next

PearsonAccess
Table of Contents

WOTK REQUESES ..ottt ettt sttt ettt s e s aa e s e e s b e e be e be e taessessaesseesseenseenseensesssesasessean 2
Moving a Student into an Active Session from a Transfer SesSioN.......c.cceveveeeeverenenieennens 4
Student Transfers for the AASA Writing Stand Alone Field Test Administration..................... 6
Transferring a Student from a Computer-Based School to a Paper-Based School............. 6
Transferring a Student from a Paper-Based School to a Computer-Based School............. 8
Student Transfers for the AASA Operational Spring 2022 Test Administration.................... 10
Transferring a Student from a Computer-Based School to a Paper-Based School........... 10
Locating a Student’s Lithocode in PAN (Grade 3 Paper-Based Tests Only) ......cccccevvenenne. 11

Transferring a Student from a Paper-Based School to a Computer-Based School........... 12



next

PearsonAccess
Work Requests

When a student transfers into your district or within schools in your district and the student requires an AASA
and/or AzSCl test, the Achievement District Test Coordinator may submit a Work Request in PearsonAccess"*
to have the student transferred from the releasing school to the new school. This work request will be sent to
the releasing school for approval. If this work request is for transfers within your own district, the DTC will create
the work request and then approve the work request.

The following is the information you will need to submit a student transfer Work Request:

e SSID
e Last name

Work Requests

= Tasks 0 Selected = Work Requests 0 Sele

. Select an action
° F”-st name Select Tasks Manage
Import / Export Data
Students

Testing Groups

e Middle initial - optional
e Date of birth

Find Work Requests
Organizations q Request / Delete Enrollment Transfer

Approve / Reject Enrollment Transfer

Filters Clear Hide No Results

Tasks for Work Requests © Add Task | £ Previous Task = Next Task » | Exit Tasks x

1. Go to Setup, select Work Requests.

Request / Delete Enroliment Transfer 3 /Reject Enroliment Transfer

2. Go to Start, select All Tasks. TRANSFERS (1) e
New Enrollment Transfer
3. From the Tasks for Work Requests screen, SSID Number
select the Request/Delete Enrollment si:i:ig:::mm,
Transfer tab. kPT 0

Student First Name®

KPT

4. Complete the information on the New
Enroliment Transfer.

Student Middle Initial

Date of Birth*

07/02/2014 i

5. Select Search.

* Required

Tasks for Work Requests

6. You should receive a green message bar
showing Student Found. Enter the new
organization below.

© Add Task & Previous Task | Next Task > Exit Tasks %

Request / Delete Enroliment Transfer

Approve / Reject Enroliment Transfer

ENROLLMENT DETAILS
TRANSFERS (0)

7. Change Enrollment From — will indicate the New Enrollment Transfer
school that the student is currently listed in R

PAN 34567891012

Student Last Name*
KPT

o Send Request || [Eeel

Student First Name®

Complete Change Enrollment To - select ket

the school name (not district) where the
student needs to be transferred to.

Click Send Request.

Student Middle Initial

Date of Birth*
07/02/2014

Student found. Enter the new organization below.

Change Enreliment From

Prickly Pear Elementary School (0000003)
Change Enroliment To* o

| Prickly Pear Elementary School (0000003) x |+ |

* Required

Send Request [I3ESSY
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10.

11.

12.

13.

14.

A green Success Changes saved
confirmation message will appear. An T
email will be sent to the releasing district. @

ENROLLMENT TRANSFERS (1) DETAILS

Select the Exit Tasks button. o Mol

b & [ = o
Home Setup Testing  Reports  Support

To confirm or view requests that are
. . Work Requests
pending approval, use the filter status perm— p—————
Waiting for Approval. - I (e
Find Work Requests. -
The Achievement District Test Coordinator s el = M
from the releasing district will receive an e e
for Transfer (0000001) 'School (0000003) 09:40:38 AM
email notifying them of the work request. P—— S

The releasing district will have a red bell on the black task bar indicating that a Transfer Request requires
action:

Arizona = AASA = AASA Writing Winter and Operational Spring 2022 -

If the student is transferring schools within
the same district, the Achievement District
Test Coordinator must create a New
Enrollment Transfer and must also approve
the transfer from the releasing school.
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Moving a Student into an Active Session from a Transfer Session

1. If the student already had a complete
registration and was in a Test Session at the
assigned school, then the student was
automatically placed in a Transfer session
as a holding place at the new organization.
The student must be moved into an active
test session.

2. To move the student from the TRANSFER
session into an active test session, start in
the Testing section and select Sessions
from the Select an Action drop-down
menu.

3. Click on the Find Sessions Search button
and check the Show all results box.

4. Check the box next to the 2 Sessions
(TRANSFER session and the session the
student is moving into).

5. Click on the Go to Students in Session link
near the top of the page.

6. Click on the TRANSFER session in the
Session List.

= E

Reports  Test

Student Tests 9 I
Sessions

Students in Sessions

Find Sessions
Show all results

Filters Clear Hide 5 Resm

Session Status This action clears the sea
Select one or more [] Sess._..
ession ession us
Sessi Session Stat
Grade 4 Writing SAFT @ Mot Prepared
TRANSFER - AASA Grade 04 Writing SAFT @ Mot Prepared

PearsonAccessext A

w & 4 (—
Home  Setup  Testing  Reporis

SesSSIiONS | coto Students in Sessions »

Session List

Add a Session e

O Combined View
Grade 4 Writing SAFT

TRANSFER - AASA Grade 04
Writing SAFT
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7. Check the box next to the student’s name in [] SSIDNumber LastName First Name Middle Name
the lower center of the screen. T
00000000041 11 Student 11 Test
—l@ TTS

8. Select Students from the Start drop-down
menu.

Manage

9. Select the Move Students Between

All Tasks (1

Sessions tab on the black bar.

¢ Student Test Statuses [

10. Place a check in the box for the Session that

you are moving the student into. N Students "
Student Tests

11. Click on the Move button.

Tasks for Students in Sessions © Add Task | < Previous Task | Next Task » Exit Tasks %

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

Move Students between Sessions 9
Tests Sessions
AASA Grade 04 Writing SAFT - » Grade 4 Writing SAFT Create Session

* TRANSFER - AASA Grade 04 Writing SAFT

Prickly Pear Elementary School (0000003)
Student [[] TRANSFER - AASA Grade 04 Writing SAFT [] Grade 4 Writing SAFT

11 Student, 11 Test (00000000011) €& E
TRANSFER - AASA Grade 04 Writing SAFT, AASA Grade 04 Writing SAFT

12. When all steps are complete, the transfer student is ready for testing.
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Student Transfers for the AASA Writing Stand Alone Field
Test Administration

Transferring a Student from a Computer-Based School to a Paper-Based School
Once the Work Request has been approved to transfer a student to your paper-based school from a computer-
based school, you will need to assign a new, paper-based, test to the student.

10.

11.

Go to Setup, select Students.

Search for an individual student by
entering either their name or SSID and
select Search or select Show All
Results.

Place a check in the box next to the
student’s name(s) whose test(s)
need(s) to be reassigned.

From the Start drop-down menu,
select All Tasks.

Select the Manage Student Tests tab
on the black task bar across the top.

On the left side under STUDENT TESTS,
select the assigned test that is
identified under the student’s name.

Test Details will auto-populate for the
student, uncheck the Assigned box.
Select Save.

The student’s test assignment has been
removed.

To add a new test assignment, remain
on the Manage Student Tests tab,
under Student*, select the student’s
name.

Select Organization*. Select the correct
school.

Select Test*. Select the appropriate
test.

Select an action =

rt Data
Students o

= Tasks 0 Selected & Students 0 Selected Clear

Select Tasks. Start | ~

All Tasks

Create / Edit Students

Manage

Find Students by Ignoring Spring 2021 Arizona Science Registrations ~

=
2

Registration
Move Student Tests (select exactly 2 students)

Delete Students

Filters Clear Hide 1 Result

[ Across All Organiza]

§SID Number
11111222223

[0 SSID Number Student First Name*

Student Lat 3
Student Test

Student Midc

0O 11111222223 @

Create / Edit Students  Register Students | Manage Student Tests | 6 Testing Groups ~ Manage Enroliments  Move Student Tests (select exactly 2 students)

Delete Students.

Test Filter Filter by Test Status

Add CIComplete [JAssigned | Apply

STUDENT TESTS (1) TEST DETAILS

eﬁentom Test01 (32132132132)

AzSCI GRADE 11

© Create Student Tests

Reset

@ Show Student Details
© Show Audit Trail

STUDENTO1, TESTO1 (32132132132)

AZSCI GRADE 11

Assigned

Organization* Testing Group

Prickly Pear Elementary School (0000003) x | | | Selec

Create / Edit Students  Register Students | Manage Student Tests | Manage Testing Groups  Manage Enrolments  Move Student Tests (select exactly 2 students)

Delete Students

Success
Changes saved
Test Filter Filter by Test Status
Add [JComplete [JAssigned Apply
STUDENT TESTS (0) TESTDETAILS
© Create Student Tests, New Student Test @ Reset
Student* Test

Student01, Testo1 (32132132(v AzSCI GRADE 11

Organization® Testing Group
@\ Prickly Pear Elementary School (0000003) x v\ Select

(1 398
[ 12 208

Format' Unsubmitted

Online x |»

Text-to-Speech
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12. Testing Group is an optional field and
can be left blank.

13. Select Format*. Select Paper.
14. Place a checkmark in the Text-To-
Speech box.

15. Select Create.
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Transferring a Student from a Paper-Based School to a Computer-Based School
Once the Work Request has been approved to transfer a student to your computer-based school from a paper-
based school, you will need to assign a new, online, test to the student.

10.

11.

12.

13.

Go to Setup, select Students.

Search for an individual student by
entering either their name or SSID and
select Search or select Show All
Results.

Place a check in the box next to the
student’s name(s) whose test(s)
need(s) to be reassigned.

From the Start drop-down menu,
select All Tasks.

Select the Manage Student Tests tab
on the black task bar across the top.

On the left side under STUDENT TESTS,
select the assigned test that is
identified under the student’s name.

Test Details will auto-populate for the
student, uncheck the Assigned box.
Select Save.

The student’s test assignment has been
removed.

To add a new test assignment, remain
on the Manage Student Tests tab,
under Student*, select the student’s
name.

Select Organization*. Select the correct
school.

Select Test*. Select the appropriate
test.

Testing Group is an optional field and
can be left blank.

Select Format*. Select Online.

Select an action =~

rt Data
Students o

= Tasks 0 Selected

Select Tasks.

Find Students by Ignoring Spring 2021 Arizona Science Registrations ~

-
2

Filters Clear Hide 1 Result

[ Across All Organizal

Start -

All Tasks.

£ students 0 Selected Clear

Manage

Create / Edit Students
Registration

Move Student Tests (select exactly 2 students)
Delete Students

[0 SSID Number

$SID Number
11111222223

O 11112222238

Student Lal 3
Test

Student

Student First Name~ Student Midc

Create / Edit Students  Register Students | Manage Student Tests |« & Testing Groups

Delete Students.

Test Filter Filter by Test Status

[Clcomplete [JAssigned | Apply

STUDENT TESTS (1) TEST DETAILS

ojentO'l, Test01 (32132132132)

AzSCI GRADE 11

© Create Student Tests

STUDENTO1, TESTO1 (32132132132)
AZSCI GRADE 11

Assigned

Organization*

Prickly Pear Elementary School (0000003) x |+ | | Selec

Create/Edit Students  Register Students | Manage Student Tests | Manage Testing Groups

Delete Students

Manage Enroliments  Move Student Tests (select exactly 2 students)

Reset

@ show Student Details
Show Audit Trail

Testing Group

Manage Enroliments  Move Student Tests (select exactly 2 students)

@ Eed

Success
Changes saved
Test Filter Filter by Test Status
Ad [JComplete [JAssigned Apply
STUDENT TESTS (0) TESTDETAILS
New Student Test
Student” Test'

Student01, Testo1 (321321321

AZSCI GRADE 11

Organization* Testing Group
@\ Prickly Pear Elementary School (0000003) x |+ Jf | setec

(1 T8
(12 0

Format®

Online

Text-to-Speech

Unsubmitted
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14. Place a checkmark in the Text-To-
Speech box.

15. Select Create.

Next, you will need to add the student’s test to the proper test session.

Note: The following steps are only applicable to students who have transferred from a paper-based school to a

computer-based school.

1. Go to TESTING, select Sessions.

2. Search for the test session that was
created under Find Sessions. Click
Search.

3. Place a check mark next to the test
session for the correct school.

4. Go to Start, select All Tasks.

5. On the Tasks for Sessions screen,
select the Add/Remove Students in
Sessions tab.

6. On the left side of the screen, select
the session name from the SESSIONS
list.

7. Under the DETAILS section, select the
Find by name field to select students
to add to the session.

8. Place a check in the box next to each
selected student.

9. Select Save.

TESTING

Select an action =

Student Tests

[ sessions o

Students in Sessions’

Sessions

= Tasks 0 Sel

B Sessions 0 Selected Claar

Select Tasks

Filters
Session Status

Manage

Mark Slugent Tests Complete / Stop Sessions
Slear Hioe Resuts < Displaying | 35 |«| Manage Columns -

[] session

Session status Scnedulea start Date_Jest
[ A25CI GRADE 118 =

4 Students Actual Start Date_Organization

mlie| Pricky Pear Intermediate Senool (000

Organization

Tasks for Sessions

QacaTask | CPrevious Task | Newt Task > | Fut Tasks %

Success
Changes saved

BESSIONS (1) DETALS

AISCI GRADE 11

Cl GRADE 11

Add Students

Find by name or [D wilhin Tumbleveed Unified District =

» Dowerman, Vargars! (00009950000

<
O student. m

& Bowerman, Margarel (£0099999320)

Testin Grganization

Prickly Pear Intermediate School

Asslgned Students
o stugents 2ss

gned 1o sessior

* Required

L)
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Student Transfers for the AASA Operational Spring 2022
Test Administration

Transferring a Student from a Computer-Based School to a Paper-Based School
Once the Work Request has been approved to transfer a student to your paper-based school from a computer-
based school, you will need to assign a new, paper-based, test to the student.

10.

11.

Go to Setup, select Students.

Search for an individual student by
entering either their name or SSID and
select Search or select Show All
Results.

Place a check in the box next to the
student’s name(s) whose test(s)
need(s) to be reassigned.

From the Start drop-down menu,
select All Tasks.

Select the Manage Student Tests tab
on the black task bar across the top.

On the left side under STUDENT TESTS,
select the assigned test that is
identified under the student’s name.

Test Details will auto-populate for the
student, uncheck the Assigned box.
Select Save.

The student’s test assignment has been
removed.

To add a new test assignment, remain
on the Manage Student Tests tab,
under Student*, select the student’s
name.

Select Organization*. Select the correct
school.

Select Test*. Select the appropriate
test.

Select an action =~

rt Data
Students o

= Tasks 0 Selected B Students 0 Selected Clear

Select Tasks. Start -

All Tasks.

Create / Edit Students

Manage

Find Students by Ignoring Spring 2021 Arizona Science Registrations ~

-
p

Clear Hide

Registration
Wove Student Tests (select exactly 2 students)

Delete Students

Student Lal 7 Student First Name®
Student Test

Filters 1 Result

[ Across All Organiza]

$SID Number
11111222223

[0 SSID Number Student Midc

O 11112222238

Create/ Edit Students ~ Register Students | Manage Student Tests | &5 Testing Groups  Manage Enroliments  Move Student Tests (select exactly 2 students)

Delete Students.

Test Filter Filter by Test Status

[CIGomplete [JAssigned | Apply

STUDENT TESTS (1) TEST DETAILS

ojentO'l, Test01 (32132132132)

AzSCI GRADE 11

© Create Student Tests

Reset

@ show Student Details
Show Audit Trail

STUDENTO1, TESTO1 (32132132132)

AZSCI GRADE 11

Assigned

Organization* Testing Group

Prickly Pear Elementary School (0000003) x |+ | | Selec

Create / Edit Students

Register Students.

Manage Student Tests | Manage Testing Groups  Manage Enroliments  Move Student Tests (select exactly 2 students)

Delete Students

Success
Changes saved
Test Filter Filter by Test Status
rad [ Complete [JAssigned| Apply
STUDENT TESTS (0) TESTDETAILS
New Student Test © |-
Student” Test”

Student01, Testo1 (32132132(v. AZSCI GRADE 11

i Testing Group
@\ Prickly Pear Elementary School (0000003) x v\ Selec

[ 1 238
[ 12 0

Format' Unsubmitted

Online x | ¥

Text-to-Speech
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12. Testing Group is an optional field and

can be left blank.

13. Select Format*. Select Paper.

14. Place a checkmark in the Text-To-

Speech box.

15. Select Create.

Locating a Student’s Lithocode in PAN (Grade 3 Paper-Based Tests Only)

1. Go to Setup, select Students.

2. Search for an individual student by
entering either their name or SSID and
select Search or select Show All
Results.

3. Place a check in the box next to the
student’s name(s) that need(s) to be
updated.

4. From the Start drop-down menu,
select All Tasks.

5. Select the Manage Student Tests tab
on the black task bar across the top.

6. Click on the blue arrow to the left of
the test name to expand the battery
test name and view the test details
for each unit of the test.

7. Click on the AASA Grade 03 ELA Oral
Reading Test Unit.

8. Find the Lithocode (TIN) on the Test
Details screen. This number will be
entered using the telephone keypad
for the AASA Grade 03 ELA Oral
Reading test.

Select an action he

rt Data
Students o

= Tasks 0 selected

Select Tasks.

Find Students by Ignoring Spring 2021 Arizona Science Registrations ~

-
2

Filters Clear Hide 1 Result

[ Across All Organiza;

Start -

All Tasks.

B students 0 Selected Clear

Manage

Create / Edit Students

Registration

WMove Student Tests (select exactly 2 students)
Delete Students

[0 SSID Number

O 11111222223 @ Student

$SID Number
11111222223

Student Lal tﬁ‘

Student First Name~ Student Midc

Test

Create / Edit Students Register Students Manage Student Tests

Test Filter Filter by Test Status

Add

STUDENT TESTS (2) TEST DETAILS

te Student Tesls

AASA Grade 03 ELA Oral

[ -
Assigned
AASA Grade 03 sane
ELA Oral
Reading
AASA Grade 03 Writing SAFT

Organization™

Format®

Alternate

Lithocode (TIN)
18848681

Prickly Pear Elementary School (0000003) x | =

Manage Testing Groups

)

Manage Enroliments

[ Complete [JAssigned Apply

02 Student, 02 Test (00000000002)

Reading

Testing Group

Student Test Code Key (UUID)

011e9e0c-5058-4240-99bC-616C6741

Form Cede
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Transferring a Student from a Paper-Based School to a Computer-Based School
Once the Work Request has been approved to transfer a student to your computer-based school from a paper-
based school, you will need to assign a new, online, test to the student.

10.

11.

12.

13.

Go to Setup, select Students.

Search for an individual student by
entering either their name or SSID and
select Search or select Show All
Results.

Place a check in the box next to the
student’s name(s) whose test(s)
need(s) to be reassigned.

From the Start drop-down menu,
select All Tasks.

Select the Manage Student Tests tab
on the black task bar across the top.

On the left side under STUDENT TESTS,
select the assigned test that is
identified under the student’s name.

Test Details will auto-populate for the
student, uncheck the Assigned box.
Select Save.

The student’s test assignment has been
removed.

To add a new test assignment, remain
on the Manage Student Tests tab,
under Student*, select the student’s
name.

Select Organization*. Select the correct
school.

Select Test*. Select the appropriate
test.

Testing Group is an optional field and
can be left blank.

Select Format*. Select Online.

Select an action =

rt Data
Students o

= Tasks 0 Selected B Students 0 Selected Clear

Select Tasks. Start | ~

All Tasks

Create / Edit Students

Manage

Find Students by Ignoring Spring 2021 Arizona Science Registrations ~

=
2

Clear Hide

Registration
Move Student Tests (select exactly 2 students)

Delete Students

Filters 1 Result

[ Across All Organiza;

O SSID Number* Student First Name*

Student Lat 3
Student Test

Student Midc

551D Number
11111222223

0O 11111222223 @

Create / Edit Students  Register Students | Manage Student Tests | 65 Testing Groups ~ Manage Enroliments  Move Student Tests (select exactly 2 students)

Delete Students.

Test Filter Filter by Test Status

[JComplete [JAssigned | Apply

STUDENT TESTS (1) TEST DETAILS
© Create Student Tests ojentO']  Test01 (32132132132) = Reset
STUDENTO1, TESTO1 (32132132132)
AzSCI GRADE 11 @ Show Student Details
AZSCI GRADE 11 © show Audit Trail
Assigned

Organization* Testing Group

Prickly Pear Elementary School (0000003) x |« | | Selec

Create / Edit Students  Register Students | Manage Student Tests | Manage Testing Groups ~ Manage Enrollments  Move Student Tests (select exactly 2 students)

Delete Students

Success
Changes saved
Test Filter Filter by Test Status
Add [JComplete [JAssigned Apply
STUDENT TESTS (0) TESTDETAILS
New Student Test © |-
Student” Test”

Student01, Testo1 (32132132(v. AZSCI GRADE 11

i Testing Group
@\ Prickly Pear Elementary School (0000003) x v\ Selec

[ 1 238
(12 0

Format' Unsubmitted

Online x | ¥

Text-to-Speech
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14. Place a checkmark in the Text-To-
Speech box.

15. Select Create.

Next, you will need to add the student’s test to the proper test session.

Note: The following steps are only applicable to students who have transferred from a paper-based school to a

computer-based school.

1. Go to TESTING, select Sessions.

2. Search for the test session that was
created under Find Sessions. Click
Search.

3. Place a check mark next to the test
session for the correct school.

4. Go to Start, select All Tasks.

5. On the Tasks for Sessions screen,
select the Add/Remove Students in
Sessions tab.

6. On the left side of the screen, select
the session name from the SESSIONS
list.

7. Under the DETAILS section, select the
Find by name field to select students
to add to the session.

8. Place a check in the box next to each
selected student.

9. Select Save.

TESTING

Select an action =

Student Tests

[ sessions o

Students in Sessions’

Sessions

= Tasks 0 Sel

B Sessions 0 Selected Claar

Select Tasks

Filters
Session Status

Manage

Mark Slugent Tests Complete / Stop Sessions
Slear Hioe Resuts < Displaying | 35 |«| Manage Columns -

[] session

Session status Scnedulea start Date_Jest
[ A25CI GRADE 118 =

4 Students Actual Start Date_Organization

mlie| Pricky Pear Intermediate Senool (000

Organization

Tasks for Sessions

QacaTask | CPrevious Task | Newt Task > | Fut Tasks %

Success
Changes saved

BESSIONS (1) DETALS

AISCI GRADE 11

Cl GRADE 11

Add Students

Find by name or [D wilhin Tumbleveed Unified District =

» Dowerman, Vargars! (00009950000

<
O student. m

& Bowerman, Margarel (£0099999320)

Testin Grganization

Prickly Pear Intermediate School

Asslgned Students
o stugents 2ss

gned 1o sessior

* Required

L)
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