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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.

Revised Feb. 14, 2025
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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 Create a test session

e Add student(s) to a test session

e Remove students from a test session

e Move students between test sessions
2. By importing a file to PearsonAccess Next

¢ C(Create test session(s)

e Add student(s) to test sessions

e Move students between test sessions

¢ New for 2024-25: Remove students from test sessions
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 |If there 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 Dashboard >
Dashboard) 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 To see a list of created tests sessions, view the Session List operational report in PearsonAccess
Next (under Reports > Operational Reports > select Online Testing under Report Categories). 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 Test Session operational report in PearsonAccess Next (under Reports >
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Operational Reports > select Students and Registration under Report Categories). 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 >
select Online Testing under Report Categories). This 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 and MTAS/Alt MCA 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 Sessions 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

Once you have signed in to PearsonAccess Next, o seup T =
verify that the MCA 2025 test administration is @ g st 910
selected. To change the test administration, select the = Repors Student Privacy =%
current test administration in the black bar at the top ——

of the page, select the 2024-2025 dropdown, as

needed and then select MCA 2025.

a2 Dashboard A Student information in this systy
20142015+

2015 -2016~

20212022~
2022 2023~

2023 - 2024~
720242025+



http://minnesota.pearsonaccessnext.com/policies-and-procedures/
https://minnesota.pearsonaccessnext.com/user-guides/
https://minnesota.pearsonaccessnext.com/user-guides/
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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.

¢ If noted by the student afte 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.

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. For the Start dropdown, select View Enroliment
Data.

Import / Export Data

I Students I

Organizations
Users
Orders & Shipment Tracking

TestNav Configurations

A Student information in this system is personally identifiable information (Pll);
internally, and protect it from external

% Welcome to PearsonAccess™e*!

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

Student Privacy and Public Reports

State and federal laws require MDE to publicly report certain information about how stuf
students. Laws also classify data about individual students as private data, meaning it i
student privacy rights with its public reporting obligations by ensuring that reported dat
students. This page explores how we address these obligations.

Frequently Asked Questions: Reporting Student Data on Our Website

E Tasks

Select Tasks

Find Student Tests Registered to MCA 20XX ~

|

Filters
Across All Organizations

MARSS/SSID

Local Use Data

First Name*
SARAH
SARAH

B Tasks

Select Tasks

Last Name*
STUDENT
STUDENT
= Students

Find Student Tests

Filters

Across All Organizations

MARSSISSID

Local Use Data

Registered ta MCA 20XX  +

nt Tests (select exactly 2 students)

& Students
ample Students

ew Historical Student Data
Last Name" Firs.

STUDENT SARAH

STUDENT SARAH
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4. Preferred last name, first name, and middle name Tasks for Students

View Enroliment Data

are displayed. Note: To make changes to
preferred name, submit updates in MDFE's Test ABESERA i
WES system, OSTl;JDENT, SARAH (9373928272892)
rganization®
Note: Only preferred first name will appear on the warsses o Locauseous
Students in Sessions page, Student Testing Ticket, and —— —
Session Student Roster. etk
First Name* Preferred First Name

Verify Assistive Technology (AT) Online Forms Accommodations

New for 2024-25: Assistive technology online test forms are available for the Science MCA that allow
screen readers and non-screen reader AT devices to interact directly with the online test. Prior to
creating test sessions, it is important to verify that students requiring the use of assistive technology
have the applicable code (AT-S for screen readers or AT-N for non-screen reader AT devices)
indicated and that it appears in PearsonAccess Next.

Students with an assistive technology online form accommodation must be placed in a test session
with the correct AT test form assigned. In order for TestNav to allow other programs or applications
to run at the same time as the test, the AT forms are published at a different security level. As a
result, the test must be administered in an individual setting to ensure that the student is only
accessing the assistive technology to complete testing and not other features or programs.

Tip: Follow the steps outlined below to identify students with an AT online test form accommodation
(AT-S or AT-N), and then place them into the correct AT form group type test session.

1. From the Home page, under Setup, select _ 4 S ——
Import / Export Data. e + om a Peamenecns

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

Organizations 5 .
Student Privacy and Public Reports
Stat [ require MOE 1o publicly report cert wt how students are dol
t is nat availabie to the public. MDE jidual student privacy
mation about students. This page jdress these cbilgations.

Users

Orders & Stipment Tracking

Testhav Configurations Frecuantly Asked Questions: Reportng Student Data or

@ Testing v

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

= Tasks

Select Tasks

All Tasks

Find Files
Import / Export Data
View File Details
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3. From the Type dropdown menu, select Student

Registration Export

e Test Status Filter: Assign and Testing are
prepopulated. Attempt can be selected, if
needed.

e Grade: Select grade(s) to limit results. For
Science MCA, select grades 5, 8,9, 10, 11 and
12, as needed.

e Subject: Select subject(s) to limit results. For
Science MCA, select Science.

e Type: Select type (Online or Alternate) to limit
results. For Science MCA, select Online.

4. Select the Process button.

e 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.

5. When the file is complete, select Download File.
The file will download to your computer as a .tab
file.

Note: To open the file in Excel, in your computer’s
downloads folder, right click on the file name.
Select “open with” and then Excel. If you
experience issues opening this file, contact the
Pearson help desk.

Select Exit Tasks at the top right to return to
the Import / Export Data screen.

Import / Export Data

Type*

Student Registration Export v

Test Status Filter
x assign | | x testing

Grade

Subject

Type

(J Include tests with Do Not Report

Tasks for Importing and Exporting

Impart | Export Data  Viow File Details.

FILES (1)

DETAILS &

togistration Export 2026-01-

X Stusent Regi
10T15:28:01 41740000130 Complete

for download

File Information
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CSV File Column Field Description Field Notes
Column Heading
A MarssNumber | Student's The MARSS/SSID number will not appear as a 13-

MARSS/SSID digit number when downloaded.

number. To reformat the MARSS/SSID number into a 13-
digit number, 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.”

B Organization School code Organization codes are pre-populated and are 9

Code where the student | digits comprised of District Number (4 digits),

is being reported. | District Type (2 digits), School Number (3 digits),
in DDDD-TT-SSS format (for example, 5555-01-
301). Includes leading zeros.

C Grade Grade student is Valid values: 03, 04, 05, 06, 07, 08, 09, 10, 11, 12
registered. Tip: If not indicated when exporting the file, filter
using values 05, 08, 09, 10, 11, and/or 12 for
Science.
D Test Subject Test Subject Valid values: R, M, S

Name. Tip: If not indicated when exporting the file, filter

using “S” value for Science.
E District use District created Pre-populated (if available).

special sort delivery group. District-assigned custom group uploaded into
PearsonAccess Next if provided by the district
through precode files.

F-N Varies Student Valid values Y (Yes), N (No)

Accommodations | Note: These fields provide information on other
student accommodations, including paper test
books, braille, script/human reader, and text-to-
speech.

0] Assistive Assistive Valid values: Y (Yes), N (No)

Technology - Techology-screen- | science MCA only.

SR(AT-5) reader Tip: Filter this field by “Y” to find all students with
the Assistive Techology - Screen reader
accommodation.

P Assistive Assitive Valid values: Y (Yes), N (No)

Technology- Technology-non- Science MCA only.

Non SR (AT-N)

screen reader

Tip: Filter this field by “Y” to find all students with
the Assistive Technology - Non-screen reader
accommodation.
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CSV File Column Field Description Field Notes
Column Heading
Q-W Varies Student Valid values Y (Yes), N (No)

Accommodations | Note: These fields provide information on other
student accommodations, including pop-up
translations, braile, and co-writer or read/write
extensions.

X Co-writer or Co-writer or Valid values Y (Yes), N (No)

Tip: Filter the AT-S or AT-N columns by “Y” to find students with an AT accommodation. Reference this
list when creating test sessions. Since students testing with AT devices. Consider placing these students
into test sessions by grade and subject (for example, Grade 5 Science AT-S, Grade 5 Science AT-N).
Refer to the Manually Create a Test Session or Create Test Session by Importing a File to
PearsonAccess Next section in this guide for details on creating test sessions in PearsonAccess Next.

Manually Create a Test Session

1. From the Home page, under Testing, select e T
Sessions. PEE——

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

[

Students in Sessions.

tate and federal la
= Reports v students, Laws al
studen
students, Thi
& Sunnort v

SesSIiONS  co to students in Sessions »

data, meaning it i
uring that reported data

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

= Tasks Ses

Select Tasks Ml Start - Mana

Find Sessions

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

e Organization* —_—

o Test Assigned*: Only one grade, subject, and — —
type of test can be selected for each session. | == -

Note: If an AT form is needed for a Science ———]

assessment, select the appropriate grade level
and subject. Then, select the appropriate AT form
under "Form Group Type." Also, 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).



http://minnesota.pearsonaccessnext.com/user-guides/
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Type of Test Assigned
Subject and Test Main Science Script
(Used for most students) (Only used for Science MCA when the
script is administered with the online test)
Reading MCA X
(Main only)
Mathematics X
MCA (Main only - assigned to students
who will use standard text-to-speech
or require accommodated text-to-
speech and/or pop-up translations)
Science MCA Main X
(Main: automatically assigned to (Science Script: automatically assigned
students) only to students who need the script read

in conjunction with the online test)

AT-S
(Assistive Technology online form -
screen reader)

New for 2024-25: AT-S: Must be
indicated in Test WES during Pretest
Editting. Students with this code
must be manually assigned the
appropriate form group type when
creating test sessions in order to use
their assistive technology devices
during testing.

AT-N

(Assistive Technology online form -
non-screen reader)

New for 2024-25: AT-N: Must be
indicated in Test WES during
Pretest Editting. Students with this
code must be manually assigned
the appropriate form group type
when creating test sessions in
order to use their assistive
technology devices during testing.
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e Proctor Reads Aloud: Not used.

e Form Group Type*:

o After selecting the test assignment, Main or Science Script is automatically selected as the
form group type.

o New for 2024-25: For Science MCA test assignments, manually select “AT Screen Reader” or
“AT Non-Screen Reader” in Form Group Type for students needing to use the separate AT
TestNav forms that are available to allow AT devices to interact directly with the test. Note:
Unlike data entry or script test assignments, there are no AT form test assignment and the
AT form group type is not automatically assigned based on Test Assigned or student
accommodations.

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. Note:
Proctor caching is no longer recommend for online MCA testing and TestNav Configurations
were deleted from PearsonAccess Next. Refer to the Infrastructure Readiness Checklist for more
information (PearsonAccess Next > Technology). 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.

o Note: For Science MCA, the list of students includes all students eligible for the assigned test

(for example, Grade 05 Science MCA); the list is not filtered by form group type (for example,

AT Screen Reader). Unlike students with a script accommodation and script test assignment,
students with an AT online test form accommodation do not have a specific AT test
assignment and will be listed alongside students without AT accommodations. To identify
students with an AT-S or AT-N accommodation, refer to the Verify Assistive Technology (AT)
Online Form Accommodations section for more details on identifying students with an AT
online test form accommodation in PearsonAccess Next.

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.The username who created the test session is displayed on the Session Details page.

11
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5. Select Exit Tasks at the top right to return to the
Student Tests screen.

6. To view session details, select the information icon
to the right of the session name. The Sessions
Details contains information on session name,
status, organization, created by user, test and
form, and scheduling.

© Add Task

€ Previous Task  Next Task ¥

[J) Session

NINA'S CLAYS ©

Session Status Scheduled Start Date Test

Not Prepared 03/17/2025

Grade 05 Science MCA

Session Details

Session Name
NINA'S CLASS
Session Status
Not Prepared

Test & Form

Test Assigned
Grade 05 Science MCA
Proctor Reads Aloud
No

Form Group Type

AT Screen Reader

Organization
PA CONTROL PUBLIC SCHOOL FITZGERALD (5556-02-101)
Actual Start Date

Session has not been started

Created By

Braden.Conrad-Hiebner@pearson.com

Scheduling

Scheduled Start Date
03/17/2025
Scheduled Start Time
01:00 AM

Lab Location

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.

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. Refer to the Student Preferred Name section in this guide for details
on preferred name. 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.

& Testing

A\ Student information in this system is persanally identifiable infl
% Welcome to PearsonAccess®er
Select an action from one of the dropdown menus under an icon to
Student Priv.

State a

acy and Public Re

f MDE to eport cert;
c.

12
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2. A)In the 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.

Session List Add a specifi
Add a Session Y Filter >
NINA

1 item of 1
[J©  NINA'S CLASS
No more sessions to load

Find Students Ir

Last Name or MAF :

Filters
Organization

Se

Select one or mor )
Add Selected
MARSS/SSID

A

Session List
Add a Session

NINA'S CLASS

Students in Sessions cotosessions »

= Tasks = Students i

Select Tasks Manage

All Tasks

Session List NINA'S CLASS o
_Studants
Add a Session lgnore Schedule & Test L
LA EILES Not Prepared

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

Add Students to Sessions

Session Find tudents within MDE

NINA'S CLASS (Grade 05 Science M( v

ailable students found

Student Name Organization

@Search or select a filter to view results.

13
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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. e —
Students can either be searched for individually or — .
by group.

Note: Students will only be available to be added
to a test session if they:

1) Are eligible for the test assigned, including
grade and subject.

e Only students with an HR (script/human
reader) code will be eligible to add to
session with the Science Script test
assigned (Science MCA only)

e For students with an assistive technology
form (AT-S or AT-N) accommodation,
confirm the correct form group type (AT-S
or AT-N) is assigned. MAIN should not be
assigned to students testing with an AT
form accommodation (Science MCA only)

2) Do not have an accommodation that requires
data entry.

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

Add Students to m Raset

e To search for individual students:

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

results.
ii. To search for students individually: Ads St o uaccre T
Under Find available students within Add Students (o Sessions
[your school], begin entering the Session
student’s last name in the Last Name e e e

starts with field.

e To search for an entire group of students: i Sucens o Semre SR —
i. Under Find available students within Add Students to Sessions
[your school], select the dropdown S e I s
menu next to your school and select the . vt I8
by Group within [your school] radio T e Assessment Control Distrct
button.

14
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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). Students with an AT-S or
AT-N accommodation are included in the
MAIN group. If the DAC created custom
groups in Pretest Editing in Test WES (for
example, MAIN - GRO7 MATH-NINA'S
CLASS), you will see those displayed here.
Note: Consider creating custom groups
for students with the AT-S and AT-N
accommodation to quickly add students
with these accommodations to the test
sessions with the correct form group

type.

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.

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
Students in Sessions screen.

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

Add Students to Sessions

Session Find available students within MDE Assessment Contrg

NINA'S CLASS (Grade 05 Science Mt v

to Sessions  Remove Students from Sessions  Move Students between Sessions

MAIN - GROS SCIENCE EXTRAMCA SCI 5 201 - MDE ASSESSMENT CA

Add Students to Sessions

B

o]

Success
Changes saved

© Add Task £ Previous Task  Next Task

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

2. Add the test session to the Session List.

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.

- Welcome 10 PearsonAccess™™
B

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

Session List Add a specifi

Add a Session

Y Filter »

NINA

1 item of 1
[J©  NINA'S CLASS

No more sessions to load

Find Students Ir

Filters
Organization

1 )
Add Selected
MARSS/SSID

I

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

« §0001112223334 STUDENT SAMPLE ONE 5881074772 NINA'S & Ready
TS CLASS
(Grade 07
Mathematics
MCA)
« §0099999997777 STUDENT SAMPLE TWO 3850139383 NINA'S & Ready
TS CLASS

(Grade 07

A There are no student test assignments selected.
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4. Select the dropdown menu to the right of the
Start button and select Students.

5. 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.

o To move the student to a new test
session: Select Create Session. Enter
the required information as indicated
by the red asterisks (*).

[ [STUDENT, SAMPLE ONE (0001112

Students in Sessions cotosessions »

= Tasks = Students i

Selact Tasks Manage

All Tasks

NINA'S CLASS Student Test Statuses

Students
Ignore Schedule & Test

Student Tests

Session List

Add a Session

NINA'S CLASS Not Prepared

Add Students 1o Sessions  Remove Stude ssions

Move Students between Sessions

Add Students to Sessions

Move Students between Sessians

Remove Students from Sessions

Remove [EEES
—

STUDENT TEST STATUS

NINA'S CLASS ~ Grade D7 Mathematics MCA =

STUDENT NAME (CODE) SESSION STUDENT TEST

STUDENT, SAMPLE TWO (0099999

NINA'S CLASS  Grade 07 Mathematics MCA Ready

Success
Changes saved

A There are no student test assignments selected.

Add Students to Sessions

Remove Students from Sessions.

Move Students between Sessions

Tests Sessions

Grade 07 Mathematics MCA x NINA'S CLASS

CFL MIDDLE 301 (5555-08-301)
Student Name NINA'S CLASS
STUDENT, SAMPLE ONE (0001112223334) ©

NINA'S CLASS, Grade 07 Mathematics MCA
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Select Create.

Both test sessions will now appear under the
Sessions field and next to the student(s). The test
session the student is currently in will have the
checkbox selected.

ii. Select the checkbox next to the test
session you want to move the student
to and select Move.

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 under the test session.

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

Create Session

Test & Form Scheduling

Test Scheduled Start Date”

ct o Scheduled Start Time
Form Group Type 01:00 AM csT@

— Lab Location
Pracaching Computer

NoCache

Move Students between Sessions 23 e

Move Students between Sessions FReset
Jreses Sessions.

Move Students between Sessions [ o [

sssssssss

©Add Task | € Previous Task ~ Next Task ® W Exit Tasks %

Create Test Sessions by Importing a File to PearsonAccess Next

District Assessment Coordinator (DAC) or Assessment Administrator (AA) users in PearsonAccess
Next can create test sessions, and move students between test sessions, by importing a file into

PearsonAccess Next.

Note: New for 2024-25: Students in assigned or testing status can now be removed from a test

session by importing a file.

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.
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Export the Test Session file

1. From the Home page, under Setup, select _ S —
Import / Export Data. Imgort/ Expont Data. * Welcome to Pearsoniicoess™!

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

Orgarizstions

Student Privacy and Public Repo

State and federal laws require MDE to publcly report certain inf t how students are dol
Orders & Shipmant Tracking privae data, meaning it s not avalable to the public. MDE m privacy
Ident fable information atout students. This page explores how we address these obligaticns

Users.

Tosthav Canfigurations Frequertly Asked Quastions: Reparting Studant Data on Our Website
& Testing
= Reports

@ Support

2. Select the dropdown menu to the right of the Import / Export Data
Start button and select Import / Export Data.  Tosks 0 Selected

Select Tasks

Find Files
Import / Export Data
. . " View File Details

3. From the Type dropdown menu, select Session

Import / Export Data
Create/Move Export and select Process.

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

e To export test session data for your entire Select Grade(s) to limit results
organization, leave these fields blank.

e Optional: Select the checkbox to the left of
“Include Completed and Marked Complete

[ Session Create/Move Export v

Subject

Select Subject(s) to limit results

Tests” to include these tests in the file export. (J Include Completed and Marked Complete Tests
e Select Process. N
e After you select the Process button, you will be )

directed to the View File Details page where T compete

File is reagy for downioad

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. Fieomaten

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.

5. Select EXIF Task§ at the top right to return to the l — l O TSR R Iml
Students in Sessions screen.

File Information

FILES (1) DETAILS &

‘Session Create/Move Export 2021-01

12715:33.02 33240000 c5v Complete

Organization
MDE Assessment Controkd District (8555-08-301)
User

Download File O
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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:

The file contains all student tests in Ready, Exited, Resumed, or Resumed Upload status for the
organization. The export does not include students in Active status.

As needed, 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.

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

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.

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.

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.

To add a student to a test session, enter the test session name in the test session field. If the test
session has not yet been created, entering the test session name creates the test session. If the test
session already exists in PearsonAccess Next, entering the test session name adds the student to
the existing session.

New for 2024-25: To remove a student from a test session, delete the test session name from the
test session field. Note: This will remove the student from the test session, but not delete the test
session itself.

Save the file to your computer in .csv format. Note: The file must include all column header rows.
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CSV File Column Field Field Notes
Column Heading Description
A Student Test | Unique identifier | Pre-populated. Required. Do not edit.
UuID for astudent's | pearson internal unique identifier used to match student
test. test to test session.
B Organization | School code Pre-populated. Informational only. Do not edit.
Code where the . Organization codes are pre-populated and are 9 digits
studentis being | comprised of District Number (4 digits), District Type (2
reported. digits), School Number (3 digits), in DDDD-TT-SSS format
(for example, 5555-01-301). Includes leading zeros.
C Last Name Student last Pre-populated. Informational only. Do not edit.
name.
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
Name name. edit of add if blank.
F MARSS Student’s Pre-populated. Informational only. Do not edit.
Number MARSS/SSID The MARSS/SSID number will not appear as a 13 digit
number. number when downloaded. For this process, the number
can be left as 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.
H District Use District created Pre-populated (if available). Informational only. Do not
Special Sort | delivery group. edit or add if blank.

District-assigned custom group uploaded into
PearsonAccess Next if provided by the district through
precode files.
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CSV File
Column

Column
Heading

Field
Description

Field Notes

Session
Name

Test Session
name to assign
the student to a
test session.

Pre-populated (if available). Blank if student test has not
be assigned to a test session.

Enter a test session name to create a new test session,
add student to existing test session, or move student to a
new test session.

e Atest session 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 result in a new test session with
different name (for example, ‘Nina’s Math G3' without
spaces creates additional test session ‘Nina'sMathG3’).

Note: New for 2024-25: Students can now be removed
from a test session through importing a file. Delete the
test session name to remove the student from the test
session.

Valid characters include: letters, numbers, apostrophe ('),
hyphen (-), space, and period (.).

Student Test
Status

Student'’s test
status in
PearsonAccess
Next.

Pre-populated. Informational only. Do not edit.

Test status includes Assignment (test not started), Testing
(test started but not submitted), and Attempt (test
submitted). Note: Students actively testing cannot be
removed or moved between test sessions.

Test Name

Test name
registered to
student.

Pre-populated. Informational only. Do not edit.

Students can only be moved between test sessions that
are for the same test assigned (for example, Grade 05
Science).

Test Code

Test code
assigned to each
test.

Pre-populated. Informational only. Do not edit.

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.

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

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

4. Select the Choose File button and select the file
from your computer to import.

I Import / Export Data \

Students

Organizations
Users
Orders & Shipment Tracking

TestNav Configurations

& Testing v
= Reports v

A\ Student information in this system is p|
% Welcome to PearsonAccess™ex

Select an action from one of the dropdown

Student Privacy and

State and federal laws require MDE to publicly
private data, meaning it is not available to the ps
identifiable information about students. This pa

Frequently Asked Questions: Reporting Student

Import / Export Data
=8 Tasks 0 Selected

Select Tasks

Find Files

All Tasks

Import / Export Data
View File Details

Import / Export Data

Type*
I Session Create/Move Import VI

Source File

‘ Choose File | No file chosen

Session Create/Move Import

Source File

' Choose File  No file chosen I

Import / Export Data
Type*
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5. Select the Process button.

After you import the file, you will be

directed to the View File Details page

where you can see 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.

A Complete message will appear when the
file has finished processing. The message
will include information on the total
number of records, successful records and
error records

Import / Export Data

Type*
Session Create/Move Import v
Source File

Choose File | No file chosen

DETAILS &

Complete

File is ready for download

File Information

Type Organization

Session Create/Move Export MDE Assessment Control District (5555-09-
Request Date 000)

03/15/20XX 12:00:00 PM User
Total Records DAC-Braden

1,319
Successful Records
319

Error Records

Download File @

0

Refer to 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.

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.

24



©

Pearson

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 (for example, if the test is
in Active status in PearsonAccess Next).

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.

2. Make updates in the Test Session file. For questions, refer to the Edit the Test Session File to Import
section.

3. 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 e —
in Sessi P
Students in Sessions. —— Bekoctan acionfran o o e tropdomss s ndr o loon 0 beghs 8 ek
Qe Student Privacy and Public Reports

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

essjon Li: Add a specifi
are preparing multiple test sessions, add the -
applicable sessions to the Session List.

1 item of 1
(J' ' NINA'S CLASS

No more sessions to load

Find Students I

Filters
Organization

1 )
Add Selected
MARSS/SSID I

Session List

B) If you are preparing the session immediately
after adding students to the session manually as
described in the previous section, the test session NINA'S CLASS
will automatically appear under Session List and

you can continue to Step 3.

Add a Session
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3. Prepare the test session.
e To prepare a single test session, select wasess
Prepare Session. e
e To prepare multiple test sessions, select
Combined View from the top of the Session
List. Select Prepare All Sessions.

Note: If a student’s AT accommodation does not

Combined View

match the session AT form group type (for example, Errors - Not Prepared
the student has an AT-S accommodation, but the
session form group type is AT Non-Screen Reader), Cannot prepare session GRADE 8 SCIENCE AT-S.

the session will not prepare and an error message
will display. Refer to the Manually Create Test
Sessions section in this guide to either remove the
student from the test session or change the test
session form group type.

STUDENT, SAMPLE (2334497655) - Form not available

HINA'S CLASS

The test session status will change from Not : ,
Prepared to Preparing. Note: While the session is —— T
preparing, the white disk will have a blue circle.

HINA'S CLASS

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.

Verify Accommodations/Universal Supports (Mathematics and
Science MCAs Only)

Prior to test administration, it is important to verify that students requiring accommodations and
universal supports have the applicable code indicated and that it appears in PearsonAccess Next:

e For Mathematics MCA, confirm accommodated text-to-speech and/or pop-up translations are
indicated in PearsonAccess Next.

e New for 2024-25: For Science MCA, confirm the appropriate assistive technology
accommodation (AT-S or AT-N) and/or Co:writer Universal or Read&Write (CR) extensions
(displayed in PearsonAccess Next as Co-writer or Read/Write) are indicated in PearsonAccess
Next, as needed. Note: The AT-S accommodation is not compatible with the CR extensions, as
screen readers are not compatible with the TestNav extensions.

e Note: Pop-up translations are no longer available for Science MCA. The Science MCA now has
an English glossary that provides concise definitions or explanations of terms in English and is
automatically available to all students. With improvements made to standard text-to-speech,
accommodated text-to-speech is no longer available for Science MCA.

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.
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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.

Note: For Science MCA, students with an assistive
technology (AT-N or AT-S) or Co:Writer Universal
or Read&Write (Webx) accommodation are
indicated next to the student MARSS ID.

Select the Student Name Tests tab and select the
test/school/group name hyperlink. Under
Universal Supports and Accommodations:

e For Mathematics MCA, verify accommodated
text-to-speech and/or the applicable pop-up
translation is indicated as “True.”

e For Science MCA, verify the appropriate
assistive technology (AT-N or AT-S) and/or
Co:writer Universal or Read&Write (CR) are
correct. If the AT-S accommodation is
assigned, it is indicated with “yes.” If the AT-N
or CR accommodations are assigned, they are
indicated as “True.”

Scroll to see the entire list. Select Close when

finished.

If the correct accommodation 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.

A Student information in this system is parsonally identifisble information (PH); ensure studel

& Setup v

Student Tests

* Welcome to PearsonAccessHest

Salect an action from one of the dropdown menus under an icon ta begin a task.

Student Privacy and Public Reports

State and feersl lsws

e MDE to pul

repor

= Reports v

£ Sunnart ar

ession Li Add a specifi
Add a Session Y Filter >
NINA
1 item of 1

[J U NINA'S CLASS

No more sessions to load

Find Students I

Al I

Filters
Organization

slec T )
Add Selected
MARSS/SSID ]

[] MARSS/SSID Last Name First Name Username

5555523123456 @ AT-N
TTS WebX

STUDENT SARAH 3470669310

SARAH STUDENT (5555523123456)

Type Clip UIN
Online i
Unique Identifier
Eligibility Grade 22809bBe-1502-4084-9915-ac2M83006ad
05

Universal Supports and Accommodations
12 point (12) Accommodated TTS (MC) ©

False False

18 point (18) MDE approved accommodation (AA)
False False

24 point (24) © Other assistive technology (AT-0)
False False

Braille Contracted (BC) Scribe (SC)

False False

Braille Uncontracted (BU) Made Tape (MT) ©
Faise False

Handheld Calculator (HC) & Somali Pop-Up Translation (SO) @
False False

Script/Human Reader (HR) ©
False

Assistive Technology online form — screen reader (AT-S)

Assistive Technology online form — non-screen reader (AT-N)
Spanish Pop-Up Translation (SP) @  True
False
Co-writer or Read/Write (CR) @
Hmong Pop-Up Translation (HM) @  True
Faise

PNP Text To Speech Delivery Student Session Group

Standard text-to-speech
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Print Session Student Rosters

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

Rosters may be helpful in the following ways:

e To verify accommodated text-to-speech and pop-up translations are assigned to students for
Mathematics MCA. Note: For Science MCA, the AT online form accommodations are not listed on
the roster; however, under form group type, the AT form group type for the session is indicated.

e To assist a student who is having difficulty signing in (rather than sorting through multiple testing
tickets)

e To use as a checklist to verify that all secure materials (for example, student testing tickets, scratch
paper) have been collected

¢ 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 ® saup - I EE T T
Students in Sessions. SN

Select an action from ane of the dropdown menus under an icn 1o begin a task.

Student Tests

Sessions

2. Add the test session to the Session List.

Add a specifi

Y Filter >

NINA

1itemof 1
[J NINA'S CLASS

No more sessions to load

Find Students I

Filters
Organization

)
Add Selected
MARSS/SSID . |

3. Select Testing Tickets and Session Resources

Session List NINA'S CLASS
and then select Session Student Roster. Add a Session
NINA'S CLASS Scheduled Sessions
I Session Student Roster ]

Print all for thi SSi0

Print selected
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4. Print the session student roster using your Session Student Roster
browser’s print function.

nnnnn
03M5120%X
01:00PM

Tip: Session rosters in Excel format are available in the Session Roster operational report in
PearsonAccess Next (under Reports > Operational Reports > select Online Testing under Report
Categories). 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 a e o
Students in Sessions. O,

Student Tests

Sessions

Priv.

Studants in Sessions

1) ensure studel

2. Add the test session to the Session List.

Session List Add a specifi

Add a Session Y Filter >

NINA

1itemof 1
[J NINA'S CLASS

No more sessions to load

Find Students I

Filters
Organization

)
Add Selected
MARSS/SSID [— |
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3. Print student testing tickets for the entire test
session or by selecting individual students.

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.

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

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

Session List NINA'S CLASS

Add a Session 8 Testing Tickets and Session Resources ~

NINA'S CLASS Scheduled Sessions
Session Student Roster
STUDENT TESTING TICKETS
I Print all for this session I
Print selected for this session
"
Session List SIS ELES
Add a Session @lemus
NINA'S CLASS Scheduled Sessions
Session Student Roster
Print selected for this session
Clear
Find Students In the selected session(s) above ~
Filters Clear Hide 6 Results
Organization
MARSS/SSID  LastName First Name Preferred Firg
MARSS/SSID 555333333333 STUDENT SAMPLE
D TS

Local Use Data

[0 5555122223334 STUDENT SAMPLE  SAM

Clip UIN o TS

ST &Rl d{ =W 1 Per Page v

1 Per Page
|Multiple Per Page
‘Gnd

[List

STUDENT

Student Name: STU
MARSS/SSID: 1234999999999

KET

Session: NINA'S CLASS DATA ENTRY
Date of Birth: 11/13/2004
Test: Grade 07 Mathematics MCA Data Entry

Vaii arn antharizad tn talbn tha alantranin varcinn nf thic tnd

Print Student Testing Tickets for Multiple Sessions

1.

From the Home page, under Testing, select
Sessions.

£ Setup A this system

0;
internally, and protect it from external

II

1
& Teeting * Welcome to PearsonAccess'es!

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

e

Student Privacy and Public Reports

State and federal laws require MDE to publicly report certain information about how stu
students. Laws also classify data about i data, meaning it is
cy rights with fts public rep that reported dat

‘Students in Sessions

= Reports v

© Support ~v

Fraquantly Asked Questio
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2. To search for test session: SeSSIONS  Goto sudents in Sessons »

e To view all sessions created: Select the = Tasks 05t
dropdown next to Search and select the — : =
checkbox next to Show all results. Find Sesslons

# Show all results
Filters Clear Hide No Results
Session Status
Sessi
Organization Search or select a filter to view results

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

Filters Clear Hide No Results
Session Status
Or under Filters, select parameters to Select one or more Gt | GmemGE
automatlca”y view Only those test sessions Organization ©Search or select a filter to view r
within the selected parameters. ————
Test
Select one nore
Note: You can select multiple filters for a Fom Group Type
Sea rCh. i‘.—.‘|’=;'. one or more
Scheduled Start Date Range
elect one =]
to
Select one B
3. Select the checkbox next to the session name. Find Sessions
Filters Clear Hide 5 Results
Session Status
Session Session Status
Organization ANDREW JONS SESSION @ @ In Progress
: GRADE 10 READING & @ In Progress
Test
> 2| NINA'S CLASS @ @ In Progress
Form Group Type
] NINA'S CLASS 2 @ @ In Progress
Seheduled Start Date Range ¢] TRENTS CLASS © @ In Progress
Note: Selecting the checkbox next to Session will =) S— FS—
select all test sessions in the list. #| ANDREW JONS SESSION® @ In Progress
«] GRADE 10 READING @ @ In Progress
< NINA'S CLASS © ® 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.

A yellow 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.

SesSIONS o tostudents in Sessions »

= Tasks

= Sessions

Select Tasks Manage

All Tasks

Find Sessions Create / Edit Sessions

Precaching Test Content

Delete Sessions

Add/Remove Students in Sessions

Filters Clear Hide

13 Results

Session Status. Generate Test Tickets

Create Reporting Groups

&= Generate Test Tickets
L 1 Per Page

B Grid

B List

NTAI

Current selections include 49 test tickets for 5 sessions.
For performance reasons, this feature is limited to a selection of 4000 or fewer students.

6. 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.

1.

From the Home page, under Setup, select
Students.

Organizations

Users.

Orders & Shipment Tracking
TestNav Canfigurations

& Testing

= Reports

@ Support

& Setup A A\ Student information in this system is personally identifiable information (P1l);
internally, and protect it from external {
Import / Export Data
* Welcome to PearsanAccess™™
_ ]
Select an action from one of the dropdown menus under an icon to begin a task.
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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.

& Tasks 0 Selecte

Select Tasks

Find Student Tests  Registered to MCA 20XX ~

! I SS/SSID

Across All Organizations

Local Use Data

Filters Clear Hide 2 Results

MARSS/SSID [] LastName*
] STUDENT SARAH

) STUDENT SARAH

B Students 0 S

Manage

First Name* MARSS/SSID*

\23‘231231@

5555500000151 €

SARAH STUDENT (1231231234564)

MCA 20XX

Close

SARAH STUDENT (1231231234564)

MCA 20%X

NINA'S CLASS - MDE Assessment PM Control School (§555-09-501)

Test Assigned
Grade 07 Mathematics MCA
Proctor Reads Aloud
faise
Form Group Type

Details  Organization Enroliments  Test Administration Student Eligibilt

Data  StudentNameTests  Sessions

& Print Student Testing Tickets

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.

r—
! o anlcan to begin  task.
Student Tests
e Student Privacy and Public Reports

about how students are doing

Students in Sessions

State ang

1o puslicly repert &
the public. M

ndlvidual student privaoy rig

= Reports

@ Support
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2. Add the test session to the Session List. N e
Triers
Note: If you are starting multiple test sessions, NN
add the applicable sessions to the Session List. ttemor

(J " NINA'S CLASS

No more sessions to load

Find Students I

<t Name o WAl L
: i
Filters
Organization
Select one or mog )
MARSS/SSID - IS
3. Start the test session. ceccion Liat NINA'S CLASS
o To start a test session, select Start Session. Add a Session & Testing Tckets end Session Resaurces - @ Detas # i
e To start multiple test sessions, select Sesson st onsied e :
Combined View from the top of the Session e
List. Select Start All Sessions. —
ssion List NINA'S CLASS
Once the test session has been started, Start e
Session will change to Stop Session and the gray T
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 Snti o
tests are automatically unlocked when the test o s
session is started. Student tests must be E—— —
unlocked before students can sign in.
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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 > select Students & Registrations under Report Categories) 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.

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.

¢ Inthe single session view, select the Monitor Test pop-out button to the right of the session to
access the Student Test Status Dashboard. 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 oo sessions »

Se List Add a Session NINA'S CLASS 8 Testing Tickets and Session Rescurces ~ @ Details # Edit
ssion Lis!

© NINA'S CLASS @ In Progress Stop Session
ES Monitor Tost

& & Student Test Status
Key

jons | Clear

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 Onthe 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 v Total Students: &

® - Answered @ - No Response Required (1 - Visited @ - Remaining
Student Name Test Status Test Duration Battery Test Progress
STUDENT, SAMPLE FIVE (5555122223334) @ Marked Complete 00:24:52 n/a F2 10 2]
STUDENT, SAMPLE FOUR (5555222333333) @ Active 00:09:12 n/a

1
STUDENT, SAMPLE ONE (5555222222333) Ready eimeiem n/a na
STUDENT, SAMPLE THREE (5555333333333) @ Exited 00:26:59 3 e
2a | o [ 2]
STUDENT, SAMPLE TWO (5556122222222) Fatal Error A ooo0:08 nfa na
04/01/20XX 02:31:45 PM 3005

STUDENT, SARAH SUE (5555231234564) Ready —efenien n/a wa

» Student Name (MARSS) (for example, Student, Sarah (5550000000012))
» Test Status (Active, Ready, Completed, Resumed, etc.)

35



©

Pearson

o All test statuses are displayed by default. Select the dropdown menu above the table to
filter results by specific test session.

e If a student is 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 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). The test duration timer 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.

o 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.

e 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

1 1A

n/a'.

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

All Test Statluses ~ Total Students: 3

Grade 05 Reading MCA

B - Answered B - Mo Response Required

Stop Auto Refresh

-Visited B - Remaining

Student Mame Test Status Test Duration Battery Test Progress

Lamen, Control (5555095010023) O Exitad 00:03:19 = ;
7wl 1 ]42]

Lima, Confrol (5555095010024) € Exited 00:00:17 1 “nn

Kelon, Contral [5555095010025) € Exited DO:0E45 1 24 | nia | 0 | 25

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.

Example: Science MCA

Grade 05 Science MCA

‘Stop Auto Refresh

- Visited @ - Remaining

DASHBOARD CHECK

In Progress

All Test Statuses v Total Students: 3

- Answered - No Response Required

Student Name Test Status Test Duration Battery Test Progress

Lemon, Control (5555095010023) @ Exited 00:04:23 1

22 | 10 1 43
Lime, Control (5555095010024) & Exited 00:00:37 1, 8 17 0 51
Melon, Control (5555095010025) €@ Exited 00:02:00 1 24 | 10| 0 | 42

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 multiple 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 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.
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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 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.

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)

) - 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 studentis in
their overall test.
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Example: Science MCA

Student Test & Item Progress

o
:
o

Tangy, Controller (5555055555516)

as of 03/15/20%X 12:00:00 PM

Session Name: MCASCIS 101

Test Name: Grade 05 Science
MCA

Test Status: Marked Complete -
91%

Total ltems (T6)

B - Answered B - Mo Response Reguired - Visited B - Remaining

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

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

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

o 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:

e 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 1 (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.
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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.
Upload Resumed 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
Complete will not finish testing.

DAC and AA users have access to dashboard views in PearsonAccess Next (under Dashboard >
Dashboard) 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.

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.
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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).

o Restart TestNav.

Restart the testing device.

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 Refer to 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).
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e Refer to the Error Codes page for information on specific TestNav error codes (PearsonAccess
Next > TestNav Online Support (under Quick Links) > Troubleshooting (tab on top of page) >
Error Codes).

If an issue continues, record the following information:

e Grade

e Subject

e Test session 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 e
i i S
Students in Sessions. — et o ko o e e e e

Studont Tosts

Sessions

2. Add the test session to the Session List.

Session List Add a specifi

Add a Session

Y Filter >

NINA

1 item of 1

NINA'S CLASS

No more sessions to load

Find Students I

)
Add Selected
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3. Lock student tests.

e To lock an individual student's test: In the
Student Test Status column, select the
dropdown next to the student'’s status and
select Lock.

e Tolock all student tests in the test session:
Move the slider at the top of the test session
from unlocked to locked.

Once student tests are locked, the lock icon next to the
student’s status will appear.

If there are both locked and unlocked tests in the same
test session, the test session will show “Mixed” in
place of the slider.
e To lock individual student tests, select the
dropdown next to the student’s test status and
select Lock.

Session List HINA'S CLASS
Adda fosmon Bty sosin R« D108
8 b LSS

RS CLASS (4 Sncdees Tous)
2

Find Studorts. I the selecid sessianisabove -

MARSS S50

Local Use Dot

Session List
Add a Session
® NINAS CLASS

Filtars
Organization

MARSS/SSID

Local Use Data

Cilp UIN

NINA'S CLASS
© Testing Tickets and Session Resources - © Dotads. # Ed

®in Progress

NINA'S CLASS (4 Student Tests]

S ey

Student Test
Status Key

Session List

Fitters
Organization

MARSS/SSID

Local Use Dot

Clip UIN

® NINAS CLASS DATA ENTRY

Find Sudents  in th

NINA'S CLASS DATA ENTRY
a hets and Session Resources « @ Details # €

®in Progress

MINA'S CLASS DATA ENTRY [3 Stiadant Tests)

MARSSISSID  Last Name First Name Middle Mame Ussinams  Ses
# 1234599590995 STUDENT SMWPLE DEB 4544120088 @ N

STUDENT SAWPLE DEC

Session List
2 3 Ssasicn

® HINAS CLASS

Filters
Organizstion

MARSS/SSID

Local Use Data

Clip UIN

NINA'S CLASS
& Tost ] Dt - @Datais 2E0

®in Frogress

NINA'S CLASS (4 Student Tests)
2

Find Swdents I the sslected ssslonis) above. =

e
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e Tolock all student tests in the test session,
select the dropdown menu next to “Mixed” and
select Lock All.

Note: This will not change student tests who
were already locked.

NINA'S CLASS (4 Student Tests)

2

&/ Mixed | -

I

1
I & LockAl

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.

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 To view 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.

Sessions.

Students in Sessions
& Reports v
© Support e

& Setup V. A student
% Weloome to PesrsonAcoses’s

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

Student Privacy and Public Reports

n this system is p y 0 d
internally, and protect it from external

5esSions  Goto Swdents in Sessions »
= Tasks 05

Select Tasks

Find Sessions

= Sessior)

Manage

# Show all results
Filters Clear Hide Re
Session Status
Session
Organization @Search or select a filter to view results
Find Sessions
I
Q Search |~
]
Filters Clear Hide No Results
Session Status
Session Session Sta
Organization @Search or select a filter to view r
Test
Form Group Type
Scheduled Start Date Range
8
to
B
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3. Select the checkbox next to the session name.

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

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.

e Tolock sessions, select Lock.
e 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.

Session Session Status

Organization ANDREW JONS SESSION @ @ In Progress

GRADE 10 READING @ @ In Progress
Test

wININA'S CLASS @ @ In Progress
Form Group Type
@ |NINA'S CLASS 20 @ In Progress
Scheduled Start Date Range sNTRENTS CLASS @ @ In Progress
P
p—
v/} Session Session Status

# | ANDREW JONS SESSION @ @ In Progress

# | GRADE 10 READING @ @ In Progress

< | NINA'S CLASS @ ® In Progress

SesSIoNS  co o students in Sessions »

= Sessions

= Tasks

Select Tasks Manage

All Tasks

. Create / Edit Sessions
Precaching Test Content
Delete Sessions

Add/Remove Students in Sessions.
Filters Clear Hide 13 Results
Session Status

Generate Test Tickets

Create Reporting Groups
| Lock / Unlock Multiple Sessions

Tasks for Sessions O Task | CPrEWOUS Tas NextTask > | Eit Tasis X

Lock { Unlock Multiple Sessions

B &/ SessionName
@ & SNNASCLASS Widdle School (8535-05-301)
& enmsCissz @ G o 7 HiGHle Sohool (5555-05-301)
W OTRENTSGLASS @ Grade 07 Reading MGA Data Entry

Success
Changes saved

©Add Task | £ Previous Task  Next 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.

45



©

Pearson

1.

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

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

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

o Setup A this

* Wolcome ta PoarsonAcooss™™!

II

& Testing

tion from ane of anicon to begin a task.

Student Tests

== Student Privacy and Public Reports

Studants in Sessions

rocpire MDE to publicly raport car

resume students.

In
dr

the Student Test Status column, select the
opdown next to the student’s status (only one

option will display, and the displayed option
depends on how the test was exited.

o For student tests in Exited status, select
Resume.

o For student 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).

To resume multiple or all students on the page:

o Select the checkbox at the top on the left or
the checkboxes next to individual students.

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 List Add a specifi

Add a Session Y Filter >

NINA

1 item of 1

® NINA'S CLASS

No more sessions to load

Find Students i

)
Add Selected

Session List

Add a Session

@ NINA'S CLASS

MARSS/SSID LastName FirstName Middle Name Username Session Student Test Statu:
9991234567890 @ STUDENT SAMPLE  FOUR 3936632993 @ NINA'S CLASS (Grade 07 -
s Mathematics MCA

9999912348578@ STUDENT SAMPLE  THREE 9757002064 @ NINAS CL Resume

LIE] Mathematics MCA) alok

9999999123456 @ STUDENT SAMPLE ~ TWO 9590988216 @ NINA'S CLASS (Grade 07  pResdymeT

MARSS/SSID  LastName FirstName Middle Name Username Session Student Test Statu
9991245678900 STUDENT SAMPLE  FOUR 3936632093 @ NINASS CLASS (Grade 07 (g
s Mathematics MCA) .

99912345678 @ STUDENT SAMPLE  THREE Restepioad
s | Lok

9590988216 @ NINA'S CLASS (Grade 07 “Ready "

123456 @ STUDENT SAMPLE

MARSS/SSID LastName FirstName Middle Name Usemame Session Student Test Status
78900 STUDENT SAMPLE FOUR 3936632993 @ NINA'S CLASS (Grade 07 Resumed Upload ~
© STUDENT SAWPLE  THREE / e
& Lock
456 @ STUDENT SAMPLE Grade 07 “Ready
] MARsS/SSID Last Name FirstName Middle Name Username  Session Student Test Status|
] 9991234567690 @ STUDENT SAMPLE  FOUR 3936632993 @ NINA'S CLASS (Grade 07 -
s Mathematics MCA)

] 9999912345678 @ STUDENT SAMPLE ~ THREE 9757002064 @ NINA'S CLASS (Grade 07
LIE] Mathematics MCA) -

¢ 9999999123456 @ STUDENT SAMPLE ~ TWO 9590988216 @ NINA'S CLASS (Grade 07 | Ready ~
TS Mathematics MCA)

B

Fa
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session, at the bottom of the page, go to the
next page to select additional students
proceeding to the next step.

o Select the dropdown menu to the right of the Students in Sessions o tosessons»
Start button and select Student Test = Tasks = sw
Statuses. Select Tasks . ==
| | Tacks
Session List NINA'S CL udent Test Statuses

Resuma Stdent Tests

o On the Resume Student Tests tab, select the
checkbox at the top on the left or next to the
student names in the list to confirm 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.

Resume Student Tests et

STUDENTS IN SESSIONS (1) DETAILS
STUDENT NAME [CODE) SESSION (STUDENT TEST) STUDENT TEST STATUS
T - & IS LSS G 7

Students will use the same student testing ticket to sign back in to the test. When the student signs
back in, they will select Resume to continue testing. The test will resume on the next unanswered
qguestion.

A student should only be kept in a Resume-Upload No saved response file found
status if there were technical issues and your
school is working with Pearson technology support. P
Work with your school technology staff and District dane

or School Assessment Coordinator as needed. i i

Message 1005

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

If a student resumes testing in a Resumed-Upload
status, they will receive a Connectivity/Save
Warning and Error Code
https://support.assessment.pearson.com/display/T T
N/Error+Codes message. Students will need to alert resultin lost responses.

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.

Response File Location Browse

Upload Response File

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

Skip Upload | | Exit Test

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.

47


https://support.assessment.pearson.com/TN/error-codes-16908303.html
https://support.assessment.pearson.com/TN/error-codes-16908303.html
https://support.assessment.pearson.com/display/TN/Error+Codes
https://support.assessment.pearson.com/display/TN/Error+Codes

©

Pearson

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)

INV-O (Invalidation for misadministration or other)
REF-P (Refusal by parent)

REF-S (Refusal by student)

ME (Medical excuse)

O O O O O

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.

e 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.

o 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.
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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 tests will be marked
complete.

4. From the Select Tasks dropdown, select Mark
Student Tests Complete, and then select Start.

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
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.

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

=
-
e ——

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

ot Tets
e Student Privacy and Public Reports
‘Studants in Sessions State a tian abe o

privata dat

oin
labia 10 tha public. MDE must balence Indhidual student privacy igh
ress

= Reports

Support

assion Li Add a specifi
Add a Session Y Filter »
NINA
1 item of 1

® NINA'S CLASS

No more sessions to load

Find Students i

L]
)
Add Selected
I

LastName FirstName Middie Name Username Session

Student Test Status

Ready =

MARSS/SSID

Ready ~

Ready ~

= Tasks L i

Select Tasks

Student Test Statuses
Mark Student Tests Complete

INV-D (Invalidation due to device; code will be removed if the student did not respond to one or more iterms)
INV-8 (Invalidation due to student action; code will be removed if the student did not respond to one or more items)

INV-O (Invalidation for misadministration or other, code will be removed if the student did not respond to one or more items)|
REF-P (Refusal by parent; code will be removed if the student responded to one or more items)

REF-S (Refusal by stident; code will be removed if the student responded to one or more items)

ME (Medical excuse; code will be removed if the student responded to one or more items)

Student will not complete test/end of testing window

Reason®

|[ ]

This field is required.

Mark Student Tests Complete

Reason®

v

Use the same Reason for checked Students in Sessions
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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):

6. Select

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

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.

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.

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.

STUDENT TEST sTATUS

Mark Student Tests Complete

Mark Student Tests Complete

Success
Changes saved

l © Add Task l € Previous Task  Next Task > I Exit Tasks X I

Indicate or Update a Test Code on the Student Tests Page
A test code can be entered, changed, or removed after a test is 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 9).

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

& Testing

Student Tests

Sessions.

Student Privacy

Students in Sessions

E Reports

@ Support

& Setup v A in this system is per

Select an action from ne af the dropdown menus under an

infarmation (PI); ed

icon to begin a task.

and Public Reports
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2. Add the test session to the Session List.

3. Select the student(s) whose test needs the test

5.

code indicated or updated. Select the dropdown
menu to the right of the Start button and select
Student Tests.

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

e INV-D (Invalidation due to device)

¢ INV-S (Invalidation due to student action)

e INV-O (Invalidation for misadministration or
other)

e REF-P (Refusal by parent)

e REF-S (Refusal by student)

e 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.

Note: The Test Code dropdown menu will not
display until approximately 15 minutes after a test
has been submitted or marked complete.

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

Session List Add a specifi

Add a Session Y Filter >

NINA

1 item of 1

® NINA'S CLASS

No more sessions to load

Find Students I

Last Name or MA

)
Add Selected
A

Students in Sessions oo sessans

Session List
Add a Sessan
® NINAS CLASS

Filters.
Organization

MARSS/SSID

Local Uss Dot

NINA'S CLASS

® in Progress Step Session

NINA'S CLASS (5 Studsnt Tests) & Fl

2 ————————

Displaying | 25+

MARSS/SSID LustName First Name Middle Name Ussmame  Session

Student Tost
Status Key

Stdent Test Status,

(9999999901234)

Grade 07 Mathematics MCA
Complata

STUDENTS IN SESSIONS (1) DETAILS

STUDENT, SAMPLE ONE STUDENT, SAMPLE ONE (9999999901234) B3 «-

Details

Test & Form

Success
Changes saved
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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 I © Add Task I ¢ Previous 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: Due to 2024-25 being the first operational administration o the
Science MCA 1V, reporting will be delayed and on-demand reports will not be provided for this
assessment this year.

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
report in PearsonAccess Next (under Reports > Operational Reports > select Online Testing under
Report Categories). 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 [ — P stuaentinformation n tis system i personaily dentitobi informaton (P

accessing and using it internally, and protect it from external

D as h boa rd . [ Destioard % Welcome to PearsonAccess™

I Dashboard User Settings

& Setup

& Testing

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

Student Privacy and Public Reports
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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

In Progress
W2

O
e
%\OQQ

COOOa2—23h)
ORI PN RO

O (6 S & )
@ A @ 297 Gl
& Q‘eﬂ’@‘ \?\a@?‘ e . q‘og‘i

WO

Z
£
£
2
%

©o® ’

<l
Refreshed on 03/15/20XX 09:30:00 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

ONPLIRONED

Resumed/Resumed Upload

3
& 20 e oo e
A\ P e 0
0
o A
" O.p_eﬂ - A e
50 €
3 -

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.

53



©

Pearson

e Test Status - Online by Subject

O

O

The default view is a bar graph with filter

Test statuses include Assigned, In Progress,
and Complete.

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

All Subjects is selected by default

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

Select the bar graph to be taken to the
Student Test Search page. The number
displayed is based on the student tests on
the dashboard.

3. To change the organization displayed within the
dashboard, select the dropdown menu and enter
the full or partial name of the organization. Only
results from that organization will display in the
dashboard.

Select the “x” icon to remove the organization.

4. To change the dashboard view, select Go to
Dashboard User Settings.

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

Test Status - Online by Subject

All v

w
8 W12

6

4

2

0

Assigned In Progress Complete

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 are in Complete status
and there are no started student tests in In
Progress status.

Dashboard coto Dashboard User Settings »

MINNESOTA DEPT OF ... x

MDE] Q

MDE ASSESSMENT CARE Su bject
PROGRAM (5555-09-201)
MDE Assessment Control
District (5555-09-000)

MDE Assessment
Elementary (5555-09-101)

MDE Assessment High
School (5555-09-401)

Session Status by Subject

Dashboard o casecans s semegs »

Student Test Status by Subject Test Status - Online by Subject
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5.

Under Your Dashboards, make the following
updates, as needed:

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.
Select the Graph Type dropdown to change

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.

e Select Add to add the dashboard back to your
view.

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.

Dashboard User Settings o vour bashbcard «

AVAILABLE DASHEOARDS (0)

b Test Status - Onine by Subject
Geaph Type
- o

+ Session Status by Subject + Student Test Status by Subject

Graph Type Graph Type

Speedometer Graph ~ Bar Graph v

Remove

+ Test Status - Online by Subject
Graph Type

Bar Graph v

Remove
AVAILABLE DASHEOARD (1)

[ro——— =

st Status - Online by Subject

Dashboard User Settings s v nasnosio

AVAILABLE DASHBOARDS (0)

‘Your Dashboards

Numar of Cetsmns

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.

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.

personally (Pil); enel
internally, and protect it from external acd

& Setup ~ A in

& Testing ~

* Welcome to PearsonAccesshe™t

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

Operational Reports

Student Privacy and Public Reports

State and federal laws require MDE to publicly report certain information about how studenty
students. Laws also classily data about individual students as private data, meaning it is nof
student privacy rights with its public reporting obligatians by ensuring that reported data do
students. This page explares how we address these ions.

Reporting Groups

Published Reports

Longitudinal Reports

Frequently Asked Questions: Reporting Student D:

¥ Website
Historical Student Data

Operational Reports

Report Categories Enter Report Nam

(D Students & Registrations
(JOnline Testing

([ Orders & Shipment Tracking

[ Users
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3. The screen you see next depends on the following: Operational Reports

e If this is the first time you have run the report, Students Assigned to Test but not Added to a Test Session
se I ect Req uest Re po rt Refres h . List of all students that are assigned to take a test but have not yet been added to a test session
I No report available. To obtain report, please use the Request Report Refresh option below j

e Ifyou have accessed the report previously, you

. . Stud ith Test Assi but h: C leted
will see the parameters of the previous report fudents with Test Assignments but have not Gomplete

List of all students that have a student test assigned to them but the test has not yet been completed

Execution Date.

(for example,date, organization, e
administration, and text). You can download e S

Filtered Organization
MDE Assessment Elementary (5555-09-101)

the previous report by selecting Download

Grade 03 Reading MCA

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 Students with Test Assignments but have not Completed
selected. For others, select additional Report List ofal students thathave a student test assigned to then but e est has not yet been corpieted
Parameters to access the report, such as 1500 093702 A
organization and test. Select Refresh Report. Ve Asr G i 55500

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 (5555-09-101) ~ I
Test
I Grade 03 Reading MCA v I

e Once Refresh Report is select, the following Success
message will appear in a green bar near the
tOp of the screen: "SUCCGSS, Changes saved. Students with Test Assignments but have not Completec@
Your report has been submitted. Check Dack iN [ Lot aiudens ot nave a stucent test assgned o them but thetes has not yet been compleed
a few minutes to view your report.” Select the Waiing for report o complete...
Refresh icon.

Your report request has been submitted. Check back in a few minutes to view your report.
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¢ Whenthere port is available, select Download Students with Test Assignments but have not Completed
Repo rt' Th e f| | e W| I | d OWn | Oa d to you r List of all students that have a student test assigned to them but the test has not yet been completed
computer to open. S0 03702 AN
oggglzlslz;mem 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
Request Report Refresh
5. Select Exit Report to return to the Operational Exil Report

Reports page.

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 2025 to MTAS/Alt MCA 2025) or exits
PearsonAccess Next.

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

& Setup A\ Student information in this system is personally identifiable information (P1); o
internally, and protect it from external

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

14
& Testing * Welcome to PoarsonAccesshe™t

II

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

s

Students in Sessions

& Reports v

© Support v

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:

Filters Clear Hide
Session Status

» Mot Prepared | | » Ready

e Under Session Status, select statuses such as Organization

Not prepared and Ready. » MDE Assessment Elementary (5555-09-101)
e If you have access to multiple schools, under

Organization, select the schools you want to Test

View. « Grade 07 Mathematics MCA | |

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

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

Form Group Type

3. Select the top left checkbox to select all or the
checkboxes next to individual test sessions that o o oo
yOU Want to VieW. T;S'LFL|‘|33,E)E 5555-08-301 1 S5O Not Prepared Grade 07 Mathematics MCA
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4. To the right of the Sessions header, select Go to
Students in Sessions.

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).

6. 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:

Under MARSS/SSID, begin entering a student’s
MARSS number and press Enter to look for a
specific student.

Under Toggle secondary filters.

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

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

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.

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

SesSioNS  Go to Students in Sessions »

£ Tasks 0 Selected

Select Tasks

Find Sessions

Name starts with

Filters Clear Hide

Session Status

% Not Prepared | x Ready

Session

Session Status

Sched

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

MARSS/SSID

[ 5555000000960
6 T1S

CONLEY  CONTROL

[0 5555000011103
e T1S

ElevenC Control

[ 5555000011105
e 1TSS

ElevenE Control

Last Namereferred First Name Middle Name Username S

0445086833

3835478333

8203850866

®
2
M)

@
2
M

®
2
M
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