SAMPLE

@ TTS

Last Name FirstName Middle Name User

SUE 9852

DEA 7952

REEER 8=l 1 Per Page v

1 Per Page
Multiple Per Page

select a different print option (Multiple Per Page (6 per
page), Grid (6 per page), or List (4 per page) from the

dro

pdown menu.

KET

STUDENT T cric

Student Name: STU S

MARSS/SSID: 1234999999999

Session: NINA'S CLASS DATA ENTRY

Date of Birth: 11/13/2004

Test: Grade 07 Mathematics MCA Data Entry

Vaii arn athariznd ta tala tha alantranin vnrcinn of thic tnd

5. Print the student testing tickets using your browser’s
print function.

Print Student Testing Tickets for Multiple Sessions

1.

From the Home page, under Testing, select Sessions.

& Setup

II

& Testing

Student Tosts
I Sessions I
Students in Sessions
== Reports ~
© Support hd

'y in this system

Internally, and protect it from external o
* Welcome to PearsonAccesshe™!

Seluct an action from one of the dropdown menus under an icon 1o bagin a task.

Student Privacy and Public Reports

State and feceral laws requirs MDE to publicly report certain information about how stu
vate data, meaning it is
uring that reperted dat
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2. Tosearch for test session:
e Toview all sessions created: Select the dropdown
next to Search and select the checkbox next to
Show all results.

e To search for sessions individually: Under Find
Sessions enter the session name and select
Search.

Or under Filters, select parameters to
automatically view only those test sessions within

the selected parameters.

Note: You can select multiple filters for a search.

3. Select the checkbox next to the session name.

Note: Selecting the checkbox next to Session will select
all test sessions in the list.

= Tasks 0 Select

Select Tasks

Find Sessions

Filters
Session Status

Organization

5essions  Goto Swdents in Sessions »

@ Shon aJIresu\ls_
Clear Hide Mo Results

Session

@Search or select a filter to view results.

= Sessior]

Manage

at

Find Sessions

—) CEZID

Organization

Form Group Type

Scheduled Start Date Range

Filters Clear Hide No Results
Session Status
more Session Session Sta
OSearch or select a filter to view r:
more
Test
Select one or more
Form Group Type
Select one nore
to
8
Find Sessions
Filters Clear Hide 5 Results
Session Status
Session Session Status

ANDREW JONS SESSION @ @ In Progress

GRADE 10 READING @ @ In Progress
@] NINA'S CLASS © @ In Progress
¢ NINA'S CLASS 26 @ In Progress
@[] TRENT'S CLASS @ ® In Progress

LY

4

Session

ANDREW JONS SESSION @ @ In Progress

GRADE 10 READING @

NINA'S CLASS @

Session Status

@ In Progress

@ In Progress
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4. Select the dropdown menu to the right of the Start
button and select Generate Test Tickets.

5. Test sessions selected on the previous page are pre-

selected. Select Generate Test Tickets and the printing

option (1 Per Page, Grid (6 per page), or List (4 per
page)) from dropdown menu to create a single PDF for
printing.

Note: The PDF is formatted as follows:

Test tickets for all students in a session are printed.
There is no option to select or deselect individual
students.

A title page with test session information will
precede each set of tickets for that section.

The page number (for example, 1 of 6) and test
session name are included in the footer. The page
number(s) reset for each test session printed.
Ayellow text box will display the number of test
tickets and sessions selected. Note: There is a limit
of 4,000 student test tickets per print job.

5esSIoNS oo swdents in Sessions »

= Tasks

= sessions

Select Tasks Manage

All Tasks

Find Sessions Creale / Edit Sessions

Precaching Test Content

Delete

ents in Sessions
Filters lear Hide

Session Status I &

porting Groups

Unlock Multiple Sessions

= Generate Test Tickets

L 1 Per Page
I TAT B Grid
B List

Print the student testing tickets using your browser’s print function.

Print Testing Tickets for an Individual Student

Testing tickets for an individual student can be generated for that student across all test sessions. Printing all test
tickets for an individual student across all test sessions may be helpful for students unable to test on the
scheduled date (for example, missed testing due to illness) and will test during a make-up session.

From the Home page, under Setup, select Students.

1.

£ Setup A A\ Student information in this system is personally identifiable information (PII):
internally, and protect it from external
Import / Export Data
* Welcome to PearsonAccess™
I Studants. I
Select an action from one of the dropdown menus under an icon to begin a task.
Organizations
Users Student Privacy and Public Reporis

State and federal laws require MDE to publicly report certain information about how stu
students, Laws also classify data about individual students as private data, meaning It i
student privacy rights with its public reporting obligatians by ensuring that reported dat
students. This pags explores how we addrass thase obligations.

Orders & Shipment Tracking

TestNav Configurations
& Testing

Frequently Asked Questions: Reporting Student Data on Our Website

= Reports

© Support
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2. Find and select the information icon next to the
student(s) you will be printing tickets for.

3. Under Sessions, select Print Student Testing Tickets.
Note: If the student has not been added to a test
session the print button will not appear. Testing tickets
print one per page. The page number and session
name are included in the footer.

4. Select the session name and then select Go to
Students in Sessions to go directly to the test session.

B Tasks = Students
Select Tasks Manage
Find Student Tests  Registered to MCA 20XX =
' s
Filters ear Hide Re:
Across All Organizations
MARSS/SSID ] LastName* First Name* MARSS/SSID*
] STUDENT SARAH 123'23123:5@
Local Use Data STUDENT SARAH 5555500000151 @
SARAH STUDENT (1231231234564)
MCA 200
SARAH STUDENT (1231231234564)
MCA 20XX
E fent Testing T
MINA'S CLASS - MDE Assessment PM Control School (5555.08.501
Grade 07 Mathematics MCA
Proctor Reads Aloud
false
Form Group Type
Mair

Start the Test Session

A test session cannot be started prior to the first day of the
testing window. It is recommended that test sessions are not
started until the actual day students begin testing. Test
sessions will not automatically stop, time out, or expire.
1. From the Home page, under Testing, select Students in
Sessions.

2. Add the test session to the Session List.

Note: If you are starting multiple test sessions, add the
applicable sessions to the Session List.

A o

-
Eltnm S

Salect an action from one of the dropdown menus unk
Sudant Tasts

Session List -*"“” a Session T Fiter »
-

2items of 2
® NINA'S CLASS
@ @ NINA'S CLASS DATA ENTRY

No more sessions to load

Find Students In the selected session(s) abg
Filters Clear Hide
Organization

MARSS/SSID
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3. Start the test session.
e To start a test session, select Start Session.

e To start multiple test sessions, select Combined
View from the top of the Session List. Select Start
All Sessions.

Once the test session has been started, Start Session will
change to Stop Session and the gray disk next to the
session status will turn green. The test session status will
change from Ready to In Progress.

4. Alock/unlock slider will be displayed. Student tests are
automatically unlocked when the test session is started.
Student tests must be unlocked before students can
signin.

Session List

NINAS CLASS DATA ENTRY

NINA'S CLASS DATA ENTRY
& Testing Tickets and Session Resoures = @ Details 4 E

Session List

Combined View

B [ e o

Session List

® HINAS CLASS DATA ENTRY

NINA'S CLASS DATA ENTRY

NINA'S CLASS DATA ENTRY (3 Student Tests) " & Swdent Test

3

GLASS DATA ENTRY

Find Students I the selected sessions) sbove =

Filters.
Organizafion

MARSSISSID

Local Use Data

Clip UIN

NINA'S CLASS DATA ENTRY
8 Testing Ticksts an  Rescurces -+ @

®In Progress

NINA'S CLASS DATA ENTRY [3 Studont Tosts}

MARSSISSID  LastName First Name Middle Name |
STUDENT SAWFLE [EB

2345 STUDENT SAMPLE  DE
o

234 @9 STUDENT SMVFLE DEA
o

Verify Students in Sessions

Tip: To confirm all eligible students have been added to test sessions, view the Students Assigned to Test but not
Added to a Test Session operational report in PearsonAccess Next (under Reports > Operational Reports in Students
& Registrations category) 2-3 days prior to actual testing. If a student was removed from PearsonAccess Next (for
example, due to an enrollment error, change in student information, change is student testing location) and resent
at a later date, the student may have been removed from the test session. This report provides a list of students
who have eligibility but are not in a test session. Refer to the Access Operational Reports section in this guide for

details on how to access the reports.
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Monitor Student Testing Progress

For test security purposes, access to student tests through TestNav is limited to the hours of 6 a.m. to 5 p.m. (CST)

on weekdays throughout the testing window.

You can monitor student testing progress on the Students in Session screen. Refresh your browser window or

select the Refresh button.

e Inthe single session view, select the Monitor Test pop-out button to the right of the session to access the
Student Test Status Dashboard. New for 2023-24: The pop-out button has been updated to read “Monitor
Test” and be more visible to Test Monitors in PearsonAccess Next. Note: The pop-out button will only appear if
the session has 100 students or less. The number of students in the session has increased from 50 to 100. The
dashboard will open in a new tab within the browser.

Students in Sessions  co e sessions -

== Tasks = Students in Sessions
P - Em f—

Seasion List A Sassion NINA'S CLASS 8 Testing Tickets and Sassion Resources ~ @ Detnits  J# Edit
@ NINA'S CLASS @ In Progress. Stop Session

Grade 07 Mathematics MCA (6 Student Tests] ES Monitor Test Student Tost Status

o If monitoring multiple sessions, select a different session in the single session view to open the dashboard
in another tab within the browser. This way, multiple sessions can be monitored by navigating between
browser tabs.

o On the Student Test Status Dashboard, all student tests within that session will be displayed. The
following information will display on the dashboard:

NINA'S CLASS @ inProgress Grade 07 Mathematics MCA

All Test Statuses ~  Total Students: 6 Stop Auto Refresh
B - Answersd B - No Response Required - Visited @ - Remaining
Student Name Test Status Test Duration Battery Test Progress
STUDENT, SAMPLE FIVE (5555122223334) & Marked Complete 00:24:52 na
STUDENT, SAMPLE FOUR (5555222333333) © Active 00:09:12 na EOEETT
STUDENT, SAMPLE ONE (5555222222333) Ready et na wa
STUDENT, SAMPLE THREE (5555333333333} © Exited 00:26:59 4 EEEEEE
STUDENT. SAMPLE TWO (55551222222232) Fatal Error A 0000:08 na na
04/01/20XX 02:31:45 PM 3005

STUDENT, SARAH SUE (5555231234664) Ready wa na

= Student Name (MARSS) (for example, Student, Sarah (5550000000012))
= Test Status (Active, Ready, Completed, Resumed, etc.)
e All test statuses are displayed by default. Select the dropdown menu above the table to filter results
by specific test session.
e If astudentis exited from TestNav due to a technology issue, the dashboard Test Status column will
display one of the following messages:
o Connectivity/Save Errors (any error caused by loss of connectivity between testing device and
Pearson servers)

o Fatal Error (any error that results in the student being exited from TestNav). Select the error code
hyperlink to see additional error information and instructions. Resume the student test in
PearsonAccess Next and have the student login to TestNav again. Once the student is in Active
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status and navigates to the next item, the error code clears and the dashboard updates when
refreshed. If the error persists, follow school procedures to request assistance from other staff.

= Test Duration (total time the student has been testing based on when the student starts testing and
submits their test in TestNav). New for 2023-24: The test duration timer now stops when a student exits the
test and restarts when a student resumes testing. If there are multiple days between test sessions, the time
will now only include the time the student was actively testing.

» Battery indicator (the status of the student’s device battery will display here; students will also receive a
warning message when their battery reaches 20% (yellow icon) and 10% (red icon). Note: Students testing
on iOS devices (for example, iPad) will have “n/a” for this column).

= Test Progress (actual student test status is reflected) Note: The test progress displays a bar graph based
on the percentage of items answered, no response required, visited, and remaining. It also includes a
chart showing the number of items for each of those categories.

Answered (green)

O

Online Reading and Mathematics MCAs (adaptive): While students are in the student directions
section, this field includes the number of student direction pages that have been viewed. Once
students navigate past the student directions, this field includes only items that require a
response. The total number reflects the total number of items on the test.

Online Science MCA (fixed form): This field includes both items that have been answered, as well
as student directions pages, title pages, and review screens that have been viewed. As a result,
the total number will be higher than the number of items on the test once the student has
answered all items.

No response required (blue) (Note: This includes the student directions and any title pages or review
screens in the test.)

o

Online Reading and Mathematics MCAs (adaptive): While students are in the student directions
section, this field includes the number of direction pages that have not yet been viewed. Once
students navigate past the student directions, this will appear as 'n/a’.

Online Science MCA (fixed form): This field includes student directions pages, title pages, and
review screens that have not yet been viewed.

Visited (yellow): For all tests, while testing, this field always appears as a 0. After students exit the test,
this field will appear as either 0 or 1 as students must answer each item in order to continue.

Remaining (red): For all tests, this field is the number of items remaining that require a response.

Example: Reading and Mathematics MCAs

DASHBOARD CHECK @ In Progress Grade 05 Reading MCA
~  Total Studenis: 3
Test Source: TN APP
W -Answered B - No Response Required - Wisited W - Remaining
Student Marme Test Status Test Duration Battery Test Progress
. (E5E50G5 i T
Lemen, Control (5555085010023) € Exited O3 1% 4 7
Lime, Conftral (5555095010024) @ Exited D007 4 -nn
Melan, Control (5555095010025) @ Exitad 000345 = 24 | nia| 0 | 26

Note: The second student in the reading example is still in the Student Directions section of their test. Once
they navigate past this section, the student test progress will display like the other students.
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Example: Science MCA

DASHBOARD CHECK ® In Progress Gl’ade 05 SClenCe MCA
All Test Statuses v Total Students: 3 Stop Auto Refresh
@ -Answered B - No Response Required - Visited W - Remaining
Student Name Test Status Test Duration Battery Test Progress
Lemon, Control (5555095010023) & Exited 00:04:23 ‘ ‘ '22 10,1—‘13‘
Lime, Control (5555095010024) & Exited 00:00:37 1 r=8 l m‘
Melon, Control (5555095010025) €@ Exited 00:02:00 ‘ mm ﬂ‘

The dashboard is set to automatically refresh every 30 seconds. To stop auto refresh, select the Stop Auto
Refresh button. Turning off auto refresh only applies to that dashboard. If dashboards are open in multipl
tabs, you must stop auto refresh for each dashboard, as needed. Once Stop Auto Refresh is selected, the
button changes to Start Auto Refresh. Select the button on auto refresh. Unlike PearsonAccess Next, the

e

Student Test Status Dashboard page does not time out after 30 minutes of inactivity. However, once logged

out of PearsonAccess Next, this page will no longer refresh. When logged back into PearsonAccess Next,
auto refresh is turned-on by default.

Note: Selecting the information icon next to a student's name will display the same detailed test and item
progress as selecting the student test status on the Students in Session screen.

e If students in different test sessions are testing in the same room, you can monitor testing for multiple test

sessions simultaneously in PearsonAccess Next. Add the relevant test sessions to the Session List and
select Combined View in the Session List to see the testing status of all students in the sessions on one
screen. Refresh your browser window or select Refresh button.

o Student Test Status: To check the status of a specific student, find the student's name in the test
session. View the student's status in the Student Test Status column. Select the status hyperlink to
view detailed information about the student's test and item progress. The test status now reflects the
student's item progress and test completion percentage for Reading, Mathematics, and Science MCAs.

= The first part of each test contains student directions and will be referred to as “Web Content” on
the Student Test & Item Progress screen.

=  While section numbers do not appear in students tests, they will appear in PearsonAccess Next.

This information is provided for reference only when monitoring student progress in
PearsonAccess Next.

» Reading and Mathematics MCAs are adaptive tests, meaning PearsonAccess Next knows the
number of scorable items but not the non-scorable items (such as title pages and end of group
review screens). The completion percentage does not include student directions or any non-
scorable items and updates after the student navigates past the student directions. Note: The
TestNav progress indicator and PearsonAccess Next student test item progress match within one
percent of each other.
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Example: Mathematics MCA

Student Test & Item Progress

STUDENT, SAMPLE FOUR (1112222333333)
Session Name: NINA'S CLASS
Test Name: Grade 07 Mathematics
MCA
Test Status: Active - 45%

Total Items (49)

Z ————

B - Answered - Visited W - Remaining

= Science MCA is a fixed form, meaning PearsonAccess next knows the total number of scorable and
non-scorable items. When the student starts their test, the non-scorable items are considered
complete and the completion percentage initially starts off higher in PearsonAccess Next (for
example, 30% complete). The PearsonAccess Next student test item progress shows the percent
complete at the test level. Note: The TestNav progress indicator shows the percent complete at the
section level, not the test level, so the percentages on TestNav progress indicator and
PearsonAccess Next student test item progress will not match. Students should use the TestNav
progress indicator to know how far they are in the section. Test Administrators should use the
PearsonAccess Next student test item progress data to know how are the student is in their overall
test.

Example: Science MCA

Student Test & Item Progress

Tangy, Controller (5555055555516) 5 (et

as of 0341 5/20XX 12:00:00 PM

Session Name: MCASCI 5101

Test Name: Grade 05 Science
MCA

Test Status: Marked Complets -
91%

Total Items (76)

B -Answered W - No Response Reguired - Visited W - Remaining

= The following information is displayed on the student test item progress bar:
e Answered (green) - The number of items completed and pages viewed.

e No Response Required (blue) - The number of pages remaining that do not require a response
(MCA Science only).

e Visited (yellow) - The number of items visited but not completed. Note: This will appear as 0 or
1 as students must answer each item in order to continue.

¢ Remaining (red) - The number of items remaining that require a response.

e Refer to the Using Filters section at the end of this guide for helpful tips on viewing students in sessions.
Note: To maintain system security, PearsonAccess Next times out after 30 minutes of test session management
inactivity. If you have been timed out, you will need to sign back into PearsonAccess Next to resume monitoring
the test session.

The following points provide other information related to student testing that may be helpful when monitoring
student testing progress:
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e New for 2023-24; After the first item in each section or group of questions, the back and next navigation
arrows will always appear active (for example, blue) throughout the test. However, if a student selects the
back or next button before answering the current item, a message will appear reminding the student to
answer all parts of the question first.

e Student tests in TestNav time out after 20 minutes of inactivity. Inactivity is defined as not touching the
screen, moving the mouse, and/or pressing keys. Students will receive a warning that their test is about to
be exited due to inactivity. Students will receive a second warning 30 seconds prior to being exited due to
inactivity. Once exited, they will receive a message that the session ( their test) has closed due to inactivity,
and the student’s test will need to be resumed in PearsonAccess Next to continue testing. If students are

exited due to inactivity, they still have 20 minutes to resume the test with the ability to go back and review.

e If testing over multiple days, students may exit the test at any point. However, if testing is scheduled so

that students stop at the end of a group of items (Reading MCA) or at the end of Section 2 (Science MCA), it

is recommended that students exit on the Review screen. When they resume, they will not be able to go
back to review and will need to select Next to proceed.

e Once students exit the test for more than 20 minutes or stop testing for the day, they cannot access any
items completed previously.

e Inrareinstances, if students do not sign out of TestNav and exit in another way (for example, turning off
the testing device), it may result in the student remaining in an Active status in PearsonAccess Next.

The following table provides a complete list and explanations of student statuses.

Student Explanation
Status
Ready The student has not yet started the test.
Active The student has signed in and is testing. Note: A test may be in Active status if the student
improperly exited from the text.
Exited The student has exited TestNav but has not submitted test responses.
Resumed The student's test has been resumed, but the student has not yet signed in.
Resumed The student's test has been resumed, but the student has not yet signed in. Resumed Upload
Upload status forces TestNav to check for a saved response file (SRF) on the testing machine and the

secondary save location when the student signs back in to continue.

If a student resumes testing in a Resumed-Upload status, they will receive a
Connectivity/Save Warning and Error Code message. Students will need to alert the Test
Monitor if they receive one of these messages. If there are no ongoing technical issues where
you are working with Pearson technology support, select Skip Upload to resume the student.

Completed The test has been submitted by the student through TestNav and the data has been processed.
Marked The student's test has been marked complete by the DAC or AA and the student will not finish
Complete testing.

DAC and AA users have access to dashboard views in PearsonAccess Next (under Dashboards > Dashboards) to
assist with verifying test session and test status. Refer to the View Dashboards section in this guide for details on
viewing dashboards in PearsonAccess Next.

e The Session Status by Subject dashboard displays test sessions for reading, mathematics and science in
Not Prepared, Preparing, Errors - Not Prepared, Ready, In Progress, and Stopped statuses.

e The Student Test Status by Subject dashboard displays student test status for reading, mathematics and
science in Ready, Resumed/Resumed Upload, Active, Exited, Completed/Marked Complete statuses.

e The Test Status - Online by Subject dashboard display student test status for reading, mathematics and
science in Assigned, In Progress, and Complete statuses.
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There are a number of operational reports in PearsonAccess Next that can assist you with monitoring test sessions
and student test progress. See the Access Operational Reports section in this guide for details on how to access
these reports.

Under Reports > Operational Reports in the Online Testing category:

e Student Tests that are Ready and Unlocked: This report provides a list of all student tests that are in Ready
status and unlocked. Tip: Consider running this report the morning before testing to confirm all student
tests are ready and unlocked.

e Students Currently Testing Online: This report provides a list of all students who have started testing but
have not yet finished. This includes students in an Active, Resumed, or Resumed Upload status. Tip:
Consider running this report throughout the dates when students are testing in your district or school to
see which students are actively testing.

Under Reports > Operational Reports in the Students & Registrations category:

e Students with Test Assignments but have not Completed: This report lists students who have a test
assigned to them but the test has not yet been completed. Tip: Consider running this report at the end of
your scheduled testing dates and before the end of the test administration to confirm all students with test
assignments have completed testing.

e Student Registration Summary: This report provides a list of the number of students assigned to a test and
the number of completed tests. Tip: Consider running this report at the end of your scheduled testing
dates and before the end of the test administration to confirm all students with test assignments have
completed testing.

Troubleshooting

Occasionally, students encounter technical issues during online testing. Ensure Test Monitors know the plan for
contacting technology staff, or other district staff, if issues arise so they can continue actively monitoring other
students who are successfully testing.

The following are some quick troubleshooting steps that may be followed by the other staff who are providing
assistance to the Test Monitor, as the Test Monitor should continue to actively monitor other students:

e If astudentis repeatedly exited from TestNav:

o Have the student try signing in again (confirm the test is in a status of Resumed in PearsonAccess Next
first and that the student is using the correct username and password).
Restart TestNav.

Restart the testing device.

o Move the student to a different device - if possible, one that has been used successfully for testing. Note:
When working with Pearson regarding technology issues, a troubleshooting step may involve having the
student log back into TestNav using the same device. Districts should note testing device information
when experiencing technology issues in order to provide to your district or Pearson, as needed.

o Carefully monitor the actions the student is taking when signing in or navigating through the test (for
example, make sure the student is not powering the device off, intentionally exiting, attempting to access
another program, selecting certain keystrokes).

e Referto the Troubleshooting for Online Testing page for a list of the most common issues that occur during
online testing and an overview of how to address them (PearsonAccess Next > Technology > Additional
Technology Resources > Troubleshooting for Online Testing).

e Referto the Error Codes page for information on specific TestNav error codes (PearsonAccess Next > TestNav
8 Online Support (under Quick Links) > Troubleshooting > Error Codes).
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If an issue continues, record the following information:

e Grade

e Subject

e Testsession name

e Student's MARSS/SSID number

e Item number

e How the test was accessed (for example, device and/or operating system).

Then, call the Pearson help desk at (888) 817-8659. Inform them you have a live testing issue and need to speak
to Level 2 support. To identify the issue more quickly, the help desk may request TestNav and system log files
from the device. Note: The content of the test itself should never be referenced, captured as an image, or emailed
within the school or district, or in a communication with MDE or Pearson. Doing so is a breach of security. To
ensure data privacy, never provide both the student’'s name and MARSS/SSID number in any communication; only
provide the MARSS/SSID number.

Lock/Unlock Student Tests in a Single Session (Optional)

Though not required, districts may choose to lock student tests once students have exited TestNav. This optional
step can be helpful if student tests are resumed a day or more before the next testing session takes place. If
student tests are resumed shortly before students will be signing in, this optional step is not necessary.

Student tests must be unlocked before students can sign in. When a test is complete or marked complete, the
test will automatically be locked and cannot be unlocked.

Note: If a student is actively testing and the test is then locked in PearsonAccess Next, the student will not be
kicked out of TestNav. However, if they exit and need to resume testing, the student’s test will need to be
unlocked.

1. From the Home page, under Testing, select A v s s et o s
Students in Sessions. B
*“:*m Student Privacy and Public Reports
r— :
© Support v
2. Add the test session to the Session List. Session List I i »Secsin YFer>

2items of 2
NINA'S CLASS
@ © NINAS CLASS DATA ENTRY

No more sessions to load

Find Students  In the selected session(s) aba

Filters Clear Hide
Organization

MARSS/SSID Add Selected

3. Lock student tests. b T
e Tolock an individual student’s test: In S o _ |
the Student Test Status column, select e S

the dropdown next to the student’s
status and select Lock.

MARSSSSD  Lawame Firs Mame Wddhe Name Usern
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i ession Lis! NINA'S CLASS
e Tolock all student tests in the test — e ———
session: Move the slider at the top of the e l
test session from unlocked to locked. - g e
ansssso sz L i o Wi W e[St o st S
Local Use Dasa E AL HREE =g
Session List MINA'S CLASS DATA ENTRY
Once student tests are locked, the lock icon next i ] et ki 0
to the student’s status will appear S — e s
PP ' WIS CLASS DATA ENTRY (3 Stont Tosts P
=m

Local Use Data

Clip UIN

NINA'S CLASS

If there are both locked and unlocked tests sessen it T e (T
in the same test session, the test session will

show “Mixed" in place of the slider.

e Tolock individual student tests, select

the dropdown next to the student's test
status and select Lock.

& NNAS CLASS ®in Frogress

.
S T
Seatus.

Key

NINA'S. CLASS (4 Studen

Fitters
(Organizasion

marss/ssio

Local Use Data

Clip um

e Tolock all student tests in the test
session, select the dropdown menu NINA'S CLASS (4 Student Tests) 8/ a bixed (-
next to “Mixed” and select Lock All. : 1: e ]
NOTE: This will not change student
tests who were already locked.

Once student tests are locked, the lock icon next to the student’s status will appear.
Note: If a student is added or moved to a test session where all student tests are locked, their test will
automatically be locked. If there are any unlocked tests, the student's test that is added/moved will be unlocked.
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Lock/Unlock All Student Tests for Multiple Sessions (Optional)

Users can lock/unlock all student tests for multiple sessions.

1. From the Home page, under Testing, select Sessions.

2. To search for test session:
e Toview all sessions created: Select the dropdown
next to Search and select the checkbox next to
Show all results.

e To search for sessions individually: Under Find
Sessions enter the session name and select
Search.

Or under Filters, select parameters to
automatically view only those test sessions within
the selected parameters.

Note: Only sessions in In Progress or Stopped
status can be locked/unlocked. Use the Session

Status filter to find test sessions in these statuses.

3. Select the checkbox next to the session name.

Note: Selecting the checkbox next to Session will
select all test sessions in the list.

& Setup v A\ Student Information in this system Is personally identiflable information (P11); o
Internally, and protect It from external o
N @
| & Testing * Wolcome to PearsonAccess™t
Student Tasts Soloct an action from one of the dropdown menus under an icon to begin a task.
= ]
P Student Privacy and Public Reports
Stata and foderal laws require MOE to publicly report certain Information about how stus
2 Reports students. Laws also classify data about individual students as private data, meaning t is
student privacy rights with its public reporting obligations by ensuring that reported data
students, This page explores how we address these obligations.

© Support

Froquently Asked Quastions: Reporting Studant Data on

5essions  Goto Swdents in Sessions »

= Sessior|

=2 Tasks 0 S d

Selact Tasks Manage

Find Sessions

¥ Show all resuhs-
Filters Clear Hide No Results
Session Status
Session A
Organization @Search or select a fiter to view results.

Find Sessions

Filters Clear Hide No Results
Session Status
electone ormore Session Session Sta
Organization @Szarch or select a filter to view r
Test
Form Group Type
Scheduled Start Date Range
elect one ]
to
elect one =]
Session Session Status
Organization ANDREW JONS SESSION @ @ In Progress
GRADE 10 READING @ @ In Progress
Test
@ NINA'S CLASS © @ In Progress
Form Group Type
ANINA'S CLASS 20 @ In Progress
Scheduled Start Date Range sNTRENTS CLASS @ @ In Progress
—
# | Session Session Status

¢ ] ANDREW JONS SESSION @ @ In Progress

»/] GRADE 10 READING @ @ In Progress

NINA'S CLASS @ @ In Progress

by
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4. Select the dropdown menu to the right of the Start
button and select Lock/Unlock Multiple Sessions.

5. Test sessions selected on the previous page are pre-
selected.

To lock sessions, select Lock.
To unlock sessions, select Unlock.

Once Add is selected, a “Success, Changes saved”
message will appear in a green bar near the top of
the screen.

6. Select Exit Tasks at the top right to return to the
Student Tests screen.

8eSSIONS oo studentsin Sessions »

= Sessions 05

= Tasks 05

Select Tasks Slan -~ Manage

Al Tasks

Find Sessions. Create / Edit Sessions

Precaching Test Content

Delete Sessions

Ad/Remove Students in Sessions
Filters “lear Hide

Session Status. Generate Test Tickets

Tasks for Sessions

Lock / Unlock Multiple Sessions

SessionStatus  #3wodents  Organzation

st
6
=

Success

¢ Previous Task  Next Task 3

© Add Task

Resume a Test

When testing over multiple days or signing back in after a break (if students exited their test), the tests must first

be resumed in PearsonAccess Next. If student tests were locked, confirm all tests are unlocked before resuming.

Only students in Exited status can be resumed. Note: If a student is in Active status but not testing, the student

must first be placed in Resumed Upload before being placed in Resume status.

Note: If you are actively monitoring test progress in PearsonAccess Next and need to resume a test (for example,

a student is exited during testing), start on step 2B.

1. From the Home page, under Testing, select Students
in Sessions.

2. A) Add the test session to the Session List.

R =

Setect an scton from one of the dropciosm memss undar an icon to beoin s task
Student Tests
D Student Privacy and Public Reports

i MOE to publicty g

Students In Sessions. in information about how studants are doing
e

t privacy rig

£ Reports

@ Support

B) If you are actively monitoring test progress,
the test session will automatically appear under
Session List and you can continue to below to
resume students.

Session List - Add a Session ¥ Filler )

2 items of 2
® NINA'S CLASS
@ () NINA'S CLASS DATA ENTRY

Find Students  In the selected session(s) alj

Filters Clear Hide

Organization

Session List

MARSS/SSID

Add a Session

NINA'S CLASS DATA ENTFEY-
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¢ Inthe Student Test Status column, select the
dropdown next to the student’s status (only one
option will display, and the displayed option
depends on how the test was exited.

o Forstudent tests in Exited status, select
Resume.

o Forstudent tests in Active status, first place
the student tests in Resumed Upload and
then immediately change the status to
Resume (this prevents students from
receiving error messages when they resume
testing in TestNav).

Last Name First Name Middle Name Username Session Student Test Statu:
STUDENT SAMPLE  FOUR 632993 S CLASS (Grade 07

STUDENT SAMPLE THREE

STUDENT SAMPLE

Last Name First Name Middle Name Username Session Student Test Statu

STUDENT SAMPLE  FOUR

TUDENT SAMPLE THREE

M560 STUDENT SAMPLE

MARSS/SSID Last Name First Name Middle Name Username Session Student Test Status

(Grade 07 [ ooag "~

STUDENT SAMPLE  FOUR

e Toresume multiple or all students on the page:
o Select the checkbox at the top on the left or
the checkboxes next to individual students.

<] marsyssio Last Name FirstName Middle Name Usemame Session Student Test Status
7800 STUDENT SAMPLE  FOUR ASS (G

5678 @ STUDENT SAMPLE  THREE

SAMPLE

Mathematics MCA)

Note: If you select the checkbox at the top
on the left, it will automatically select all the
students on that page (up to 25 students). If
you have more than 25 students in your
test session, at the bottom of the page, go
to the next page to select additional
students proceeding to the next step.

b

o]

o Select the dropdown menu to the right of Students in SeSSIONS ot Seions »
the Start button and select Student Test — = s
Statuses.
Select Tasks = m Mana
I | Tocks
e g NINA'S CL udent Test Statuses
_ _ Students
s & Testing Tickets and S¢ Siudent Tete

o Onthe Resume Student Tests tab, select the
checkbox at the top on the left or next to FLor e =) -
the student names in the list to confirm s
your selections and select Resume.

Note: For students in an Active status,
selecting Resume will place the student into
a Resumed-Upload status. Select the
checkbox next to the student name(s) in
Resumed-Upload status and select Resume
again to change to Resumed status.
Students will use the same student testing ticket to sign back in to the test. When the student signs back in,

STUDENT NAME (CODE) SESSION (STUDENT TEST) STUDENT TEST STATUS

STUDENT, SAMPLE FOUR o NINAS

o

o

B HNAS = Fisady

they will select Resume to continue testing. The test will resume on the next unanswered question.
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A student should only be kept in a Resume-Upload status
if there were technical issues and your school is working
with Pearson technology support. Work with your school
technology staff and District or School Assessment
Coordinator as needed.

If a student resumes testing in a Resumed-Upload status,
they will receive a Connectivity/Save Warning and Error
Code message. Students will need to alert the Test
Monitor if they receive one of these messages. If there
are no ongoing technical issues where you are working with
Pearson technology support, select Skip Upload to resume
the student.

Note: Selecting Skip Upload will not result in a loss of
student responses for previously answered items. Online
testing requires a continuous connection between the
student testing device and pearson servers to send and
receive test items. Each time a student responds to an
item, that response is sent and saved at Pearson.

No saved response file found

Message 1005

r previous exit from TestNav was abnormal, so a saved response file (SRF) is

Please browse to a response file and upload it

Response file name: 2a945d1a-e55d-4caa-8530-43daee88e54c . SRF

Response File Location Browse
Upload Response File

f you are unable to locate the response file, contact support

0 go to the test without uploading an SRF, choose Skip Upload. This may

result in lost responses

Skip Upload | | Exit Test

Stop a Test Session (Optional)

When all students have completed testing, you may consider stopping the test session if you choose. Stopping a
test session is optional as all test sessions are automatically stopped and all tests are extracted for scoring at the
close of the testing window. However, you may choose to stop testing sessions as a way to monitor testing

progress and to ensure all testing has been completed.

Note: A session cannot be stopped if there are students with started tests in the session. These students would
need to be removed or marked complete before the session can be stopped. Once stopped, a session cannot be

restarted by the district.

Mark Tests Complete and Indicate a Test Code

There may be situations where a DAC or AA user needs to mark a student’s test complete and/or indicate a test

code in PearsonAccess Next:

e When a student will not complete a test before the end of a testing window, the test may be marked complete
if the district chooses. All incomplete tests will be marked complete by Pearson at the end of the testing
window. If you decide to mark tests complete, then you should wait until the end of the testing window, to
ensure the student will not be returning to finish (in your district or another district).

e Some test codes may be entered during the testing window in PearsonAccess Next:

INV-D (Invalidation due to device)
INV-S (Invalidation due to student action)

REF-P (Refusal by parent)
REF-S (Refusal by student)
ME (Medical excuse)

O O 0O O O O

INV-O (Invalidation for misadministration or other)

e Test codes can only be indicated in PearsonAccess Next during the testing windows. After testing, these test
codes may also be entered during Posttest Editing in Test WES. Refer to Chapter 9 of the Procedures Manual
(PearsonAccess Next > Resources & Training > Policies and Procedures) for the entire list of available test

codes and more information on when test codes are indicated.

¢ Note: For High School Science MCA, any medical excuse or refusal test codes must be entered in
PearsonAccess Next and cannot be entered during Posttest Editing.
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e Note: Since absent and not enrolled test codes cannot be entered in PearsonAccess Next, mark the test
complete during the testing window and then add the test code during Posttest Editing.

Mark Tests Complete and Indicate a Test Code

In order to indicate a test code, a student must be added to a test session and have the test marked complete,
even if the student did not start testing. Test codes can be indicated for an individual student or a group of
students at the time of marking the test complete. Note: A test code (for example, reason) is required when
marking tests complete.

Tip: Place all students for a grade/subject who need a test code indicated (for example, REF-P or REF-S) into a
separate test session. The test session must be prepared and started in order for tests to be marked complete.
Refer to the Prepare the Test Session and Start the Test Session sections of this guide for information on how to
prepare and start a test session.

1. From the Home page, under Testing, select
Students in Sessions.

2. Add the test session to the Session List. seson i, IR |
2 items of 2
@ NINAS CLASS
@ NINA'S CLASS DATA ENTRY
Find Students  In the selected session{s) al
Filters Clear Hide
Organization
MARSS/SSID
3. Select the student(s) whose tests will be marked R s —_—
complete. - =
: 20 Reaoy
4. From the Select Tasks dropdown, select Mark Students in Sessions  cotosessirs -
Student Tests Complete, and then select Start. Oz

Select Tasks = Start -~

Student Test Statuses
Mark Student Tests Complete

5. Apply the same test code or different test codes to
multiple students using the steps below.
e To apply the same test code for multiple
students:
i. From the Reason dropdown above the
student names, select the appropriate test
code or reason.

Note: Reason is required when marking
student tests complete from the Students in
Sessions page. Use the Student will not
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complete test/end of testing window if the
student will not complete the test during the
testing window but a test code does not

apply.

ii. Confirm the checkbox next to Use the same
reason for checked Students in Sessions is
selected.

iii. Select the checkbox to the left of the student
tests.

Note: Selecting the checkbox next to Student
Name (Code) will select all students in the
list.

e To apply different test codes for student(s):

i. De-select the checkbox next to Use the
same reason for checked Students in
Sessions.

ii. Select the checkbox to the left of the student
test(s).

Note: Selecting the checkbox next to Student
Name (Code) will select all students in the
list.

iii. From the Reason dropdown to the right of
the student’s test, select the appropriate test
code or reason for each student.

Note: Use the Student will not complete
test/end of testing window if the student will
not complete the test during the testing
window but a test code does not apply.

6. Select Mark Complete.

Once Mark Complete is selected, a “Success,
Changes saved” message will appear in a green bar
near the top of the screen.

7. Select Exit Tasks at the top right to return to the
Students in Sessions screen.

Reason®
( Y]

This field is required.

Mark Student Tests Complete

Reason®

v

Use the same Reason for checked Students in Sessions

Mark Student Tests Complete Mk Compiote  IEEEY

l © Add Task l € Previous Task  Next Task » I Exit Tasks % I

Indicate or Update a Test Code on the Student Tests Page
A test code can be entered, changed, or removed after a testis in Completed or Marked Completed status.
Note: Test codes for the Reading and Mathematics MCAs can be entered in PearsonAccess Next until the Science

MCA testing window closes (May 12).
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1. From the Home page, under Testing, select Students
in Sessions.

2. Add the test session to the Session List.

3. Select the student(s) whose test needs the test code
indicated or updated. Select the dropdown menu to
the right of the Start button and select Student
Tests.

4. The student(s) are displayed on the panel on the left.
From the Test Code dropdown menu, select the
appropriate code:

INV-D (Invalidation due to device)

INV-S (Invalidation due to student action)
INV-O (Invalidation for misadministration or
other)

REF-P (Refusal by parent)

REF-S (Refusal by student)

ME (Medical excuse)

Remove of change a test code, as needed. From the
Test Code dropdown menu, select the appropriate

code to change the code of select the blank field to

remove the code.

II

et
& Testing * Welcome to Pearsanficoess”

£ Setup A Student information in this system is personally identifiable information (P1; e

Salsct an action from one of the dropdown menus under an icon to begin a task.

Studant Tests.
g Student Privacy and Public Reports
Shudents. in Sessons Stite and tederal ws require MOE 16 publicly reped centain nfommaton about haw $uden

privale data, meaning It is not available to the public. MDE must baiance indhidual studen]
dentifiabie information about students. Tis page explores now we address these obigal

fions: Raporting Shudent Data on Our Wabsite

Session List - b ¥ Filter )

2items of 2
@ NINA'S CLASS

# () NINA'S CLASS DATA ENTRY

Find Students In the selected session(s) alj

Filters Clear Hide
Organization

—

Students in Sessions oo Sesons»

MARSS/SSID 00 STUDENT SAWPLE  FOUR

512340 STUDENT SMMPLE  OME

Losal Usa Data

= Tasks = Sudents in Sessions
Select Tasks = “anage
Session List NINA'S CLASS st Sauses
Add a Session 8 e #EX
® NINAS CLASS ®1n Progress = -
ogress Stop Sesson O Fiebresh
MINA'S CLASS [5 Studnt Tests) N & Sudent Tast
Stanus Ky
: e
Find Swdsnts  n the selected sessionfs) above +
Organizstion
MARSSISSID  Last Name First Nome Middle Name Usemarme Student Test Status

@ NINAS CLASS (Grade 07

STUDENTS IN SESSIONS (1) DETAILS
STUDENT, SAMPLE ONE (990999991234)  STUDENT, SAMPLE ONE (8999999991234)
Grade 07 Mathomsatics MCA
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Note: The Test Code dropdown menu will not display
until approximately 15 minutes after a test has been
submitted or marked complete.

5. Select Save. Once Save is selected, a “Success,
Changes saved” message will appear in a green bar
near the top of the screen.

Note: If you selected multiple students, complete step
4 and 5 for each student.

6. Select Exit Tasks at the top right to return to the l © Add Task 1 ¢ Provious Task  Next Task ¥ I Exit Tasks X I
Students in Sessions screen.

Validate Test Codes

Whether test codes are indicated when tests are marked complete or on the Student Tests page, test codes are
not validated immediately. Incorrectly applied test codes will be removed by Pearson.

e The REF-P, REF-S, and ME test codes can only be indicated if the student did not start testing. If the student
completed one or more items and one of these codes is selected, the code will be removed by Pearson.

e The INV-S, INV-D, and INV-O test codes can only be indicated if the student has already started testing. If the
student has not completed one or more items and the code is selected, the code will be removed by Pearson.

Pearson will inform the district when this occurs so that correct On-Demand Report information can be accessed,

as needed.

Note: In the rare situations where the student’s test has not been started but must be invalidated, email
mde.testing@state.mn.us.

Tip: To see a list of student tests with a test code, view the Student Tests with a Test Code operational reportin
PearsonAccess Next (under Reports > Operational Reports in Online Testing category). This report provides a list
of all test records with a test code indicated. See the Access Operational Reports section in this guide for details on
how to access the reports.

View Dashboards

DAC and AA users have access to dashboard views (bar graph with filter, speedometer, bar graph) for quick
access to information (session status, test status) for MCA testing. The dashboards include both online and paper
data entry testing. Dashboards automatically refresh every 10 minutes and this information is indicated under
each dashboard (for example, Refreshed on 03/15/20XX 12:30:00 PM). To see the updates, users must refresh the
page or navigate away from and return to the page.

1. From the Home page, under Dashboard, select A4 e et i i syt sy e rman P
Dashboard. Desard ¢ Weloois 13 PearaonARoesae

Dashboard User Seftings

Select an action from one of the dropdown menus under an con to begin a task

€ Setup

Student Privacy and Public Reports

& Testing
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2. The Dashboard page contains three default
dashboards:

Session Status by Subject
o The default view is a bar graph with filter

o Session statuses include: Not Prepared,
Preparing, Errors - Not Prepared, Ready, In
Progress, and Stopped

o Hover over the status in the bar graph to
see the number of sessions in that status

o All Subjects is selected by default

o Select the dropdown menu to change the
subject: Math, Reading, or Science. Note:
When changing between subjects, the left
axis values may also update.

o Select the bar graph to be taken to the
Session Search page. The number
displayed is based on the sessions on the
dashboard

Student Test Status by Subject
o The default view is a bar graph with filter

o Test statuses include Ready,
Resumed/Resumed Upload, Active, Exited,
Completed/Marked Complete

o Hover over the status in the bar graph to
see the number of tests in that status by
subject

o All Subjects is selected by default

o Select the dropdown menu to change the
subject: Math, Reading, or Science

o Select the bar graph to be taken to the
Students is Sessions page. The number

displayed is based on the student tests on
the dashboard.

Session Status by Subject

All v

2.0
1.8
] 6 In Progress
12 2
16 [l
68

)6
84

6

Xe) oY 0 & ) o0
<& 0 G ] P @
\?A.G’f‘ ("“\-3?‘\ \ch'-‘?\ o ?r,'*.%\ %YDQ\
wo Ys) B\

e
«v

Refreshed on 03/15/20XX 08:30:00 AM

Tip: Consider viewing this dashboard prior to the
start of online MCA testing to confirm test sessions
are in the correct status prior to testing

Student Test Status by Subject
All v
16
14
12
19
8
3 Resumed/Resumed Upload
5 ms
"M‘(\:N 3 \)\v:p(\\\ ‘v\(\\\‘"} \,’\,\E" C 0\\\\*3\6
\:‘\\‘\1C &0 o
R\ I\
N\ {Q\\'\‘
oot
Refreshed on 03/15/20XX 09:30:00 AM

Tip: Consider viewing this dashboard near the end
of the online MCA test administration to confirm
student tests have been completed/marked
complete and there are no started student tests in
Resumed/Resumed Upload, Active, or Exited status.

43



©

Pearson
o Test Status - Online by Subject Test Status - Online by Subject
o The default view is a bar graph with filter All ¥
o Test statuses include Assigned, In Progress, "
10 In Progress

and Complete. .

o Hover over the status in the bar graph to 6
see the number of tests in that status by 4
subject ‘

o All Subjects is selected by default ’ Asikgid —— o

o Select the dropdown menu to change the Refreshed on 03/15/20XX 09:30:00 AM
subject: Math, Reading, or Science

o Select the bar graph to be taken to the
Student Test Search page. The number Tip: Consider viewing this dashboard near the end
displayed is based on the student tests on of the online MCA test administration to confirm
the dashboard. student tests are in Complete status and there are

no started student tests in In Progress status.

3. New for 2023-24: To change the organization Dashboard o to Dashboard User Settings »
displayed within the dashboard, select the

dropdown menu and enter the full or partial MINNESOTA DEPT OF ___
name of the organization. Only results from that
organization will display in the dashboard.

x

MDE| Q

MDE ASSESSMENT CARE + Sybject
PROGRAM (5555-09-201)

MDE Assessment Control
District (5555-09-000)
MDE Assessment
Elementary (5555-09-101)

MDE Assessment High
School (5555-09-401)

Select the “x” icon to remove the organization.

4. To change the dashboard view, select Go to s tomrd e o
Dash boa rd Use r Setti ngs' Session Status by Subject Student Test S[.alus by Subject Test Status - Online by Subject

Note: Users can navigate to this page from the
Home page. Under Dashboard, select Dashboard -
User Settings.

Dashboard User Settings o e vou Dasouns »

5. Under Your Dashboards, make the following P
updates, as needed: 2 =

Mursier o1 Cotumes.

e Number of Columns: The default is 2. Select
the Number of Columns dropdown to change
the number of columns to 1, 2, or 3.

e Graph Type: The default varies by graph type. s o s
Select the Graph Type dropdown to change .

Graph Typa
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the view to Bar Graph, Bar Graph with Filter,
or Speedometer.

e Select the display header and drag to
reorganize the display order.

e Select Remove to remove the dashboard
from your view. The dashboard will appear
under the Available Dashboards along the left
side of the screen. Select Add to add the
dashboard back to your view.

6. Select Save. Once save is selected, you will be
returned to the Dashboard page.
Note: If you do not want to save your updated

settings, select Go to Your Dashboard to return
to the dashboard page.

+}+ Session Status by Subject b+ Student Test Status by Subject
Graph Type Graph Type
Speedometer Graph v Bar Graph b

+ Test Status - Online by Subject

Graph Type

Bar Graph v

Dashboard User Settings o vou nastoowa s

AVAILABLE DASHBCARDS (0}

Mumper

s

b Session Status by Subject | o Student Test Stats by Su... |+ Test Status - Onine by Su...

Gragn Trpe Grapn Trme Grapn Type

Access Operational Reports

Users have access to operational reports in PearsonAccess Next; the reports a user has access to are based on

their user role.
1. From the Home page, under Reports, select
Operational Reports.

2. Select the checkbox next to a report category or
categories and then select the report you want
access to.

Note: The Students & Registrations and Online
Testing operational report categories are most
useful for MCA online testing and include the
reports referenced throughout this guide.

3. The screen you see next depends on the
following:
e Ifthisis the first time you have run the report,
select Request Report Refresh.

& Setup v A\ Student in (PI; end
internally, and protect it from external acd
& Testing Ml * Welcome to PearsonAccessMert
= Reports A Select an action from one of the dropdown menus under an icon to begin a task.
Operational Aeports

Student Privacy and Public Reports

Reporting Groups
State and federal laws require MDE to publicly report certain information about how student
PRI students. Laws also classify data about indwidual students as private data, meaning it is no
student privacy rights with its public reporting cbligations by ensuring that reported data do
Longitudinal F students. This page explores how we address these obligations.
Frequently Asked Guestions: Rieperting Student Data on Our Website
Historical Student Data

© Support v

Operational Reports

Report Categories

tudents & Registrations
nline Testing

Orders & Shipment Tracking

Users

Operational Reports

Students Assigned to Test but not Added to a Test Session

List of all students that are assigned to take a test but have not yet been added to a test session

I No repo
Request Report Refresh

t available. To obtain report, please use the Request Report Refresh option below I
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e If you have accessed the report previously,
you will see the parameters of the previous
report (for example,date, organization,
administration, and text). You can download
the previous report by selecting Download
Report. To run a new report, select Request
Report Refresh.

Note: Depending on the report, you may have
different options, such as Display Report or
Download CSV.

4. Some reports are available once the link is
selected. For others, select additional Report
Parameters to access the report, such as
organization and test. Select Refresh Report.

e Once Refresh Report is select, the following
message will appear in a green bar near the
top of the screen: “Success, Changes saved.
Your report has been submitted. Check back
in a few minutes to view your report.” Select
the Refresh icon.

¢ When the report is available, select Download
Report. The file will download to your
computer to open.

5. Select Exit Report to return to the Operational
Reports page.

Students with Test Assignments but have not Completed
List of all students that have a student test assigned to them but the test has not yet been completed

Execution Date

0315/20XX 09:37:02 AM
Organization

MDE Assessment Control District (5555-09-000)
Test Administration

Minnesota > 20XX - 20X > MCA 200
Filtered Organization

MDE Assessment Elementary (5555-09-101)
Test

Grade 03 Reading MCA

Students with Test Assignments but have not Completed
List of all students that have a student test assigned to them but the test has not yet been completed

Execution Date

03/15/20XX 09:37:02 AM
Organization

MDE Assessment Control District (5555-09-000)
Test Administration

Minnesota > 20XX - 20XX > MCA 20XX
Filtered Organization

MDE Assessment Elementary (5555-09-101)
Test

Grade 03 Reading MCA

Download Report

Request Report Refresh

Report Parameters

Organization

MDE Assessment Control District (5555-09-000)
Test Administration

Minnesota > 20XX - 20XX > MCA 20XX

Filtered Organization
I MDE Assessment Elementary (55565-09-101) A I

Test

I Grade 03 Reading MCA w~ I

Operational Reports

Success
Changes saved
Your report request has been submitted. Check back in a few minutes to view your report.

Students with Test Assignments but have not Completed@
List of all students that have a student test assigned to them but the test has not yet been completed

Waiting for report to complete

Students with Test Assignments but have not Completed
List of all students that have a student test assigned to them but the test has not yet been completed

Execution Date

03/15/20XX 09:37:02 AM
Organization

MDE Assessment Control District (5555-09-000)
Test Administration

Minnesota > 20XX - 20XX > MCA 20XX
Filtered Organization

MDE Assessment Elementary (5555-09-101)
Test

Grade 03 Reading MCA

Download Report

Request Report Refresh

Exit Report X
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Using Filters

To help you find specific students or test sessions more easily, use the Filters available in the left panel on screens
in PearsonAccess Next. While a user is logged in to PearsonAccess Next, filter selections will remain selected on
each page. If a user navigates away from a page, and then returns to that page while still logged in, the filter
selections remain. Filter selections are removed when the user changes the test administration (for example,
MCA 2024 to MTAS 2024) or exits PearsonAccess Next.

Here are a couple examples where filters may be the most useful:

1.

From the Home page, under Testing, select
Sessions.

2. Under Filters, select parameters to automatically
view only those test sessions within the selected
parameters. You can select multiple parameters for
individual filters. Helpful filter examples:

4.

Under Session Status, select statuses such as
Not Prepared and Ready.

If you have access to multiple schools, under
Organization, select the schools you want to
view.

Under Test, select a test(s), such as Grade 07
Mathematics MCA.

Select Clear to clear all filters. Select Hide to hide
the Filters panel.

Select the top left checkbox to select all or the
checkboxes next to individual test sessions that you
want to view.

To the right of the Sessions header, select Go to
Students in Sessions.

A\ Student information n this system Is personally identifiable information (PIl); o

Set
it Internally, and protect It from external o

<
& Testing * Welcome to PearsonAccess™™!

II

Student Tests Select an action from one of the dropdown menus under an icon to begin a task.

[ ]
Students In Sessions.
& Reports v
© Support v
Filters Clear Hide

Session Status

» Mot Prepared | |« Ready

Organization

% MDE Assessment Elementary (5555-09-101)

Test
» Grade 07 Mathematics MCA | |

Form Group Type

Filters Clear Hide
Session Statws

x Not Prepared || x Ready + [ession
Organization @ fur 7
x CFL MIDDLE 301 (5555-09-301) @ fmasc

Test

Session Status Scheduled StartDate Test

= Grade 07 Mathematics MCA

Go to Students in Sessions =

= Tasks 0 Selec

Select Tasks

Find Sessions
QSearch ~
Filters Clear Hide
Session Status
X Not Prepared | % Ready Session Session Status Sched
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5.

The test sessions you previously selected will
automatically be added to your Session List. Select a
test session or Combined View (to view both
sessions).

Under Filters, select parameters to automatically
view only those students within the selected test
session(s) and parameters. You can select multiple
parameters for individual filters. Helpful filter
examples:

e Under MARSS/SSID, begin entering a student's
MARSS number and hit Enter to look for a
specific student.

e Under Toggle secondary filters.

o Under First Name, being entering a
student’s first name and hit Enter to look for
a specific student.

o Under Student Test Status, select statuses
from the dropdown menu such as Active
and/or Exited.

e Select Clear to clear all filters. Select Hide to hide
the Filters panel.

Note: By default, the filter parameters are applied to
students only in the selected sessions above.

Select the white space to the right of the column
header to sort in ascending or descending order.

Session List
Add a Session

Combined View
MATH GRADE 7
NINA'S CLASS

Filters
Organization

MARSS/SSID
1231

Local Use Data

Clip UIN

Group

Toggle secondary filters
First Name

sar

Test

Test Status

Student Test Status

x Active | | x Exited

Clear Hide

Last Mame  First Mamea

STUDENT SALAM

MARSS/SSID

4041000653531 @
s

ERRRI A
s

4041000655968 @
TS

STUDENT SAMUEL

ETUDENT SANIYA

Midddle Mame

Usermanme

0957950028

AET1606011

0852708032
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