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Grade 3 Testing for the AASA Operational Spring 2022 Test

Administration
Manually Creating New Students

When manually creating a new student, the following three tasks (tabs) must be completed for each student.

Task 1- Create Student
Task 2— Register Student
Task 3— Test Assignment

Task 1 - Create Student

1. Go to the SETUP section, from the Select
an action drop-down menu, select
Students.

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

3. On the Tasks for Students screen and at
the Create/Edit Students tab, fill in the
New Student details. Select Create. You
will receive a green Success Changes saved
screen.

Note: Check the Not Enrolled box only if
the student is not currently enrolled at the
school where the test is administered.

This check box is very

rarely selected. Check with your District
Test Coordinator before selecting the Not
Enrolled check box. District Test
Coordinators should contact ADE for
guestions about selecting the Not Enrolled
check box.

Select an action

-

rt Data
Students o

Students

Students
= Tasks 0 Selected

Select Tasks.

Find Students Registered to Spring 2021 Arizona Science v

-
All Tasks

Manag

Create / Edit Students
Registration

ieris | Regider Shadends  Manege Studend Tesls Manage Tesing Growps Mareage Envliments

STUDENTS (0)

DETAILS
New Student
Organization”

- SR

sssssssssss

Student Middle Initial Genger

Ethnicity (HispsniciLstincy Asian
o

Whiite Amarican Indian o Alaskan Native

Mativa Harwaiian or Othar Pacific lslander

Bk or Adrican American

Hiot Enralled (check fhe user guide befors checking the ko)

.

* Rguired
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Task 2 - Register Student

Create / Edit Students | Register Students | Manage Student Tests  Manage Tesfing Groups  Manage Enroliments

4. Select the Register Students tab on the
task bar. Under STUDENTS, select the s ot e conecom P
student’s name. 5

In order to registel Udent you must check the 'Registered' checkbox above and then select either a grade
or a cohort.

STUDENTS (1) jL OPERATIONAL SPRING 2022

00000000004)

5. Under the details, place a check mark in
the box next to Registered to activate the

Registration Type*

for‘m . Spring 22 AASA
EL Classification Special Education
Migrant
6. Complete the form with the student’s E
* Required

Grade and Registration Type. Select Save.
You will receive a green Success Changes
saved screen.
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Task 3

7.

10.

11.

12.

13.

14.

15.

16.

- Test Assignment

Select the Manage Student Tests tab on
the task bar.

In the TEST DETAILS section, under
Student*, select the student’s name from
the drop-down menu.

Under Test*, select the appropriate test
from the drop-down menu. To assign a
Special Paper Version (SPV) test, the
student must have been approved for an
SPV test by ADE.

Under Organization®, select the
appropriate school for the student.

Optional: Testing Group field. This field
may be left blank. If you have not created
groups, this will not be an option available
in the drop-down menu.

Under Format*, select Online for either the
regular tests or the SPV tests.

Place a check mark in the Text-to-Speech
box. This is a mandatory field. An error
message will display if the check box is not
marked.

For an online test, under Non-Embedded
Accommodations, place a check mark in
the box for any accommodations required
by the student’s IEP/504 Plan. Click Create.

When finished selecting accommodations,
go to the Student Tests to select the
student’s test.

For Visual Assistance Tools, place a check
mark in the box for any accommodations
required by the student’s IEP/504 Plan.
Click Save.

Create / Edit Students Manage Student Tests

Register St 7

Test Filter Filter by Test Status
Add Complete () Assigned| Apply
STUDENT TESTS (0) TEST DETAILSh

© Create Student Tests New Student Test

Cludent"

]

Mz

Filer by Test Status
[Clcomplete (] Assigned Apply
TESTDETALS

New Student Test

student’ Test'

04 Student, 04 Test (000000 v

Organization” Testing Group

AASA Grade 03 ELA Oral Reading % |v

George Mums;hu:uoacuomo -
e Form Group Type

Unsubmitied

Format*

Alternate

[ Textlo-Speech

Reset

>
Text-to-Speech @

Teﬁt-to-Spee{:h must be checked.

STUDENT TESTS (0)

New Student Test

TESTDETAILS

Student”

Student01, Testo1 (32132132]v AzSCI GRADE 11

Testing Group

Iy Pear Elementary School (0000008) x |+ | | Selec

Format’ Unsubmitted

Online x |v
Text-to-Speech

Special Education EL Classification Migrant

Reset

[ Adult Transcription [ sign Test Content

[ Assistive Technology [ Simplified Directions

[ Translate Directions

[ Translation Dictionary

STUDENT TESTS (4)

© Create Student Tests

15

04 STUDENT, 04 TEST (00000000004)

¥ 51 AASA Grade 03 ELA

Math

Visual Assistance Tools

O :
v @

PNP Answer Masking

PMP Line Reader

PNP Magnifier Tool
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Adding Students to a Test Session

To add students to an existing test session in PearsonAccess"*:

1.

Go to TESTING, select Sessions.

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

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

Go to Start, select All Tasks.

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

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

Under the DETAILS section, select the
Find by name field to select students

to add to the session.

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

Select Save.

TESTING

Select an action <

Student Tests

‘ Sessions o

‘Studentsin Sessions’

Sessions

= Tasks 05 ed 2 Sessions 0 Selected Clear
e emel

< Displaying | 25 |+| manage coumns -
Session sttus

Organization

[] Session Session Status Scheduled Start Date_Jest # Students Actual Start Date Organization
[ A25C1 GRADE 118 SRR Fricky Fear Infemediate 5ehool (0C

Tasks for Sessions

onco ek | Crrevous Task | nenTask> | o e

Success
Changes saved

SESSIONS (1) DETAILS

AZSCI GRADE 11

Cl| GRADE 11

Add Students

Find by name or ID wrthin Tumblevreed Unified District
= Bowerman, Vamare! (00099959009)
w

] student Testn) rganization

1 Bowerman. Margaret ((0D99999500)

Pricksy Pear Intermediate School

Asslgned Students

Required

=9
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Changing a Student’s Oral Reading Fluency (ORF) Test from Phone to TestNav

Adding paper-based students through a file import will register the students to a telephone ORF test. Grade 3
students in paper-based schools can opt to complete the ORF portion of the test online in TestNav. These
students’ test assignments will need to be updated to an online format in PAN and added to a test session
before testing.

Note: All grade 3 students, including those enrolled in a paper-based school, who are registered to take a Special
Paper Version (SPV) of the AASA test will complete the ORF in TestNav.

To update a student’s ORF test assignment in
PearsonAccess"*:

1.
2.

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) that need(s) to be
updated.

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 AASA Grade 03 ELA Oral
Reading test that is identified under
the student’s name.

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

Select an action e

Students

= Tasks 0 selected

B students 0 Selected Clear

Select Tasks. - Stat -

All Tasks.

Create / Edit Students

Manage

Find Students by Ignering Spring 2021 Arizona Science Registrations ~

-
2

Filters Clear Hide 1 Result
[ Across All Organizajje

$SID Number
11111222223

Registration
WMove Student Tests (select exactly 2 students)
Delete Students

[0 SSID Number Student First Name~ Student Midc

Student Last 3
O 11111222223 @ Student Test

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

Delete Students

Test Filter Filter by Test Status

[IComplete [JAssigned | Apply

STUDENT TESTS (1) TEST DETAILS

© Create Student Tests ejentO'l , Test01 (32132132132)
'STUDENTO1, TESTO1 (32132132132)

AzSCI GRADE 11
AZSCI GRADE 11

Assigned

Reset

@ Show Student Details
© Show Audit Trail

Organization* Testing Group

Prickly Pear Elementary School (0000003) x |
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10.

11.

12.

13.

14.

15.

16.

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 AASA Grade 03
ELA Oral Reading test.

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

Select Format*. Select Online.

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

Select Create.

This student must now be added to a

test session. Please see page 5 for
instructions.

Manage Enroliments

Success
Changes saved
Test Filter Filter by Test Status
[Clcomplete [Assignea| Appty
STUDENT TESTS (3) TESTDETAILS
© Create Student Tests New Student Test
04 STUDENT, 04 TEST (00000000004)

Student | Test

04 Stugent. 04 Test (00000ON v

AASA Grade 0 ELA Oral Reading

Ascigned

_Aesgned | Organization® Testing Grou
AASA Grade 03 ks 9 Group
ELA Part 2 George Hunt School (0000004) x| i

B AASA Grade 03 Math Online
Text-to-Speech

Format @
% x|z

Form Group Type

Unsubmitied

Assigning a Grade 3 PBT Student to an Oral Reading Fluency (ORF) Session for
TestNav

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) that need(s) to be
updated.

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

= Tasks 0 Selected

Select Tasks.

Find Students by Ignoring Spring 2021 Arizona Science Registrations ~

-
p

Filters Clear Hide 1 Result

[ Across All Organiza]

Starit ~

All Tasks.

Select an action -

Students

Manage

Create / Edit Students

Registration

Wove Student Tests (select exactly 2 students)
Delete Students

[0 SSID Number

$SID Number
11111222223

O 11112222238

Student

Student Lal 7 Student First Name®
Test

B Students 0 Selected Clear

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

6. On the left side under STUDENT TESTS, select the AASA Grade 03 ELA Oral Reading test that is

identified under the student’s name.

7. Onthe Format* drop-down menu, change the format from Alternate to Online.

8. Check the Text-to-Speech box under the Format* drop-down menu.
9. Click Save.

10. Click Exit Tasks.

Tasks for Students

Create / Edit Students Register Students Manage Student Teslts

gt TasiOf | it Tasics x

Test Filter Filter by Test Status

[ Complete [JAssigned Apply

STUDENT TESTS (2) TEST DETAILS

© Create Student Tests

02 Student, 02 Test (00000000002)

02 STUDENT, 02 TEST (00000000002
AASA Grade 03 ELA Oral Reading

Testing Group

——
AASA Grade 03 Wriling SAFT Assigned

Prickly Pear Elementary School (0000003) x |«

Format® nt Test Code Key (UUID)

Onling 0c-5d58-424d-99bc-616c61489884

Text-lo-Speech

ocode

11. Go to Testing, select Sessions. —
1 =
SV Reports . Test

Student Tests m

RHejected Student Tests

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

Sessions

~Students in Sessions

Code Clip VIN

& Show SIodent Details
© Show Audit Trail

Speaking Assessment Date

All Tasks @

Create / Edit Sessions

MMana
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13. Complete the New Session Details page by entering the Session Name, Test Assigned, Scheduled Start
Date, and Form Group Type.

NOTE: Please be sure to select ELA Oral Reading Form Phone to Online in the Form Group Type drop-
down menu.

DETAILS

New Session

Session Name* Organization*
Grade 3 ORF | Prickly Pear Elementary ... x |+

Test & Form Scheduling

Test Assigned”® Scheduled Start Date*

| AASA Grade 03 ELA Oral Reading % |+ | i

Proctor Reads Aloud Scheduled Start Time

Form Group Type® 01:00 AM coT @

ELA Oral Reading Form... = = Lab Location

ELA Oral Reading Form Phone
To Online

ELA Oral Reading SPY

A pre-caching computer is required when there is one or more available.

14. Scroll down to the bottom of the page and click the drop-down box under Students. Students who have
been registered for the online ORF form will appear here and can be added to the session at this time.

15. Click Save.

Form Group Type* 0100 AM coT ©
ELA Cral Reading Form... x

Lab Lecation

Use Custom TestNav Settings

Precaching Computer®

| Agd

A pre-caching computer is required when there is one or more available

Find by Name or ID in Prickly Pear Elementary School (0000003) »
Students

02 Student, 02 Test (00000000002} ‘

No student tests assigned to this session

* Required
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Locating a Student’s Lithocode in PAN

A student’s lithocode is an eight-digit number used to complete the ORF portion of the AASA test over
the phone. The lithocode can be located on the student’s ELA Pre-ID label as well as in
PearsonAccessN®, If the student does not have a Pre-ID label, you may find the lithocode in
PearsonAccess"N® by following these instructions or by downloading a Student Registration Export file
from the Import/Export page in PearsonAccessNeXt,

If you have a student which has transferred from a computer-based school, please follow the
instructions on page 13 of this Quick Guide to assign a paper-based test. There will be no lithocode
available in PAN until the paper format test has been assigned.

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 Ignering Spring 2021 Arizona Science Registrations ~

-
2

Filters Clear Hide 1 Result
[ Across All Organiza;

Stat -

All Tasks.

B3 students 0 Selected Clear

Manage

Greate / Edit Students
Registration

WMove Student Tests (select exactly 2 students)
Delete Students

O SSID Number

O 111112222230 Student

$SID Number
11111222223

Student Last 3 Student First Name~
Test

Student Midc

Create / Edit Students Register Students Manage Student Tests

Test Filter Filter by Test Status

Manage Testing Groups

3}

Manage Enroliments

Add [JComplete []JAssigned Apply

STUDENT TESTS (2) TESTDETAILS

te Student Tests

AASA Grade 03 ELA Oral
| - % AAsA Grade 03 ELA
AASA Grade 03

ELA Oral
Reading
AASA Grade 03 Writing SAFT

Assigned

Organization”

Format*
Alternate
Lithocode (TIN)

18848661

02 Student, 02 Test (00000000002)

Reading

Testing Group

Prickly Pear Elementary School (0000003) = | = Select

Student Test Code Key (UUID)

011e9e0c-5d58-424d-39bc-6 16674

Form Code

10
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Requesting a New Lithocode with Support Requests

Note: A lithocode may only be used once. If the student’s telephone speaking test is interrupted or aborted
before it has been completed, a new lithocode must be obtained before another attempt can be made. You do
NOT need to request a new lithocode from ADE. Requesting a new lithocode is not a test irregularity. Before
requesting a new lithocode be sure to try the lithocode again to verify if it is still a valid lithocode to use or not.

1. Go to the Support section and select

Support Requests from the drop-down an:

menu.

|| All Tasks |
2. On the Support Requests screen, select
T f h - .
fnLniSks rom the Start drop-down Support Requests Create / Edit Requests
Cocumentation Celete Requests

3. Onthe Tasks for Support Requests
screen, at the Create/Edit Students tab,
fill in the New Request details.

Download Attachments

4. Click the Create button. New Request

5. Your request will now be listed on the ~ |©rganization” Title (max 30 characters) e
Support Requests page in a et .
“Submitted” status. Category*

6. You will receive an email as
confirmation of your submission
containing the status of your request
and the Question/Concern and

Question / Concern®

Comments you entered into Attachments
t
PearsonAccess™™". Filename Size (KB)  Uploaded Date
7. Once your lithocode request has been Attach Files
completed, you will receive an email Choose Files

detailing the resolution. * Required

Create ReSE

11
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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 Work Requests
° Last name = Tasks 0 Selected = Work Requests 0 Sele
. Select an action <

° F|r5t name Select Tasks Manage

Import / Export Data
H HSRC H Students Al Tasks
e Middle initial - optional Sesing Croups |o
Find Work Requests
. Organizations Request / Delete Enrollment Transfer
°
Date Of blrth | Approve [ Reject Enrcliment Transfer |

Work Requests Filters Clear Hide No Results

©Add Task | £ Previous Task  Next Task » | Exit Tasks %

Tasks for Work Requests

1. Go to Setup, select Work Requests.

Request / Delete Enroliment Transfer ' Reject Enroliment Transfer

&

ENROLLMENT
TRANSFERS (0)

© Create Enroliment
Transfer

DETAILS

Go to Start, select All Tasks.

New Enrollment Transfer

SSID Number®

From the Tasks for Work Requests screen,
select the Request/Delete Enrollment
Transfer tab.

Complete the information on the New
Enrollment Transfer.

Select Search.
You should receive a green message bar

showing Student Found. Enter the new
organization below.

Change Enrollment From — will indicate the
school that the student is currently listed in

PAN.
Complete Change Enrollment To - select
the school name (not district) where the

student needs to be transferred to.

Click Send Request.

Tasks for Work Requests

Request / Delete Enroliment Transfer

34567891012

Student Last Name®

KPT

Student First Name®

KPT

Student Middle Initial

Date of Birth*
07/02/2014

* Required

[

© Add Task

Approve / Reject Enroliment Transfer

< Previous Task

Next Task > | Exit Tasks x

ENROLLMENT
TRANSFERS (0)

12

@

DETAILS

© Create Enroliment New Enrollment Transfer
Transfer

$SID Number*
34567891012

Student Last Name*
KPT

Student First Name®
KPT

student Middle Initial
Date of Birth*
07/02/2014

o Send Request | IEEESS

| Student found. Enter the new organization below.

w

Change Enreliment From
Prickly Pear Elementary School (0000003}

Change Enroliment To*

| Prickly Pear Elementary School (0000003) x

* Required

Send Request (BS54
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10.

11.

12.

13.

14.

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

Select the Exit Tasks button.

To confirm or view requests that are
pending approval, use the filter status
Waiting for Approval.

The Achievement District Test Coordinator
from the releasing district will receive an
email notifying them of the work request.

ENROLLMENT TRANSFERS (1)

DETRILS

EEEEESTETE o Enrcliment Transfer

S50 Hoanbar

Work Requests

= Tasks 0 Selecte:

Sedect Tasks

9 Work Requests 1 Selected Clear

Find Work Requests

Filters
Status

= Walling for Approval

Werk Ype

Requested By

Displaying | 25 |~ i -

[J Status  WorkType Requested By Assigned Org RequestDate AppraveiReject Date

Waling Enrolliment  corbeyDTC  Prickly Pear High School  Prickly Pear Elementary 1063172019
for Transter (0000001) School (0000003) 09:40:38 AW
Approval
o

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.

13



next

PearsonAccess

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

Students in Sessions

student Tests

Sessions

Find Sessions

Show all results
Filters Clear Hide 5 Rest E—
Session Status This action clears the sea
Select one or mare [] Sess.__

[[] Session Session Status

Grade 4 Writing SAFT @
TRANSFER - AASA Grade 04 Writing SAFT &

PearsonAccessext A

w & 4 (—
Home  Setup  Testing  Reporis

Not Prepared

Not Prepared

Sessions

Go to Students in Sessions »

Session List
Add a Session

O Combined View

Grade 4 Writing SAFT

TRANSFER - AASA Grade 04
Writing SAFT

14
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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

Sessions tab on the black bar. u

All Tasks

¢ Student Test Statuses [

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

you are moving the student into. ¥ 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.

15
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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.

1.

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

Start -

All Tasks.

Create / Edit Students

Select Tasks 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

[Clcomplete [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*

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

Testing Group

Create / Edit Students Students | Ma ests Manag ups.

Manage Enroliments  Move Student Tests (select exaclly 2 students)

De}

Success
Changes saved
Test Filter Filler by Test Status
Ocomplete CJAssigned | Apply
STUDENT TESTS (0) TESTDETALLS
© Create Student Tesls New Student Test
Student’ Test'

Studentd1, Test01 (32132132 |+

lOrganization

AZSC| GRADE 11

Testing Group

®-:
iz

Format® Unsubmitted

Qnline

Text-to-Speech
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12.

13.

14.

15.

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

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

Select Create.

17



next

PearsonAccess

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.

1. Go to Setup, select Students.

2. Search for an individual student by
entering either their name or SSID and

rt Data
select Search or select Show All <) o

Results.

Select an action e

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

= Tasks 0 Selected B Students 0 Selected Clear

Select Tasks.

start | ~ Manage

need(s) to be reassigned. ——
Find Students by Ignoring Spring 2021 Arizona Science Registrations ~ Create / Edit Students
4. From the Start drop-down menu, Registaton
2 § Move Student Tests (select exactly 2 students)
select All Tasks. , . Deite swoens
Filters Clear Hide 1 Result
[ Across All Organiza
[J 55D Number Student Lal t@‘ Student First Name* Student Midc
5. Select the Manage Student Tests tab 11111222223 O 11111222223 @ stugent Test

on the black task bar across the top.

6. On the left side under STUDENT TESTS,
Create / Edit Students Register Students Manage Student Tests . 5 Testing Groups Manage Enroliments Move Student Tests (select exactly 2 students)
select the assigned test that is A
identified under the student’s name. ko by Tt Status

[JComplete [JAssigned | Apply

7. Test Details will auto-populate for the

STUDENT TESTS (1) TESTDETAILS

student, uncheck the Assigned box. 0 Creste Sucent Tots @)oo, Tos01 2132132132)

STUDENTO1, TESTO1 (32132132132)

Reset

@ show Student Details
© show Audit Trail

AzSC| GRADE 11

Select Save.

AZSCI GRADE 11

Assigned

Organization* Testing Group

8. The student’s test assignment has been

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

removed.

9 To add a hew test aSS|gnment remaln Create/Edit Students  Register Students | Manage Student Tests | Manage Testing Groups  Manage Enroliments  Move Student Tests (select exactly 2 students)
. ’
on the Manage Student Tests tab, -
S
under Student*, select the student’s .
n a m e . Test Filter Filler by Test Status
Ocomplete CJAssigned | Apply

10. Select Organization*. Select the correct srupenT TESTS O resToELS

SChOO| . © Create Student Tests New Student Test

* . Student” Test”

11. Select Test*. Select the appropriate R ©

test @ Organization Testing Group 0

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

Format"

Unsubmitted
Qnline

Text-to-Speech

13. Select Format*. Select Online.
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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

©acatask | CPrevousTask | new Task > | Far Tasks x

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
0] Student Testin m Grganization
4 Bowerman, Margarel ((0D09999500) Prickly Pear Intermediate School

Asslgned Students

o stugents assig

~

ed {0 session

* Required
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Lithocode Exchange Form

The AASA Operational Spring 2022 Oral Reading Fluency Lithocode Exchange Form for grade 3 must be used
when two different students are administered the ORF test using each other’s assigned lithocode in
PearsonAccess™®t. This form will allow for the exchange of the two students’ lithocodes to enable accurate

scoring.

1. The Oral Reading Fluency Lithocode Exchange Form for Grade 3 can be found in PearsonAccess"®* on

the Support Documentation page.

2. Enter all the required information including the District & School Entity ID Numbers.

3. Enter all the required information for Student #1 including the Lithocode Entered and the Lithocode
Assigned, SSID number, and the Phone Number of Device Used.

4. Enter all the required information for Student #2 including the Lithocode Entered and the Lithocode
Assigned, SSID number, and the Phone Number of Device Used.

5. When all information requested has been entered in the form, name the file, and save it so it can be
forwarded to ADE in your email (AASA@azed.gov). ADE will verify the student information and then
forward it to Pearson for processing. Pearson will send a task completion notification email to the DTC

and ADE after the Lithocodes have been exchanged.

AASA Operational Spring 2022 Grade 03 ORF Spaaking Test - Lithocods Exchange Form
Lithecods Exchanges nsed to be reported to ADE and Pearson within 24 hours of the incident eccurring.

| Test Administration:

Drate:

District Test Coordinator:

District Mame:

District Entity ID Number:

School Mame:

|School Entity ID Mumber:

Lithocode Entered for Speaking Test:

Lithocode assigned in PearsonAccess Mext:|

Teacher Mame:|

Student First Mame:

Student Last Mame:

Student Middle Initiat

Student S50

Student Grade:|

Student Date of Birth:|

=3

Date of Speaking Test;

Approximate Time of Speaking Test:

Phone Mumber of Device Used:|

Notes:

Lithocode Entered for Speaking Test:

Lithocode assigned in PearsonAccess Maxt:|

Teacher Mame:|

Student First Mame:

Student Last Mame:

Student Middle Initiat

Student S50

R

Student Grade:|

Student Date of Birth:|

Date of Speaking Test]

Approximate Time of Speaking Test:

Phone Mumber of Device Used:|

Notes:
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