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Welcome to PearsonAccess"e*t
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The Arizona PearsonAccess

administration.

website provides access to AASA, AzSCl, and AZELLA testing programs. This
PearsonAccess™ User’s Guide will focus on tasks related to the AASA test administration and the AzSCl test

m Arizona Assessmen
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PearsonAccess™™ (PAN) is the website to access the AASA
and AzSCl test administrations. Your Username and
Password give you access to all test administration
functions in the testing program(s) for which you have
been assigned. The Sign In button is located on the right
side of the Home Page. Your Username will be your email
address. Passwords must be reset each year. If you forgot
your password, use the Forgot Password link to have the
password reset.

Support

If you have questions about PearsonAccess", or for
trouble logging in, contact 1-888-705-9421 (option 1 for
AzSCl; option 3 for AASA), Monday through Friday, 7:00
a.m. to 7:00 p.m. CST, except holidays.
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For e-mail support, please use the Contact Arizona
Support link under the Contact Us section of the Home
Page.

To make changes to contact or shipping information in
PearsonAccess™™, please send an email to
AASA@azed.gov or AzSCl@azed.gov.

cessnext

row

W A0 SO DiGed MG dr

% Signin

Forgot Username | Forgot Passward

. Contact Us

Email Pearson Customer Support:

Contact Arizona Support

To Contact ADE:
AZELLA@azed gov
AzSCl@azed.gov
AASA@azed gov

Pearson Client Services Center:
1.888.705.9421 Option 1 (Az3CI)

1.888.705.9421 Option 2 (AZELLA)
1.888.705.9421 Option 3 (AASA)

Hours available:
Mon-Fri 7:00 am - 7:00 pm (CST)


https://az.pearsonaccessnext.com/customer/index.action
mailto:AASA@azed.gov
mailto:AzSCI@azed.gov
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Changing Test Administration
If you have access to multiple assessment programs or have used PearsonAccess"* in prior years, you may need
to change the test administration for the correct program.

To change the test administration:

1. Select the Test Administration in the black task bar across the top of the screen. This will open the Test

Administration drop-down menu.
2. From the Test Administration drop-down menu, select AASA Spring 2023 or Spring 2023 AzSCI.

AASA ~
AASA Spring 2023

| AZELLA~

[ AzsCl~

S CERTIRSTIEEN S e N Y T I L SEERTE INSE

Change District or School View

To change district view:

1. Onthe black task bar across the top of the screen, select the Organization Name. This will open the

Organization drop-down menu.
2. Onthe Organization drop-down menu, select the District radio button.
3. Select the district to view information.

To change school view:

1. On the black task bar across the top of the screen, select the Organization Name. This will open the

Organization drop-down menu.
2. Onthe Organization drop-down menu, select the School radio button.

3. Select the school to view information.

» AASA Spring 2023 = Arizona Dept of Educatio

% Program Information
@Al § District () School ]

Fi SEH 2023 AASA Grades 3-8 ELA and Math ] ! 1 George Hunt School (0000004 I
v O oo u . | el 5S¢ = > , "
¥ : — B 3]

J Mitchell Elementary School (0005958)

A+ Chanter Schools (1000972)

A C E (0DDS5768)
and
Abia Judd Elementary School (0008132)

Abraham Lincoln Traditsonal School (0005274)

Aracia Fiementary Schonl (INNS1468)
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Verifying Contact Information and Shipping Address

Achievement District Test Coordinators need to verify their contact information and shipping address.
Achievement District Test Coordinators with more than one district must verify the contact information and
shipping address for each of their districts. Separate verification of contact information and shipping address is
also required for the different test administrations for each district.

To verify your contact and shipping information and the district’s shipping address for Spring 2023 AASA and/or
Spring 2023 AzSCl, go to PearsonAccess"".

The district name displayed on the black task bar across the top of the screen is the district contact and shipping
information that is being verified.

1. Gotothe SETUP section, from the Select
. & Setup
an action drop-down menu, select
Organizations. Import / Export Data

2. Click on the Parent Organization text field. Students
Select the district name from the drop-
down menu. The district and schools will
populate under the Organization Name* Organizations
column.

Testing Groups

3. Inthe Organization Name* column, place
a check mark in the box next to the district

Mana
name. e
| vRee =

4. Go to the Start drop-down menu, select Torine 2033 =
== Create / Edn Crganizations
Manage Contacts. 1 Enrokment Cout
£dil Ervoliment Counts

5. Under the district name on the left side,
select Achievement District Test

I Organizations

Desle Organizalions

Coordinator to view CONTACT DETA"'S' Organization Name Organization Code Type ParentO|
Y . = g result
6. Contact information refers to the i — Wb“
Achievement District Test Coordinator.

Verify the CONTACT DETAILS. If the

Achievement District Test Coordinator’s ‘
name, phone number (main), email, or A ST ,. —
address (including city, state, and zip code) e e

Tasts tor (rgaresstasrn

o . AZ Scancs Dutnet Test Coondnntor -
are incorrect, email ADE at s PR R R "
. — ‘
AASA@azed.gov or AzSCl@azed.gov. 6 R
7. Select the Exit Tasks button. — e
8. If you are an Achievement District Test T T
Coordinator with more than one district, —— besme

you must change the district name in the
black task bar across the top of the screen.
Repeat steps 1-7.


https://az.pearsonaccessnext.com/customer/index.action
mailto:AASA@azed.gov
mailto:AzSCI@azed.gov
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Entering Participation Counts — AASA only

Participation counts will need to be entered for AASA in PearsonAccess"™ by Achievement District Test
Coordinators of both Computer-Based Testing and Paper-Based Testing schools during the following window.

Participation Count Window: January 9, 2023 - January 20, 2023 - AASA Grades 3-8 ELA and Math

“Participation Counts” is a head-count process for determining how many students, by school and grade level, are
required to participate in the AASA Spring ELA and Math assessment; therefore, districts are responsible for
confirming, editing (when needed), and submitting these headcounts to Pearson.

Pearson will use these counts to print the paper testing materials for your students, including paper test booklets
and return shipment materials for Paper-Based Testing schools as well as Test Coordinator’s Manuals and Test
Administration Directions for both Computer-Based Testing and Paper-Based Testing schools.

Pearson has pre-populated some of the head counts for your students based on student data that ADE extracted.
The extracted data may not include all your students. The Achievement District Test Coordinator must confirm
these pre-populated participation counts and/or edit the counts for your students by school. All students in
Grades 3-8 are required to participate in the AASA Spring 2023 assessment.

next

Only the assigned Achievement District Test Coordinator for the AASA Test Administration in PearsonAccess
has permissions to enter participation counts.

Note: Achievement District Test Coordinators with more than one district must enter participation counts for
each of their districts.
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Entering AASA Participation Counts in PearsonAccess"®t

To review Participation Counts:

1. Verify the test administration is set to AASA Spring 2023.

1

Arizona = AASA > AASA Spring :

st Transfer District (2023

& Setup A

Import / Export Data

2. Go tothe SETUP section and select Organizations.

3. On the Organizations screen, click the search menu arrow. Students

Testing Grol

4. Next, place a check in the Show all results box.
Organizations

Find Organizations Participating in AASA Spring 2023 ~

Show all results

Filters Clear Hide 3 Results
Parent Organization

This action clears ¢ and fillers

FMORE Wi NS, |

5. On the Organizations screen, place a check in the box next to each participating school that will
administer the AASA tests, or select the check box next to Organization Name to select all.

[] Orga Name® Organization Code® Type Parent Organization County Code® Non-State Funded Indicator

(7] Tes! Istrict 2023000 District Arizona Dept of 02
(i) Education(az)

Test Transfer School 2023001 School Test Transfer 02
i District(2023000)

Test Transfer School2 2023002 School Test Transfer 02
i District(2023000)

6. Click the Start dropdown menu and select Edit Enrollment Counts.

=

I Al Tasks [

Create / Edit Organizations

I Edit Enrollment Counts

Manage Contacts
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7. Onthe Tasks for Organizations screen, click on the Edit Enrollment Counts tab.

PearsonAccess"ex

Tasks for Organizatiors

Edit Enroliment Counts vianage Completion Statuses

8. On the Tasks for Organizations Details screen, click the plus sign (+) to expand the Participation Count
information for the highlighted school.

Tasks for Organizations © Asd Task < Previows Task  Ned Task > | Exil Tasks %

Creato [ Egt Organuatons Manage Parbiopaton Edi Enrofmen! Counts Marage Complction Statuses Manage Contacts Dedclo Organzabons

ORGANIZATIONS (2) DETAILS

Tes! Transfer Schoal (2023001 Test Transfer School (2023001) Save Resel

Test Transfer School2 (2023002)

(T} Enroliment Counts Entry Complete

AZ Spnng 2022 AASA Gr 3-8
Required 8

Reset
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9. Preloaded Participation Counts are displayed by grade. Review the counts and edit, if needed, based on
each school’s current enrollment.

10. When participation counts are accurate for each grade, place a check in the Enrollment Counts Entry
Complete checkbox.
o Thisincludes schools with zero students at any of the grade levels (3-8).

11. Click the Save button.

12. If there are multiple schools, select the next school by clicking on the school’s name in the Organizations
list and repeat steps 9-11 for each school.
Note: For Paper-Based Tests, you MUST have had approval from ADE for Paper-Based Testing prior to this
Participation Count Window. The window to request Paper-Based Testing was open in ADEConnect
September 19 - October 14, 2022.

Tasks for Organzations

ORGANIZATIONS (2 DETALS m
' e
bbby Tes! Transtar Schoal (2023001) ——
D""""" Counts Entry Compkets O =now Omangation Deta
@”Il: X2 AASACr Q -
Camputer Based Tests ‘Faper Baved Tests
©®A Matn ELA Matn

Sraoe S

10



next

PearsonAccess

Selecting Materials Due-in-District Window — AASA Only

To select materials due-in-district window:

1. Verify the test administration is set to AASA Spring 2023.

1

Arizona = AASA = AASA Spring 2023 ~ st Transfer District

2. Goto the SETUP section and select Organizations.

Import / Export Data

3. On the Organizations screen, click the search menu arrow.
Students

4. Next, place a check in the Show all results box. Testing Gro

Organizations

Find Organizations Participating in AASA Spring 2023 ~

Show all results

Filters Clear Hide 3 Results
Parent Organization

This action clears ¢

[ g e |

DA

5. On the Organizations screen, place a check in the box next to the participating district that will administer
the AASA tests.

Organization Name* Organization Code* Type Parent Organization County Code® Non-State Funded Indicator

Test Transfer Distri 3000 District  Arizona Dept of 02

[i] Education(az)

[] Test Transfer Scho 01 School Test Transfer 02
(i) District{2023000)

[] Test Transfer School2 2023002 School Test Transfer 02
[i] District{2023000)

6. Click the Start dropdown menu and select Edit Enrollment Counts.

Organizations
= Organizations

[P

AT Tasks

2023
Find Organizations  Parucipating In ASSA Speing 2028 « roats | £ Qrgandatiod

SO1 Ervpment
S )

Delete Drgancanons
Futers v Hde

Paremt Organization

» Test Tramgler Distict (2023000)

] O Name' O Coae’ Type Farent Organizatio
Tt Transfer et 2003000 Osfrat Aneona Depl of
Organaation Name L Educatonax)

11
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7. Onthe Tasks for Organizations screen, click on the Manage Participation tab.

PearsonAccess"™

Tasks for Organizatic

Manage Participation Edit Enroliment Counts

On the Tasks for Organizations AASA Spring 2023 screen, click the Delivery Window dropdown
to select the delivery window for the highlighted district.

Once the desired delivery window has been selected, place a check in the Participation Entry
Complete box.

10. Click the Save button.

Tasks for Organizations

OnnaTask || KPrevioUs Task | nen Taskd | £t Tasks x

Edit Encoliment Counts

Manage Compietion Statuses

ORGANIZATIONS (1) AASA SPRING 2023

Test Transfer District (2023000) Test Tran ict (2023000)

Paripating pation Entry Complate

Week 1 = 0372002023 - 032372023
Week 2 = Q272023 - 033072023

Oelivery Window

Week 1

Week 1
Week 2

12
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Managing Users

Achievement District Test Coordinators and School Test Coordinators have permission in PearsonAccess" to

create User Accounts. Below are the various PearsonAccess"™ User Roles and permission levels:

AASA/AzSCI

AASA/AzSCI District Test

AASA/AzSCI School

AASA and AzSCI PearsonAccess™* User Roles

AASA/AzSCI School

AASA/AZSCI

AASA/AZS

AASA/AZSCI

Coordinator Test Coordinator Test Administrator Technology Cl District School
Coordinator Report Report Only
Only Access
Access
View Contact
and Shipping View only View only View only View only View only View only
information
Create New Yes Yes No Yes No No
User Accounts All Roles Beneath DTC All Roles Beneath STC
Place Additional Yes No No No No No
Orders
Import/Export,
Students Create/Edit Create/ Edit Students View Only Yes No No
Students
Persp nal Needs Yes Yes No No No No
Profile
St
udent Test Yes No No Yes No No
Update
Import/Export, Import/Export,
User Files Create/Edit Create/Edit No Yes No No
Users Users
Student Import/Export, Export, i Create/Edit
. . X . E
Registrations Create/Edit Create/Edit Cre:te( flt:tudent Student No No
and Tests Student Registrations Student Registrations egistrations Registrations
. . . Edi
. Create/Edit Student Create/Edit Student Create/Edit Student Create/Edit
Testing Groups Testing G Testing G Testing G Student No No
esting Groups esting Groups esting Groups Testing Groups
Edit Test Sessions,
Create/E.dlt Test Sessions, Precaching, Add Add Students to .
Precaching, Add Students Students to Test Test Sessions. Print Precaching,
. to Test Sessions, Move Sessions, Move . ) View/Edit Test
Online Test Testing Tickets, . )
. Students between Students between . Sessions, Edit No No
Sessions . . . . . . Prepare Sessions,
Sessions, Print Testing Sessions, Print Testing Custom
. . . Lock/Unlock Test .
Tickets, Prepare Sessions, Tickets, Prepare Units Settings
Lock/Unlock Test Units Sessions, Lock/Unlock
Test Units
Student Request and Approve
Transfers Student Transfer No No No No No
. i Create/Edit
Testing y Create/Edl.t.Test No No Test No No
Irregularities Irregularities -
Irregularities
Operational ) : ) ) View View
Reports View View School View View District school
Published ) ) View View
Reports View View School No No District School

13
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Creating New Users

Each test administration has its own set of users. You may only create user accounts as described in the User Role
Matrix table on page 13.

Users can be added manually or through a file import. New users will receive a Welcome e-mail from
noreply@mail.pearsonaccessnext.com with instructions on next steps to access their PearsonAccess™*
Updated users will not receive an email but will have their access updated immediately in PearsonAccess

account.

next

Note: Upon creation, the user’s account is set to Enabled status by default. At any point after creation, the user’s
account may be set to Disabled status to remove the user’s access. The Active Begin Date may be used to enable
the user’s access on a specific, future date. The Active End Date may be used to remove the user’s access on a
specific, future date. The Active Begin Date and Active End Date fields are not required. The Username will be
auto-filled after you enter the user’s email address.

Manually Creating New Users

1. Toadd new users, go to the SETUP et/ Lapurt Ui
section and select Users. .

2. Onthe Users screen, from the Start sones
drop-down menu, select Create/Edit ' 1

Users.

3. Click on the Selected Organizations*
field. Select your organization
(district or school) from the drop-
down menu.

Find Users

4. Click on the Selected Roles* field.
Select the appropriate User Role(s)
from the drop-down menu.

PearsonAccoss™"

Tasks far Users

5. Fill in the First Name*, Last Name*,
and Email* address of the user you
are creating.

USERS (0} DETALS

T e Use

Selected Organizations

6. The Username* field will auto-
populate once you enter the user’s

« Focaly Fear Elemeimary Schoot (000000

Sewctod Roles

e-mail address. Do not edit the  AESC Dt Ta Cotni
Username* field once the email st
address is filled in completely.
Frst Name Active Bagin Date
. . . Laave Blank o]
7. When you have filled in and verified ;
Active Enc Date
the information on the entire form, o Last Name Loave Biark o
select the Create button and Exit Delete Date
a2
Tasks. r—
Jsamane
Autopopulate

14
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Manually Editing Users
1. To edit users, go to the SETUP B

ot 2 Caput Ueets

section and select Users.

EETE
2. Tosearch for all users, select the el G
Search button and select Show all 1

Results.

3. To search for individual users, in the
Find Users field, enter either last
name or email. Select Search. Other
options for filtering can be found
under Filters: search by First Name,

M Users

Manage

M Tazks foma——— |

. . Find Users Create ) Eder isers
Username, Roles, or Organizations.
ey Reset Passwords
D | Resione Users
4. Place a check mark next to the BIPRS NICEER Yo
user(s) that need(s) to be updated. i ok
[ Restrict t0 selectad organeation
Select the Start button and select All : )
First Name | Username’
TaSks Corhey Bunr corbey bur:'»@pv:alsc«
5. The Tasks for Users screen will open. e ] ComeyDTCO Cobey  Bunt corbey bun@peasor

The list of users is on the left side.

Tasks for Users Cmm woxr Tack ) B T %
6. Selecta user to be updated and

user information will be listed
under DETAILS. USERS (1) DETALS

rbeyDTC n et

Note: Username* cannot be changed. If

Username* needs to be changed, the Soiected Orgamization & Stow Aasi T
previous account must be deleted, and a il did
Selecied Roles
new account must be created. « ANSA Dot Tost Coontnalos
Wecoamt
7. Update the user information and
First Name Actrve Bagin Date
select Save. = a
. Actvve End Dans
8. Agreen Success message will P — -
appear. o Delete Cate
-
Emalt ro
9. Once all updates have been m,
saved, click Exit Tasks. biocis

Tasks for Users © Add Task | K PRWOUE 188K Next Task Exit Tasks %

Creale | Edil Users

Success

Changes sayvec

15
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Manually Deleting Users

1. To edit users, go to the SETUP
section and select Users.

rpurt 2 Capuit Ceels

Shadne

Tl S

LATFITR 1

2. To search for all users, select the

Search button and select Show all -

Uz

Results.

3. To search for individual users, at the
Find Users field, enter either last
name or email. Select Search. Other
options for filtering can be found
under Filters: search by First Name,
Username, Roles, or Organizations.

Find Users

4. Place a check mark next to the et
user(s) that need(s) to be updated. O Restrict o sefectad organeabion
Select the down arrow next to the T T -
Start button and select All Tasks. e

5. The Tasks for Users screen will open.
Select the Delete/Restore Users tab.

£ Preaous Task “w

6. Place a check mark next to the
users(s) to be deleted. Click on the

Delete/Restore button.
Dusable Reason Delete Date Active Ena O

DSy DI NEPERISon Lom

7. A green Success screen will appear.

8. When all updates have been saved,
click Exit Tasks.

Tasks for Users

Success

16
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AASA and AzSCI User File Layout

NAME FIELD NAME READ
FIELD (Display Name in (FILE HEADER ONLY RE?Yl;:\?)ED LEI\I\IIIZ\‘TH lemaxm VALID VALUES Additional Notes
Ul) TITLE) (Y/N)

1 Action Action N Y 1 1 C = Create Fill-in a C to create a new record
U =Update
Fill-in a U to update an existing record

2 Username Username N Y 8 100 No validations on
data

Blank not allowed | Type User’s Email Address

3 First Name First Name N Y 1 50 No validations on
data

Blank not allowed | Type User’s First Name

4 Last Name Last Name N Y 1 50 No validations on
data

Blank not allowed | Type User’s Last Name

5 Email Email N Y 1 100 Must be valid
email address Type User’s Email Address

6 Authorized Authorized N Y Variable e Type anyor all Organization(s) Code(s)
Organizations Organizations that the user’s account is authorized to
access.

e Use only the school codes that are
associated with the parent district. Do not
mix schools with other districts.

¢ Do not include different organizations
(districts) in the same file. Each district
needs to be uploaded in a separate
individual file.

¢ Delimited field - A sequence of one or
more characters used to specify the
boundary between separate, independent
regions in plain text or other data streams.

* Multiple organization codes must be
separated with a colon (:)
(e.g.,1234567:3456789). Do Not place a
space in between colon and organization
codes.

¢ Make sure to include any leading zeros. (If
you want them to see the district and all its
schools, you must list the district entity
code. If you want them to only see school
level, use the school entity code (e.g.,
0001234).

7 Roles Roles N Y Variable ¢ Designated responsibilities in the system
and designated data and system functions
determines what the user’s account can
access and use

e List all roles that user has which control
abilities to access and act upon data in the
system.

¢ Delimited field - A sequence of one or
more characters used to specify the
boundary between separate, independent
regions in plain text or other data streams.
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® Multiple roles must be separated with a
colon (:) (e.g., dataEntry:schoolReport). Do
Not place a space in between colon and
organization codes.

* Type the Coding for Roles Column:

o schoolCoord = AZ Science School Test
Coordinator

o schoolAdmin = AZ Science School test
Administrator

o techCoord = AZ Science Technology
Coordinator

o districtReport = AZ Science District Report
Only Access

o schoolReport = AZ Science School Report
Only

8 Active Begin Active Begin N N 10 Formatas: Enter the date the user profile should
Date Date MM/DD/CCYY become active in PAN.
MM is the 2-digit
month Do NOT delete the column heading (Row 1).
DD is the 2-digit It needs to be left on the layout to be
day uploaded successfully.
CCis the century
YY is the 2-digit
year
9 Active End Date Active End Date N N 10 Format as: Leave column blank - this column does not
MM/DD/CCYY need to be filled in with data.
MM is the 2-digit
month Do NOT delete the column heading (Row 1).
DD is the 2-digit It needs to be left on the layout to be
day uploaded successfully.
CCis the century
YY is the 2-digit
year
10 Disabled Disabled N N 3 Yes = Account is Leave column blank - this column does not
disabled need to be filled in with data.
No = Accountis
notdisabled Do NOT delete the column heading (Row 1).
It needs to be left on the layout to be
or Blank uploaded successfully.
11 Disabled Reason Disabled Reason Y* N 1000 No validations on Leave column blank - this column does not
data need to be filled in with data.
Do NOT delete the column heading (Row 1).
It needs to be left on the layout to be
uploaded successfully.
12 Is Deleted Is Deleted N N 3 Yes = Account is Leave column blank - this column does not

deleted
No = Accountis
not deleted

or Blank

need to be filled in with data.

Do NOT delete the column heading (Row 1).
It needs to be left on the layout to be
uploaded successfully.
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Uploading Users - Using a User Import File

Achievement District Test Coordinators and School Test Coordinators may use Import/Export Data for mass

next

uploads or edits to PearsonAccess™™ users.

To create or update PearsonAccess"™" users from a file import: _

1. Select the Test Administration to export the AASA~
User Data. You may select a previous
administration to export a list of all users
from the previous administration. To change
the Test Administration, click on the Test
Administration name in the black strip across
the top of the page. This will activate the Test
Administration drop-down menu. Select the
desired test administration.

———
R b
w 3
Q 3
‘

Import / Export Data

Students

2. Gotothe SETUP section and select Import/Export
Data.

Testing Groups

Crganizations

3. Onthe Import/Export Data screen use the Start drop-

Users
down menu to select Import/Export Data.

4. Onthe Tasks for Importing and Exporting screen % . T AT A
use the Type* drop-down menu to select User i
Export.

Find Files

Type*

Reqistration Reporting Group Export
Registration Reporting Group Import
Student Registration Export
Student Registration Import

Student Test Update Export o

User Export I

User Import
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5. Click the Process button.

6. The next screen is the View Files Details tab. Here
you will see that the report is pending. The report
will take a few moments to process.

Optional: Select the DETAILS refresh button to
update the status of the report.

import | Export Data

FILES (1) DETAILS
User Export 2018-06-11T14.07:49 67440000 csv
Pending

Fie has been queved for processing

File Information

Type
User Export
Request Date
06/112018 0307 50 AM
Total Records

*

Type
User Export v

Include Deleted Users e
= -

Organization

Tumbleweed Undied Distnct (995049
User

encacct

No filo is available for download

7. When the file has processed, the Download File link will appear. Select the link to download the file.

FILES (1) DETAILS O
User Export 2018-06-11114.07 49 674+0000 csv
Complete

File & reacly for doanioad

File Information

Type
User Expont
Request Date
06/11/2018 09:07 £0 AM
Total Records
1
Successful Records

Error Records
0

Organization

Tumbleweed Unified Distnct (999559
User

encadct

Download File ©
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8. The User Export file is a .csv file that can be opened with Excel.

Note: If a previous administration export was used, review all users listed in the file. You may add and
delete users as needed. If there were no applicable users, the file will only have column headers in

Row 1.
A B C D : F G H 1 ) K
First Last Authorized Active Begin Active End Disable
1 Action Usemame Name Name Emall Organizations Roles Date Date Disabled Reason
2 v erica.baltierra@tud.edu  Erica Baltierra  erica.baltiera@tud.edy 000004 testAdmin No
3 v Usa.Canter@tud.edu Lisa Carter Lisa.Canter@tud.edu 000004 schoolCoord No

Using the downloaded file as a template, the District or School Test Coordinator can update or fill-in
rows to edit or create users using the User File layout below.

Column: Row 1: Row 2:
A T Acti e Fill-in a C to create a new record
ype Action e  Fill-in a U to update an existing record
B Type Email Address e  Type User’'s Email Address
C Type First Name e  Type User’s First Name
D Type Last Name e  Type User’s Last Name
E Type Email Address e  Type User’s Email Address
e Type any or all Organization(s) Code(s) that the user’s account is authorized to access.
o Delimited field - A sequence of one or more characters used to specify the boundary between
separate, independent regions in plain test or other data streams.
F Type Authorized
Organizations e  Multiple organization codes must be separated with a colon (:) (e.g.,1234567:3456789).
e Make sure to include any leading zeros. (If you want them to see the district and all its
schools, you must list the district entity code. If you want them to only see school level, use the
school entity code (e.g., 0001234).
o Designated responsibilities in the system and designated data and system functions
determines what the user’s account can access and use.
e Listofall roles that user has which control abilities to access and act upon datain the
system.
e Delimited field - A sequence of one or more characters used to specify the boundary between
separate, independent regions in plain test or other data streams.
G Type Roles
e  Multiple roles must be separated with a colon (:) (e.g., dataEntry:schoolReport)
e  Type the Coding for Roles Column:
o  schoolCoord = Achievement School Test Coordinator
o techCoord = Achievement Technology Coordinator
o testAdmin = Achievement Test Administrator
o districtReport = District Report Only Access
o  schoolReport = School Report Only
H, I, J, K, Leave Blank Leave the columns H - L on blank
L
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9. When all users are added or updated, save the file as a .csv using the Save as type menu so that the
file can be uploaded back into PearsonAccess""

10. Click the Save button.

0 seve & S

@’, J® L v ATEUA » NT\LAMLI~X::§.v. Placement Tesms » “’cuudun-’imth«l&r.l -:‘y

File name  Peananaccesshien Use brgon Fue - Placement Test

o type | CSV (Convna delentted) (".cav)

*' Browse Foldens

11. To begin the Import User process, first check the Test Administration in the upper right corner of the
screen to be sure you are in the correct test administration for the users you wish to enable.

Arizona Dept of Education (a

11

AASA~
AASA Spring 2023

i 3-8 ELA and Math ]

= Welcome to
imouter Based Schools) | 3242023 - 42172023 |

next
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12. Go to the SETUP section and select Import/Export # Setup

Students 12

13. On the Import/Export Data screen, use the Start

drop-down menu to select Import/Export Data. ol B o

Qrganizations

Users

=m 0
M All Tasks i
Import / Export Data |I

View File Details
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14. In the Type* drop-down menu, select User Import.

»

Type

| q

Registration Reporting Group Export|
Registration Reporting Group Import
Student Registration Export

| User Export m \
[ II

User Import

15. Under Source File, select Choose File to find and select the user import file you updated.

16. Click the Process button.

Tasks for Importing and Exporting

Import / Export Data

»

Type

User Import v

Source File Additional e-mails

| Choose File | fearsonAcce...nt Test.csv Enter a valid e-mail address
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17. When the import is complete, you will see the Complete confirmation message below.

Complete m
Saved information for all records in the file.

File Information

Type Organization

User Import Tumbleweed Unified District (999999)
Name User

PearsonAccessNext User Import File - Placement Test.csv encadct
Request Date

06/11/2018 10:45:34 AM Download File ©

Total Records
1
Successful Records

4

Error Records
0

Note: If the records were unable to be imported or if only some records were imported, you will
receive a Complete with Issues error message. You will also be given a list of errors and the option to
download only the records in error so you may make corrections.

24




next

PearsonAccess

Managing Students

ADE will provide Pearson with an initial Student Registration Information (SRI) file to upload into PearsonAccess""
for each test administration.

e For AASA, the ADE upload of students will be visible in PearsonAccess"** on February 6, 2023.
e For AzSCl, the ADE upload of students will be visible in PearsonAccess" on February 20, 2023.

The initial SRl file will include student demographic information extracted from AzEDS based on district and school
enrollments. Initial uploads will automatically register students for online testing, including placing students in
online test sessions by grade level.

next

Districts may begin reviewing students in PearsonAccess" any time after the initial SRI file upload. The initial SRI
file will not include information regarding student IEP requirements or accommodations.

After adding students, District and School Test Coordinators can run a report in PearsonAccess" to view the
students that have been registered for testing for the AASA or AzSCl test using the Student Registration Export.

This is a list of the tasks that can be done through Managing Students in PearsonAccess™".

» Manage Student Registration — District and School Test Coordinators can view students that are currently
registered in PearsonAccess".

» Add New Students — Any student enrolled in the school after ADE’s initial Student Registration
Information file upload into PearsonAccess"* will need to be added to PearsonAccess

» Edit Student Demographic Information.

» Edit a Student Test Assignment.

>

Create/Edit Students using the Student Registration Import file upload.

next

View Student Registration Report

1. Toview the Student Registration Report, go to
SETUP and select Import/Export Data.

Stidents

Tesling Groups

2. Onthe Import/Export Data screen, from the
Start drop-down menu, select All Tasks.

Tasks for importing and Expocting

3. Onthe Tasks for Importing and Exporting screen
and at the Import/Export Data tab, select the
Type* drop-down menu, select Student
Registration Export and click Process.

Toat Statcy File!

4. The next screen is at the View Files Details tab.
The report will take a few minutes to process.
Select the DETAILS < refresh button to update
the status. When the file has completed
processing, the green Complete confirmation
message and Download File link will appear.
Select Download File to download the file.
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5. The Student Registration Export file is a .csv file.
The file will contain all the students who are
registered to take the AASA or AzSCl test.

Note: This file is secure. All student level -
information must be used confidentially in o e B e
accordance with state and federal privacy laws.

6. Optional: You can log out of the View Files
Details screen while the file is being generated.
PearsonAccess"™™ will send you an email stating
that the export file is complete.

a. Login to PearsonAccess™™. Import / Export Data

b. Gotothe SETUP section, from the Select
an action drop-down menu, select Import/ Export Data
Import/Export Data.

c. Onthe Import/Export Data screen, place
a check mark in the box next to the file
name.

Fing Frme

Fon
bana

d. From the Start drop-down menu, select
View File Details.

Sty Tetd Maconds Ervor Recores Ovpani

ey

e. Selectthe Download File link.

Download an

26
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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 Assighment

Task 1 — Create Student

1. Go tothe SETUP section and select Students. | import / Export Data

2. From the Start drop-down menu, select All [[Students
Tasks. | Testing Groups’
Organizations

3. Onthe Tasks for Students screen and at the sk

Create/Edit Students tab, fill in the New | — e
. Published Report Access
Student details.

Foe Susterm  Rwgietered o Ssig 3231 Arzoas Scwece -

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 Achievement
District Test Coordinator before selecting the Not
Enrolled check box. Achievement District Test

Coordinators should contact ADE for questions about v P
selecting the Not Enrolled check box. Select Create. resryorno gl e
You will receive a green Success Changes saved e o S —
screen. vy i g v A
& v
Success

Changes saved

Task 2 — Register Student

4. Select the Register Students tab on the task e b,
bar. Under STUDENTS, select the student’s e ———

Ty Desg o
STUDENTS (%)
name.
= Lirstnamedd, Fastamed0 (T1717571) =l
. . . .

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

6. Complete the form with the student’s Grade
or Cohort. Select Save. You will receive a
green Success Changes saved screen.
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Task 3 — Test Assignment

7.

10.

11.

12.

13.

14.

15.

16.

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.

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 | Edt Siudants

Roglawer & 7

Manago Studant Tests "

Tast Filter Filter by Tast Statys

Compieta

STUDENT TESTS (0}

Assigned | Apply

TESTDETAILS h
New Student Test

Cu-!aur

STUDENT TESTE W) TESTORTALS

EIREEEN  Now Studert Test

Mo

Crganitation

o=

Text-to-Speech

Teft-to-Speech must be checked.

D

STUDENT TRSTS (0) TESTORTNLS

IS o Stucent Test

Seadent

Teatieg Grosg

2 Thas 12- 300ty

1pecial Eutation £L Clsanizabien

AZSCS DRAOE t1

Mrgrast

7 Trarmwmion D sonary

STUDENT TESTS (1)

© Create Student Tests

STUDENTO1, TESTO1 (32132132132)
AzSC| GRADE 11

| Visual Assistance Tools

PNP Answer Masking PNP Magnifier Too!

PNP Line Reader
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Adding Students to a Test Session

Note: This section is for students who are newly enrolled in a school and are not currently in a test session. This
task may be completed by Achievement District Test Coordinators, School Test Coordinators, and School Test

Administrators.
To add students to an existing test session in PearsonAccess

1.

PearsonAcces

next:
& Sewp
Go to the TESTING section and select
Sessions from the Select an action drop-
down menu.
If you click the down arrow next to the
search button and Select Show All
Results, it will bring up all sessions for
this organization. Place a Check Mark T Show all results
next to the test session for the correct
school.

= Testing

Shgen! Tesls

Shxtenls n Sessions

On the Sessions screen, select All Tasks
from the Start drop-down menu. SOSSIONS o 1o Shterts 11 Sossirm »

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

Fing Sessicos

At the Add/Remove Students in Sessions
tab, on the left side of the screen, select
the Session name from the SESSIONS list.

Tasks for Sessions

Under the DETAILS section seIect the Create / Edit Sessions Delele Sessions Add/Remove Students in Sesslons
7

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.

Tasks for Sessions

Find by fame o7 © withis Erea Dastrist »

o Maptrame Wrstmame (00335580

[, Teare (Fririsre IISISET0

Assgned Sicents

o Daynaew Eanbaass (57150040
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Note: If a student has not been assigned a test, they will not be able to be placed into a session.

Removing Students from a Test Session

1.

Go to the TESTING section and select
Sessions.

On the Sessions screen, click the arrow
on the Search button, then check the
Show all results check box.

On the Sessions screen, select the
session(s) that contain(s) students to be
removed by placing a check in the
checkbox for each session.

Select Add/Remove Students in
Sessions from the Start drop-down
menu.

On the Add/Remove Students in
Sessions Screen, you can move
between selected sessions by clicking
on the session names on the SESSIONS
menu.

For each session, Assigned Students will
be listed with a checkmark by each
name. Names with a blue check box are
eligible to be removed from the test
session. Uncheck the box for each
student to be moved out of the session.

Click the Save button. Then repeat for
each session with students to be
removed.

(< < | i

Ojo o g

30

Student Tests

Sessions

Studenis in Sessions

Session

Grade 3 ELA @

Grade 3 ORF @
Grade 3 Writing €

[T§show all results

Grade 3 ELA p2 €
Grade 3 Math @

a All Tasks |

Grade 8 @

Create [ Edit Sessions

Delete Sessions

Add/Remove Students in Sessions

Generate Test Tickets

Tasks for Sessions

Add/Remove Students in Sessions

SESSIONS (2)

Grade 3 ELA

Grade 3 ELA p2

Assigned Students

}\g Grade3 Online (00087654321)
*Requ

= 7]
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Editing a Student Test Assignment

Adding students through a file import (see page 35) will register the students to an online test. If you identify a
student that is in the wrong Grade, or Cohort, you must change their Test Assignment.

If a student is currently in a session, they must be removed before their test assignment can be removed or

changed. If your student is not a session skip to the next section.

next,

To remove a student from a session in PearsonAccess"":

1. Go toTesting, select Sessions.

2. On the Sessions screen, select the search
drop down menu and check the Show All
Results check box.

3. Onthe Sessions screen place a check in the
box next to the session to which the
student is assigned.

4. On the top left side of the screen select the
Go to Students in Sessions link.

5. On the student in sessions screen, on the
left side of the screen select a session name
from the Session List.

6. Select the student that should be removed

the session.

7. Select All Tasks from the start drop down Sessions
menu.

8. At the top of the Tasks for Students in Fing Sessions

Sessions page select Remove Students
From Sessions.

Fitters

Session Status

9. Place a check in the box next to the student Sresmmon
who should be removed and click Remove.
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Students In Sessions

Setup

Testing

Student Tests

Rejected St Tests

Sessions

Students in Sessions

7] Show all results

3010 SWAEN!s in Sessons »

$evsion Statuy

Grage 0D ELAPAR 1O ot Prepanred

] AASA Grade 02 ELA P10 Not Frepared

Seasion List AASA Groth 0 ELA P oo
»

AAZA (00 00 LK Mt 1

PIAG BESEAIE 4 1T et SRR K -

Fren
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Tasks for Students in Sessions

Mark Student Tests Complefe  Resume Siudent Tests  Undo Student Test Submissions  Add Siudents 1o Sessions

FormOvemice  Unlock Sections  Set Section Starl / Resume Manage Sections

SESSION STUDENT TEST
AASA Grade 03 ELAPart 1 AASA Grade 03 ELA Part 1

next,

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

1. Go to SETUP, select Students.
import / Export Data
2. Search for an individual student by ‘
entering either their name or SSID and SN

select Search or select Show All Results. Teating Groups

Organzations
Note: All SSIDs must be 11 digits in

length. Leading zeros should be added if
necessary.

Users

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. On the left side under STUDENT TESTS,
select the assigned test that is identified

under the student’s name. ot ey

7. Test Details will auto-populate for the T oo
student, uncheck the Assigned box. oo , Px—wut SostD? (12432132932) —()
Select Save. prpeen 8 s ncee

Orgeriiaten Twatrvy Grous

8. Thestudent’s test assignment has been
removed.
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9. Toadd a new test assignment, remain on
the Manage Student Tests tab, under
Student*, select the student’s name.

10. Select Organization*. Select the correct Se— e
school. [o v JT—— @E] e

Fladest e

11. Select Test*. Select the appropriate test.

o Towing Grecp

P

12. Testing Group is an optional field and can o ? l

be left blank. (143

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

15. Select Create.
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Editing Student Demographic Information

Demographic information includes the Student’s Name, SSID Number, Date of Birth, Gender, and Ethnicity.

Note: lCheckdwith your Achievement District Test Coordinator before selecting the Not Enrolled check box. This
is rarely used.

1. Toedit student demographic information, ek
go to the SETUP section and select o up

Students.

Import / Export Data
2. On the Students screen, search by either Students a

Last Name or SSID Number, click Search.
Additional option would be to click Search
and place a check next to Show all -
Results. s
Note: The “by ignoring” filter is necessary
to find students who have not been
assigned a test.

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

B Students 1 Beincis

updated. =i
=
4. On the Students screen, from the Start —
drop-down menu, select Create/Edit R vl
p ! / M :z Sudent Tests (seitc! exacly 2 stusonts)

Students. ke

Filters

Stucent First Name Stod

5. On the Tasks for Students screen and 531D Number
under the STUDENTS list, select the o
student to be edited.

6. Editall demographic information for L — T

student and select Save. = - a' 101, Teed0l (32432132432)

7. Continue editing any additional students,
if necessary. Click Exit Tasks when all
students have been edited. | msomener — .

| st b LRD N —

e R R dran

e ADATCEN TOWE €1 AT N e

| B or drviwn hevertone e T T
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Creating/Editing Students from a File Import

The Student Registration Import (SRI) is an option that can be used to create or edit students, create or edit
student registrations, or change a test assignment at the same time.

To create or edit students via an SRl file upload in
PearsonAccess

1.

PearsonAccasg™"

next,

Download the blank AASA/AzSCI Student
Registration File Layout/Template from the
Support section.

Fill in the Student Registration Import file i
according to the Data File Layout tab. See | g ey ey o

L2 ey AV
. : z ¥ Poir Doty > aed s Yl r
next page for file layout. L s Sy 0 s W 080
! RS e e el | T e e £ A
,,,,, Ao 1 o

Save the Student Registration Import File as
a .csv file to your desktop.

T Shabert Fagatuatuon Eapert JOLA-08-Q0THE S8 4300770000 000
To import the Student Registration Import
file, go to the SETUP section and select
Import/Export Data.

On the Import/Export Data screen, from the
Start drop-down menu, select All Tasks.

On the Tasks for Importing and Exporting
screen, from the Type* drop-down menu & Setup
select Student Registration Import.

Import / Export Data

Find Fies

Select Choose File to find and select the
AASA/AzSCI Student Registration Import file
you created earlier. Select Process.

mpon ) Expon Data View e Dewis

Note: Do not select the Don’t modify student
tests box.
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Student Registration File Layout: AASA Spring 2023

FIELD
#

NAME
(Display Name in Ul)

Organization Code

READ
ONLY
(Y/N)

REQUIRED
(Y/N)

MIN
LENGTH

MAX
LENGTH

VALID VALUES

Organization
Code

Numeric (0-9)

Blank not allowed

Records with blanks and invalid
values in this field will be
rejected.

Organization Name

Organization
Name

35

A-Z, a-z, 0-9, dash (-),
apostrophe ('), embedded
spaces

Records with blanks and invalid
values in this field will be
rejected.

SSID Number

SSID Number

11

11

Numeric, 0-9
*Must be unique

Student Last Name

Student Last
Name

75

A-Z, a-z, 0-9, dash (-),
apostrophe ('), embedded
spaces

Records with blanks and invalid
values in this field will be
rejected.

Student First Name

Student First
Name

75

A-Z, a-z, 0-9, dash (-),
apostrophe ('), embedded
spaces

Records with blanks and invalid
values in this field will be
rejected.

Student Middle Initial

Student Middle
Initial

A-Z,a-z
or blank

Date of Birth

Date of Birth

10

Date (M=Month, D=Day,
Y=Year)
MM/DD/YYYY

Ethnicity
(Hispanic/Latino)

Hispanic or
Latino

Y=Yes
N=No

White

White

Y=Yes
N=No
or blank

10

Black or African
American

Black or African
American

Y=Yes
N=No
or blank

11

Asian

Asian

Y=Yes
N=No
or blank

12

American Indian or
Alaskan Native

American Indian
or Alaskan
Native

Y=Yes
N=No
or blank
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Native H . Native Hawaiian Y=Yes
13 atve fa\./vanan or or Other Pacific N 1 N=No
Other Pacific Islander
Islander or blank
M = Male
F =Female
14 Gender Gender Y 1 Records with blanks and invalid
values in this field will be
rejected.
15 Grade Grade Y* 2 Numeric
03, 04, 05, 06, 07, or 08
16 Cohort Cohort N Leave Blank
. . Special 1 = Participating
17 Special Education Education N 1 Blank = Not Participating
R e 1 = Participating
18 EL Classification EL Classification N 1 Blank = Not Participating
. . 1 = Participating
19 Migrant Migrant N 1 Blank = Not Participating
1 = Participating
2 E E N 1
0 SES SES Blank = Not Participating
21 Filler N 1 Blank
AZAEOQ3, AZAMO3 = Grade 3
AZAEQO4, AZAMO4 = Grade 4
AZAEQ5, AZAMOS = Grade 5
AZAE06, AZAMO6 = Grade 6
22 Test Code Test Code N 8 AZAEQ7, AZAMO7 = Grade 7
AZAE08, AZAMOS8 = Grade 8
If blank, set automatically
based on Cohort and Grade
fields
online = Online
23 Format Format N 10 If not = online, set
automatically in load
. . Numeric
24 Lithocode (TIN) Lithocode (TIN) Y 8 Leave Blank
25 Filler N 1 Blank
26 Filler N 1 Blank
Blank
27 Special Paper Version SpeuaI.Paper N 1 1= Pap'er
Version 2 = Braille
3 =large Print
. . Special Paper
28 Special Paper Version Version N 5 TRUE, FALSE, or Blank
Approved
Approved
1=SPV Form
Form Group 2 =ASL Form
2 F T N 1
d orm Group Type Type 3 = Braille

Blank = Computer Based Test
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Student Registration File Layout: AzSCI Spring 2023

READ

FIELD NAME REQUIRED MIN MAX
# (Display Name in Ul) (?(7'3)( (Y/N) LENGTH LENGTH VAT
Numeric (0-9)
Oreanization Blank not allowed
1 Organization Code & N Y 7 7 Records with blanksand invalid
Code . . )
values in this field will be
rejected.
A-Z,a-z,0-9, dash (-), apostrophe
Organization ('), embedded spaces
2 Organization Name N N 1 35 Records with blanksand invalid
Name . e .
values in this field will be
rejected.
3 SSID Number SSID Number Y v 1 11 Numeric, 0-9
Must be unique
A-Z,a-z,0-9, dash (-), apostrophe
('), embedded spaces
L
4 Student Last Name Student Last N Y 1 75 Records with blanksand invalid
Name . . .
values in this field will be
rejected.
A-Z, a-z,0-9, dash (-), apostrophe
. ('), embedded spaces
Student First
5 Student First Name . Nzr:ne s N Y 1 75 Records with blanksand invalid
values in this field will be
rejected.
6 Student Middle Initial | StudentMiddle N N 1 Az az
Initial or blank
D = D=D =
7 Date of Birth Date of Birth N v 10 Ma’\tﬂe/g\g /xs\?th’ 3y, Y=Year)
Ethnicity Hispanicor Y=Yes
8 N Y 1 1
(Hispanic/Latino) Latino N=No
Y=Yes
9 White White N N 1 N=No
or blank
. . Y=Yes
10 Black orAfrlcan Black orAfrlcan N N 1 N=No
American American
or blank
Y=Yes
11 Asian Asian N N 1 N=No
or blank
American Indian or American Indian Y=ves
12 . . N N 1 N=No
Alaskan Native or Alaskan Native
or blank
Native Hawaiian or Native Hawaiian Y=Yes
13 . or Other Pacific N N 1 N=No
Other Pacific Islander
Islander or blank
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M = Male
F=Female
14 Gender Gender N Y 1 Records with blanksand invalid
values in this field will be
rejected.
15 Grade Grade N v 2 Numeric
05, 08, or Blank for HS
23 =2024
16 Cohort Cohort N Y* 2
or Blank
. . . . 1 = Participating
17 S | Educat S | Educat N N 1
pecial Education pecial Education Blank = Not Participating
. X . X 1 = Participating
18 EL Classification EL Classification N N 1 Blank = Not Participating
. . 1 = Participating
19 Migrant Migrant N N ! Blank = Not Participating
1 = Participating
20 SES SES N N 1 Blank = Not Participating
21 Filler N N 1 Blank
AZSCO05 = AzSCI GRADE 5
AZSCO08 = AzSCI GRADE 8
22 Test Code Test Code N N 8 AZSCHS = AzSCI GRADE 11
If blank, set automatically based
on Cohort and Grade fields
online = Online
23 Format Format N N 10 If not = online, set automatically
in load
24 Filler N N 1 Blank
25 Filler N N 1 Blank
26 Filler N N 1 Blank
Blank
. . Special Paper 1= Paper
27 Special Paper Version Version N N 1 7 = Braille
3 =Large Print
- . Special Paper
IP Vv
28 Special Paper Version Version N N 5 TRUE, FALSE, or Blank
Approved
Approved
1=SPV Form
2 = ASL Form
29 Form Group Type Form Group Type N N 1 3= Braille
Blank = Computer Based Test
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At times, when the SRI file has completed processing in PearsonAccess"™" and issues/errors are encountered, the
message Complete with Issues will display on the screen.

This issue may be due to a student who was in the SRl file but already exists in PearsonAccess"™" with another
school or district. Refer to the image for sample issues.

When this occurs, the Achievement District Test Coordinator needs to submit a Work Request in
PearsonAccess"™. This will request for the student to be transferred from one school/district to another

school/district. If the Work Request has not been processed within 3-4 days, contact ADE at AASA@azed.gov or
AzSCl@azed.gov.

Refer to directions for Work Requests beginning on page 49.

Note: Students cannot be deleted from PearsonAccess"™. A student will be removed when another
district/charter adds the student to their registration.

Complete with issues
Some redards were not e, see the engr ISt for detals
File Information
Type Organization
Studert Regustratien Import Sample Schood Disteict (O0AD0GD)
User
abod. ofghskinpop.org
DIZ4IZ049 11:18:11 AM Download File @
Total Records
g Download Students Created €
255
Successtul Records
Erroc Records
Steps
Step Massage
Format Verdeation Complete
Import Encourtared 243 racords with ssues; deta for thase r2cords was not saved
Generate Error Fries Complete
Errors
Download Records in Error €
Download Error Messages @
Record Number  Message
2 Tost AZP & already easigned 1o this studant in aiganization Prckly Fear Scha
12 The Test AZF04 15 akeady azsignad to this student n organization Pckls Pear School
18 he Teat AZPO4 is akeady asaigmd to this student n oganation Prickly Pasr School
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Creating Testing Groups Using the Student Test Update File

Testing Groups are optional for PearsonAccess". For those wanting to group students by classroom or testing
days, this may be completed using the Testing Group function or by uploading the Student Test Update (STU) file.

To create and populate testing groups with

students in PearsonAccess

1.

next,

Go to the SETUP section and select

Testing Groups. Import £ Fxport Data

Select All Tasks from the Start drop-

down menu. Testing Groups

Select the Create/Edit Testing Groups
tab. Select the Organization, fill in the
Name field and, if desired, a
Description.

Testing Groups

= Teatng Geoupe

Select Create. The form will reset after
creating each group. Repeat this Tasks for Testing Groups © Add Task
process until all groups are created.

Next Task > Exit Tasks X

Create / Edit Testing Groups id / Remove Student Tests in Testing Groups Assign Users to Testing Groups

You MUST add one student to each of Delete Testing Groups
your testing groups in PAN. Click on

Add/Remove Student Tests in Testing
Groups. New Testingg

TESTING GROUPS (0) DETAILS

Search for a student in the Find by pron v
Prickly Pear Intermediat... x |»

Name or ID search bar. 2 1
Name*

Select each of the student’s tests by Mrs Sl Grads 4

selecting the box next to Test. Description
| Lab Room 123

Note: If you prefer to add students to a e —

testing group without using the Student —

Test Update file, follow steps 6 and 7
until all students have been added to

the test session. Tashs for Testing Groups
Click Save.
TESTING GROUPS (3) DETAILS
Select the Exit Tasks button Tost Grou o ;
. " o st Group 1 s

| Grovg Adid Stugent Tests

o Find by name or 10 within INT MANLAL CRS D151
» NTTESTLNANTEA. NTTESTIRAMEA (TEO4BS0T 908
INTTRSTLNAMEA, INTTE S TENAMEA (7S4GS07908)

e U3 Witing SAFT
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10. Go to the SETUP section and select

Import/Export Data. @

Testing

11. Select All Tasks from the Start drop-

=
Reports

own menu. Import / Export Data ‘
12. Select Student Test Update Export i Students 1 All Tasks
from the Type* drop-down menu. K  Testing Groups " g
13. Check each box to include Attempts, Organizations Import / Export Data
Test Assignments, and Tests in . Users _ View File Details
Progress to be sure all students are = 1
included in the export.
Type*

14. Click Process.

15.

Student Test Update Export v

The file may take a few moments to

process. You may refresh the page by Grade
clicking the arrows in a circle icon. ‘ Select Grade(s) to limit resuffs ’
16. Once the export is completed, Subject
download the file by clicking Download A -
Select t(s) to limit results ‘

File.

ncludes Assignments

nclude Tests In Progress

=

<D

DETAILE <

Complete

File is ready for download

File Information

Type

Student Test Update Export
Request Date

12/30/2021 10:48:44 AM

<D

Organization

User

Total Records
253

o

Download File ©
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17. Once the file is open, you will see that
columns AF (Testing Group) and AG AD AE AF AG

AH

(Testing Group ID) are populated for the '

zistratii Litho Cod¢ Testing Group Testing Group ID Status

students that were placed into Testing

. 2 Test Group 1 3658 |assign
Groups in step 5. For each of the other P _g
students, you must enter the Testing 2 LLE A i) EEE!EH
Group name in Column AF and copy and 2 Test Group 3 3660|assign

paste the Testing Group ID in column
AG.

Note: The Testing Group ID will only be available on the Student Test Update Export file if a
student has already been added to the Testing Group in PAN.

18. Be sure column A, Organization Code,

A B C
has seven digits, and column C, SSID — —
Number, has eleven digits. Organization Code |Organization Mame  |SS1D Mumber
) 0000004|1 George Hunt Schoaol | 00000000001
19. Savethe fileas a .csv. m 0000004|1 George Hunt School | 00000000001
20. In PAN, go to the SETUP, then select 0000004 |1 George Hunt Schoaol | 00000000002
Import/Export Data. 0000004|1 George Hunt S5chool | 00000000002

21. Select All Tasks from the Start drop- ~ =

down menu.

Testing  Reports

22. Select Student Test Update Import I Import / Export Data @ ‘ 1 All Tasks h‘i

* -
from the Type* drop-down menu. i Students
23. Click the Browse button under Source K Testing Groups Import / Export Data

File and select your Student Test o izati

Update file. § roancatons View File Details

4 Users |
24. Click Process. o 1
[Type’

sSource File

| Browse... | Student Test Update.csv

[] Ignore Error Threshold

Process @
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Testing Conditions and Accommodations

Universal Test Administration Conditions are specific testing situations and conditions that may be offered to any
student to provide him/her with a comfortable and distraction-free environment.

Universal Tools such as Color Contrast, Answer Masking, Line Reader, and the Magnifier Tool are available in
TestNav for all students.

Students who require specific test settings or testing accommodations must have those set before the student
signs into TestNav to begin testing. The selections made in PearsonAccess" will turn on the tools as soon as the
student signs into TestNav. If a student’s accommodations are not set prior to sign in, the student needs to sign
out of the test. Follow the directions below to set the accommodations.

1. Go toTesting, select Sessions.

Impon ¢ Export Dats
2. Onthe Sessions screen, select Search and 1
Sudents
check the Show All Results box.
Testing Groups

3. Onthe Sessions screen, there are two ways to
look at the sessions:

SesSIONS | o swdents n Sessions » 4

a. Place a check in the box next to each

session name you want to work with, P Soteichs
or
b. Place a check in the box in the header Fitters

Seasion Statuy

row to select all sessions.
Organizaton Q

4. Select Go to Students in Sessions link.

B s = esenn v verwens

5. On the Students in Sessions screen, select a —
session name from the Session List. —— A‘b""‘_“‘“"’" -

(== l::I_

LT 17

6. Place a check mark in the box by the desired
student test. Select Student Tests from the
Start dropdown menu.

7. On the Tasks for Students in Session screen, : ' L2 s i e e S s o s a4
select the Manage Student Test tab. e
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8. Find the Visual Assistance Tools section. Use
the PNP Color Contrast drop-down menu to
select specific color contrast settings, use the
PNP Alternate Mouse Pointer drop-down to
select a specific mouse pointer size or color,
or place a check mark in the boxes for each of
the desired tools.

45
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Assigning Student Accommodations Using the Personal Needs Profile

Import File

Using the Personal Needs Profile (PNP) Import file to assign accommodations to students will allow the user to
assign accommodations to multiple students at the same time. Additionally, when uploaded to PAN via the PNP
Import file, accommodations will automatically be active in TestNav when the student logs in to test.

To update student accommodations using
the PNP Import file, first extract the
existing basic PNP information from

next,

PearsonAccess™

1. Gotothe SETUP sectionand
select Import/Export Data.

2. Select All Tasks from the Start
drop-down menu.

3. Select Personal Needs Profile
Export from the Type* drop-down
menu.

Note: You do not need to change
anything in the Test Status Filter
box.

4. Click Process.

5. The file may take a few moments to
process. You may refresh the page
by clicking the arrows in a circle
icon.

6. Once the exportis completed,
download the file by clicking
Download File.

& ™~ =
(v Testing Reports

|| Import / Export Data oj‘

| students
i Testing Groups

Organizations

Type’

Personal Needs Profile Export v

Test Status Filter

[ assign | x testing|
Grade

si;}l(—’:( Grade(s) to limit results
Subject

Select Subject(s) to limit results

[7] Include te

Process

Complete

File is ready for download

File Information

Type

Personal Needs Profile Export
Request Date

01/11/2022 02:42:56 PM
Total Records

4

Chmmrsseful Dasrsard=
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User
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7.

10.

11.

12.

13.

14.

Once the file is open, you will see that
columns J through O may already have
data populated. These are the columns
that you will update for the students’
accommodations.

J K L M M Q
PNP ColofPNE Answ{PNP Line | PNP Magr| PNP Alter| PNP Magnification Percentage
black-lma] TRUE TRUE TRUE TRUE 200
FALSE FALSE FALSE
FALSE FALSE FALSE
H FALSE FALSE FALSE

Note: Please see page 48 for the PNP Import file layout which contains information on what data

will be accepted in each of these columns.

Be sure column A, Organization Code,
has seven digits, and column C, SSID
Number, has eleven digits.

Save the file as a .csv.

In PAN, go to the SETUP, then select
Import/Export Data.

Select All Tasks from the Start drop-
down menu.

Select Personal Needs Profile Import
from the Type* drop-down menu.

Click the Browse button under Source
File and select your PNP Import file.

Click Process.

A

B %

Organization Code

Organization Name  |SSID Number|

0000004

1 George Hunt School | 00000000001

0000004

1 George Hunt School | 00000000001

O

0000004

1 George Hunt School | 00000000002

0000004

00000000002

1 George Hunt School

& 4 =
CEOLM  Testing  Reports Mar
|| Import / Export Data U All Tasks m
| students

i Testing Groups
Organizations

Users

Import / Export Data

View File Details

Type’

Personal Needs Profile Impo

Source File

| Browse... | PNP Import.csv

[] Ignore Error Threshold

Process

14

eset
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Personal Needs Profile Import File Layout

Column Header Min Length Required Valid Values
Name Length

Organization Code 7

s9)
<

Organization Name 1 35 A—Z, a-z,0-9
() &#H

embedded spaces
0-9

A-Z, a-z,0-9
A-Z, a-z,0-9
A-Z,a-z

Blank

Do Not Change
black-cream
black-lblue
black-Imagenta
white-black
yellow-blue
dgray-pgreen
Blank

PNP Answer Masking 1 N TRUE, FALSE
Blank

] PNP Line Reader 1 N TRUE, FALSE
Blank

K PNP Magnifier Tool 1 N TRUE, FALSE
Blank

L PNP Alternate Mouse 18 N medium

Pointer large

extra-large
extra-large-black
extra-large-green
extra-large-yellow
Blank

SSID Number 11 11
Student Last Name 1 75

Student First Name 1 75
Student Middle Initial 1 1

zZ|<| <|=<

()]

Test Code 8 8
H PNP Color Contrast 255

<

pzd

M PNP Magpnification 3 N 100
Percentage 110
120
150
175
200
250
Blank
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Managing 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 from inside of
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
Achievement District Test Coordinator 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

e First name

e Middle initial - optional
e Date of birth

Work Requests
To submit a work request for a new student who transferred into the district: i Vo

1. Go to Setup, select Work Requests. Pearsoniccess’™
Fad Work Ragquests
2. GO tO start, Select A" TaSkS Bt Eapal Hade i
Sl
3. From the Tasks for Work Requests screen, Fasting Gredos
select the Request/Delete Enrollment SHPRENS DETALS
Lscrs
TranSfer ta b n New Envoliment Transfer
AN b asts
IS0 Kumner

4. Complete the information on the New
Enrollment Transfer. pr— <
5. Select Search.
6. You should receive a green message bar Date of Bres
showing Student Found. Enter the new ‘
organization below.

7. Change Enrollment From — will indicate the

school that the student is currently listed in EvtoLLueNT oETULY

PAN m New Enroliment Transior o horw
8. Complete Change Enrollment To — select the Gt

school name (not district) where the student e

needs to be transferred to. SR
9. Click Send Request. [ |

Thasge Errobmaers Fron

y Py ¥y B A FO0OK
Thevge Errudmert B o
—
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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.

i s
The Achievement District Test Coordinator [ i

from the releasing district will receive an (g g e e e gy N e
email notifying them of the work request. o

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

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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Requesting Student Transfers with an Enrollment Transfer Import File

When several students transfer into your district and the students require an AASA and/or AzSCl test, the
Achievement District Test Coordinator may use an Enrollment Transfer Import file to request to have the students
transferred from the releasing school(s) to the new school(s). These work requests will be sent to the releasing
school for approval.

To submit an Enrollment Transfer Import File for new students who transferred into the district:

1. Download the Enroliment Transfer Import
File Layout from the Support
Documentation page in PAN and enter your
students’ information into the file.

AASA e ArSCIPAN Uner s Cotile
T T T p—

AABA Wit AZSC! Brretvret Trwnstess aeport Fe s Temgiaie

PearsonAccess™™!

D AARA mi A BZ] Ematimans 3 ot st Fiw ol Twvman

Note: The import file must be saved as a
.csv. Please see page 52 for tips on how to
format your .csv file in Excel.

2. Go to Setup, select Import/Export Data. I

Impeet ¢ Export Cuala

3. Go to Start, select All Tasks.

Students Import / Export Data

Testing Groups View File Details
Tasks for importing and Exporting Tasks for Importing and Exporting

4. On the Tasks for Importing and Exporting
screen, select Enrollment Transfer Import
on the Type* dropdown menu.

Import / Expoet Uata View e Detats

5. Click Choose File under Source File
and select your saved .csv file that
you completed in step 1. Fe il b S

Enrolment Transier imgort

6. Click Process.

7. Youshould receive a blue message bar
indicating that the file is processing.
You can click the refresh button next to i O““’E

Panding

DETAILS to refresh this page.

Fie hixs Doen queusas for procesang

8. When complete, you will receive a blue

message bar indicating that the import is . 6

complete.
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**Excel tip: Microsoft Excel automatically

removes leading zeros from number values entered. The
leading zeroes are required for the SRI to work properly.
To change the number format, follow the steps below:

A. Select the cell(s) that requires leading zeros, and
press Ctrl+1 to open the Format Cells dialog box.

B. On the Number tab, select Custom from the
Category Menu.

C. On the Type menu, select the “0”, then click in
the Type box and type zeroes until the number format
matches the minimum length. For example, to make the
SSID an 11-digit number with leading zeroes, you will
type 11 zeroes in the “Type” box.

D. Click OK to save the changes.

Approving or Rejecting Work Requests

Once testing has begun, check if a student has already completed testing prior to approving a transfer request.

Format Cells

Mumber  Alignment

LCategory:

General
Mumber
Currency
Accounting
Date

Time
Percentage
Fraction
Scientific
Text

SEeciaI

Font Border

5am

ple

00001234567

Type:

00000000000|

Fill

Protection

General
o

0.00

0_);[#,#£0)
#0]

Type the number format code, using one of the existing codes as a starting point.

Please use the following guidelines for approving or rejecting transfer requests.

e Ifa student has not started testing, APPROVE the transfer request.

e If a student has completed one or more test units, but has not completed the entire test, APPROVE the

transfer request.

Delete

Cancel

e If a student has completed all test units of the assessment, REJECT the transfer request and indicate in the
comments field, “Student has already completed testing.”
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Moving a Student into an Active Session from a Transfer Session

If an examinee was in a session prior to the examinee’s transfer, the examinee’s test assignments are moved to
the Sessions screen and placed in a session with “TRANSFER” listed in the title. This is a temporary session, and
the examinee needs to be moved to actual sessions at your school. A
TRANSFER session cannot be prepared, started, or stopped. Examinees
cannot test in a TRANSFER session.

= E

Reports  Test

1. The student from the TRANSFER session must Student Tests I
be moved into an active session.

Sessions

2. Go to the Testing section and select Sessions. Students in Sessions

3. Click on the Find Sessions Search button and

check the Show all results box. Find Sessions
4. Check the box next to the TRANSFER session e Sharts Wi P
S

and the session the student is moving into. % Show all result
Filters Clear Hide 5 Rest
Session Status This actio
5. Click on the Go to Students in Session link r ‘
Select one or more
near the top of the page. ‘ ‘ o [ sess._
[] Session o Session Status
Grade 4 Writing SAFT @ Not Prepared

TRANSFER - AASA Grade 04 Writing SAFT @  Not Prepared
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6. Click on the TRANSFER session in the Session
List.

7. Check the box next to the student’s name in the lower
center of the screen.

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

9. Select the Move Students Between Sessions
tab on the black bar.

10. Place a check in the box for the Session that
you are moving the student into.

11. Click on the Move button.

12. When all steps are complete, the transfer student is
ready for testing.

PearsonAccess"e 'y

@ & ~ =
Home Setup Testing Reports

SesSIONS | co to Students in Sessions »

Session List Add a @
& Combined View

AASA Grade 04 ELA
TRANSFER - AASA Grade 04 ELA

[[] SSID Number LastName First Name Middle Name

13 [00000000011 11 Student 11 Test o
@ TTS

I Manag
0
¢ Student Test Statuses [
Students

5 iit
Student Tests

=m

B Al Tasks

Move Students between S
Tests Sessions
AASA Grade 04 ELA » x AASA Crade 04 ELA

» TRANSFER - AASA Grade 04 ELA

Reset

Croate Session

ntpvfesh testschool {1500001)

1
Student 1 0 | AASAGrade DA ELA
0B Student, OB Test (DO00000000E) O -
TRANSFER - MASA Graoe 04 ELA. ANSA Grade 04 ELA
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AASA Work Requests - 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.

12.

13.

14.

15.

Go to Setup, select Students.

& Setup

Search for an individual student by ! Import / Export Data

entering either their name or SSID and |\

select Search or select Show All Results. Testing Groups

Place a check in the box next to the Organizations
student’s name(s) whose test(s) need(s) =~ Users
to be reassigned. | Published Report Access

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.

TUDENT TRATA (1]

o

The student’s test assignment has been
removed.

STORENTIA TEAM OO0 I20N

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.

STOTNT AT

Select Test*. Select the appropriate test. IO, - st Tt

ST oA

WrsmeTt Frst M Sratere Ve

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.
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AASA Work Requests - 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 toSetup, select Students.

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

Import / Export Data

Students

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

Pod Materis  ty gnedey Sperg 2031 Artzone Soscce Negatratems -

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

eoen Lli:a WTsmeTt Pt nane Sratere Aeac

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 assigned test that is identified
under the student’s name. ot retes

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

TUDENT TRATA 1Y) TEAT DR

s ‘ o:enue Testl (42432132122)
-..

STORATIA, TENM O OR 2N

Gryeriiaress Wty Grous

8. The student’s test assignment has been
removed.

9. Toadd a new test assighment, remain on
the Manage Student Tests tab, under
Student®, select the student’s name.

g
10. Select Organization*. Select the correct e
school. — N
. EETEEEETN  Vow Studect Tewt :
11. Select Test*. Select the appropriate test. M . 0@

12. Testing Group is an optional field and can
be left blank. (103

Dgerzatae Twwrg Grecp

P

13. Select Format*. Select Online.

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

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

Note: See section Adding Students to a Test Session on page 29.

1. Go to TESTING, select Sessions.

Student Tests
2. Search for the test session that was
created under Find Sessions. Click Rejected Student Tests
search.
3. Place a check mark next to the test Students in Sessions

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 " R
| ot
tab. L 00— {mmm| -
6. Onthe leftside of the screen, select the .. s Je— T —

session name from the SESSIONS list.

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

v Y s
add to the session. ' L — = -
8. Place a check in the box next to each e |9
selected student. fa - =

9. Select Save.
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Managing Additional Orders
There will be a separate Additional Order window for each test administration: AASA and AzSCI. If an additional
order is needed, the Achievement District Test Coordinator is to place one consolidated additional order per test
administration for the entire district. All additional orders are reviewed for approval by ADE prior to being
shipped.

ADE will place an order for any approved Special Paper Version (SPV) tests (Braille, large print, or regular print
SPV). Achievement District Test Coordinators will not need to place these orders but may check in

PearsonAccess

next

to track the shipment of these tests.

Schools approved for AzSCI paper-based testing will need to place an additional order for test booklets as there
are no initial orders shipped for AzSCI.

1.

Go to the SETUP section, select Orders &
Shipment Tracking.

On the Orders & Shipment Tracking screen,
click the Start drop-down menu, and select
All Tasks.

The Organization (Code) auto-fills with the
organization name. Verify that the
Organization (Code) is for the correct
district.

In the Date Needed* field, enter today’s
date. Note: The Reason and Special
Instruction fields are not required and
may be left blank.

Verify the Ship To information is correct. If
there is an error in the address, do not
continue with this order. Immediately
contact AASA@azed.gov or
AzSCl@azed.gov to update the contact
information.

Select Add Items to open the Edit Materials
Order screen.

Edit Materials Order

On the Edit Materials Order
screen, enter the quantity of
each item needed.

Q Fre Mrwerats

Select Save.

Orders & Shipment Tracking

Salect an acion \

g To
Contaat intormation e Shippang Adaress

Tavtesitewe  Awwen Linw

Joe Tam Aocrwes Live 2

Materias Oroer

o

[ - - Daping
e treane

ADOC08YS | ARSA Mt Seuderd Tet Bk

ANNCOEST | AASA Lty Sedert Tt Bocks Oroce &

ADXOOAS | ARG Stadert Tust Dacks woce §

ANKCOOM | AMEA U Shad Test Pocky
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9. The Edit Materials Order screen will close

and take you back to the Materials Order N oo
screen. The Materials Order section will

update and show your selections and [—

guantities. Verify that the information
entered is correct.

10. If the order is complete for the entire

district, select Create.

11. A green Success Changes saved
confirmation message will show once the
order has been created.

12. On the left of the screen, select the
Additional Order hyperlink to review the
order.

13. Select Exit Tasks.

next

Note: After 24-48 hours, log back into PearsonAccess
by the ADE.

to confirm that the Additional Order has been approved
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Tracking Additional Orders in PearsonAccess"®*

To track an order in PearsonAccessneXt:

1. Verify you are on the District Entity organization or change to the District Entity for the order to
be tracked.

PearsonAccess™™

2. Gotothe SETUP section and use the Select an action drop-down menu to select Orders &
Shipment Tracking.

PearsonAccess"ext
& Setup ~

Import / Export Data

Students

Testing Groups

Organizations

Users

Work Requests

Orders & Shipment Tracking

3. Onthe Orders & Shipment Tracking page, click on the blue information circle &
for the Order # you want to track.

Orders & Shipment Tracking

Find Oroers Placed or Updated in

-

Dates
ger 8 /Line ¥ Type Status  Receiving Organazation (Code) Ordered  Last Delivery
ao2 N Ind defiverod  TumSleseed Unied Schoct Distrc! ($90099%) 07002010
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4. The Order Details screen will pop up in a separate window. Click on the Shipments tab to track
the order.

Order Details

Order #
802

Sales Order #/ Line #
6470332/1

Details & Status Ship To Matenais Order (1)

Shipments (1)

Status
delivered

5. Onthe Shipments tab, available details about the order will be displayed. The Tracking Number
is a live link for tracking the package(s) with UPS.

Order Details
Order # e
3551
Sales Order # / Line ¥
70599646 / 1
Dotais & Stalu Sho To Materials Order (1) Shioments (1)
Shipment 1
Box Number Status  Expected Arrival  Delivery Date  Tracking Number
1 defivared 0210972019 02092019  1Z1Y36200303061130
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Preparing for Testing

Once all students have been added and assigned to a session, but no earlier than a couple of days before the
scheduled testing day, the Achievement District Test Coordinator, School Test Coordinator, or Test Administrator
may begin the preparations for testing day.

Note: These resources can be accessed on March 13, 2023 for AzSCl and March 27, 2023 for AASA.

Session Resources
Below are descriptions of the session resources that will be used:

e Scheduled Sessions provides a list of all the sessions created and session status for an organization.
e Session Student Roster is a list of all students assigned to a session.
o New for Spring 2023: The Session Student Roster Report will show a detailed status by test
unit, rather than the overall test status.
e Testing Tickets provides the student’s username and password for logging into TestNav, Pearson’s
online testing platform.
o New for Spring 2023: Quickly print all testing tickets across sessions for a student from the

student information page. PearsonAccess ™

Note: Seal codes are not used for AASA or AzSCl.

& Selup

To access the various session resources in

next,

| = Testing
PearsonAccess

Slagen! Tesis

1. Goto TESTING, select Sessions from the
Select an action drop-down menu.

2. Onthe Sessions screen, select Search and
check the Show All Results box.

B Sessions

Mansge

3. Onthe Sessions screen, place a check in the
box from the header row to select all
sessions.

Fna sessons

Filters

4. Onthetop left side of the screen, select the Seasion Siaees

Go to Students in Sessions link. 0,\—: st &
Crgantzation M ASCIGRAIE 11 O Mot Paspeendg OO0
A ASCIORADE 1199V O ot Pegared 1032000

5. On the Students in Sessions screen, select a
session name from the Session List.

I Swoents in Sessi

6. Select the Resources drop-down menu to see
the list of session resources.

Uanage

Seasion List A0 2 J0een
7. Select the Resources needed. Each of the -
) Combtined Vew
session resources will open in a new tab. AS01 GRACE 11
ATSCI GRADE 11 Sy
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Scheduled Sessions
Scheduled Sessions provides a list of all sessions created and session status for an organization.

1. OntheResources drop-down menu, AASA Grade 03 ELA Part 1
select Scheduled Sessions. Ignore Schedule @ Details # Edit

Seal Codes

2. The Scheduled Sessions report will Not Prepared
open in a new tab in your internet I Scheduled Sessions I

browser. Session Student Rosto

STUDENT TESTING
3. Close the tab on your internet TICKETS
browser that displays the Scheduled Print all for this session
Sessions report when finished. Print selected for this
Ses310N

Students in Sessions - Anizona X Scheduled Sessions X

C® O©Oaa

VR # vy N @O @

Scheduled Sessions spring 2023 Arizona Science

2

Session Name Status Start Date Test Students Organization Location
AzSCl GRADE 11 Not AzSCI 1 George Hunt School
Prepared GRADE 11 (0000004)
AzSCi GRADE 11 Not AzSCl 1 Prickly Pear Intermediate
SPV Prepared GRADE 11 School (0000003)
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Session Student Roster
The Session Student Roster is a list of all students assigned to a session.

1. OntheResources drop-down menu,

select Session Student Roster. =

Saiacie:

Bedect Tasks

The Session Student Roster report will
open in a new tab in your internet

. Session List
browser for the selected session.

3 Comaned View
AZSCIGRADE 11
Close the tab on your internet browser ASRABEAEE TSN
that displays the Session Student

Roster when finished.

Clex

Session Student Roster

Test Aamnistranon AASA Spring 2023 Precaching Computer

Sesmon Status Nat Prepared Stheduled Start Dake

SE5900 Name AASA Grade 05 Math Sereguled Siat Tme

Organtzation intpviesh testsehool Actsal Start Dafe
(1500001}
Test AASA Grade 08 Math Actizl Slan Tene
Procior Reads Aloud No A0 | ocafon
Form Group Type Computer 83sed Test
4 Results
Preferred First Stugent Date of
Stucent Name Nome Code Birth Status
Dipyiecsh deuled pipvfedsh lestel  nia 0000000004  2013.01-01  Batery
(118)
nipviesh O intpviesh a1 {TT8) na 20401-03 Banery
mipviesh tesibal mipvissh testhal  nia 2013.01-01  Bateyy
(115)
nipviesh Wstned inipyiash tesitml  nG 000000050 20130101 Bamwey
ITT15)
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FormiForm
Group

AzSCI GRADE 1

Hot Prepared

M Stucents In Sesson

Print an for wie Soeai0n

Prnl &

SeREN

1082022
01:57 "M

Usemame  Signatuce

1708765501

SEE6TENG

0368848505

2442632669
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Testing Tickets

Testing tickets are printed for each student. A testing ticke

t provides the student’s username and password for

logging into TestNav, Pearson’s online testing platform. There are two methods you can use to print testing

tickets.

Method 1

While on the Students in Sessions page, on
the Resources drop-down menu, you can
select whether to print testing tickets for all
students in a session (Print all for this
session) or just for selected students (Print
selected for this session).

2. To print testing tickets for select students:

a. You can search for students by
entering information into Filters.

b. Place a check in the box by each
student you want to print a testing
ticket for.

c. From the Resources drop-down
menu, select Print selected for this
session.

3. The Testing Tickets will open in a new tab on
your browser.

4. You may select to print one testing ticket per
page, or multiple tickets per page.

5. Close the tab on your internet browser that

displays the Testing Tickets when finished.

Note: Testing Tickets should be treated as
secure test material.

Student Testing Tickets

C @

Select a print format 4

v &

3 ks W Students in Sessio
Sebect Tasks = m tManagn
Session List AGd 1 Session AZSCI GRADE 11  nore Scheg tats
) Comtxned Vew Nt Propaced I
A5CI GRADE 1
ALSCI GRADE 11 S8y o
- v 1t
"
ki tat 533 8 s AZSCIGRADE 11 tware scncauo [Nl o L«
o “ Sthethuied Seasity
ALBCH GRADE 11 SFY ) ™ i
Fine Students  In e aslecies sesmon|s| sbove
Finers o
QCrganizason
[ E5ID humber L33t Kame First Namd Widdie HName Usarmame
S50 Numoar SEIR PR AT | b T 01 Wt "
™
Sesting Groud
Sanc ki
X
- O o ¢ N D & =

Select Arizona In the application

STUDENT TESTING TICKET
Student: Student1, TestO1 e
SSID: 32132132132

Session: AzSCI GRADE 11

Date of Birth: 1071272010

Test: AzSCI GRADE 1

Username: Password:
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Method 2

1. Onthe Sessions page, select the session
or sessions for which you would like to
print testing tickets.

2. Click Start, then select Generate Testing
Tickets.

3. Confirm the selection on the Generate
Test Tickets page, then click Generate
Test Tickets.

4. A PDFfile including all testing tickets for
this session/sessions will be downloaded
and you may print from this file.

Sessions

Piters
Sexnicn Slatus

Organganon

Generate Test Tickets

(%] Session Name Test
Test Session O
Requireg
== -
STUDENT TESTING TICKET
Student: Student 02, Test 02
SSID: 12345678910
Session: Test Session
Date of Birth: 11/05/2004
Test: AzSCI GRADE 11

Select Arizona in the application.

Username:

Password:
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Increasing the Font Size of a Testing Ticket:

==
1. While on the Students in Sessions page, select a
ns

. . . Seal Codes
the testing session that you would like to

Scheduled Sessio

LEICTe e =1l 1 Per Page N

print. .| Session Student Roster | | r Ba0o
2. Goto the Resources link and select either STUDENT Tl o P 9
. . . . I STUDENT TESTING Grid
Print all for this session or Print selected for List
. . TICKETS Student: 135 St
this session. Print all for this session |2
3. Onthe Test Ticket page, select the 1 Per Page Piint selected Tris
print format. session
4. Use Ctrl+P on your keyboard to bring up the -
Print Dialogue Box. Then scroll down and
click on the arrow to show More settings. print inslnclpape
5. Under More settings, scroll down to select s & Adobe PO =

the scale menu.

6. Select Custom from the Scale drop down Figes " X
menu, then enter 200 in the scale field. This Sl o .
will double the font size of the testing ticket.

7. Click Print on the bottom of the Print Dialog i skt =

Box.

Scale Default E -

Scale
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Preparing a Session
Preparing a Session assigns students their testing form in TestNav. This step must be done prior to testing.

next,

To prepare for a test session in PearsonAccess

1. Go to TESTING, select Sessions.

2. Onthe Sessions screen, select Search and Shacnt k3
check the Show All Results box. 1
Studants in Sesskns

3. Onthe Sessions screen, there are two ways to
look at the sessions:

SesSIONS | 6o Sudents n essions » 4
a. Place a check in the box next to each

session hame you want to work with,
or

b. Place a check in the box in the header Fioe sessicos
row to select all sessions.

Filters

4. Select Goto Students in Sessions link. Jwibioq Situs

Organizaton

5. On the Students in Sessions screen, there are
two ways to view the sessions:
a. Select a session name from the
Session List, or
b. Select the Combined View to manage
all the sessions at the same time.

Students in SeSSIONS oo b sesemn

1t

Session List ) 4 Gewaon AzSCI GRADE 11 58

] Wot Prepared

6. Click the Prepare Session button.

7. When all test forms are assigned, the Session
will show as Ready, and the green Start :
Session button will appear.

Students in Sessions

Note: This task should be completed in advance
of the scheduled testing day. Depending on the
number of students assigned to the session, this ST

could take several minutes. AZSCE GRADE 11
AZSCI GRADE 11 SPV

Add o Session

Session List

66
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Testing Day Activities

Locating a Student’s Test Session
To easily locate a student’s test session in PearsonAccess

1. Go to SETUP section, select Students.

2. Onthe Students screen, either search for the
student using the filters or select the down
arrow next to the Search button and select
Show all results.

3. Click the blue “i” icon to the right of the
student’s name to open the student
information box.

4. Click the Sessions tab, then click the session you
wish to view.

5. Click the Go to Students in Sessions link. You
will be taken to this session on the Students in
Sessions page.

next,

Imgort ¢ Export Data

Students

Students

Ning Studests  Ragaaeret (o ARSA Spnng 2027 -

Show 41 st
Fizers
| Atssme AR Oy arsaney
S50 Narvber $50 Mann
Lo O »
TR 2000000008 O AZDOD B
O $SI0 Number” dent Last Name*
O COODDNN0NGE 6 Student
(] ‘:C-J’JOUUUUOE nt A-Z 0-9 a-z-'
N 1050000000C @ ntpvtedsn al

[J $0000000002 6 Intpvteds testol

Int A-Z 0-9 a-z - ' Int A-Z 0-9 a-z - ' (90000000008)

AASA Spnng 2003

Detai: Qrgarason Enrolments Tes2 Adminisiraton Regasiration

Test Assigned
AASA Grade 05 Math
Proctor Reads Alouc
fake
Form Group Type

Compuser Based Test

R A - MIpVIEAn Restscnoor (Y S0000

Close

IntA-Z0-9a-z-"'Int A-Z 0-9 a-z - ' (90000000008)
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Starting a Session

On testing day, a test session must be started. Students present for testing must be unlocked before the students
can login to TestNav.

To start a session on the day of testing in PearsonAccess

1.

Go to TESTING section, select Sessions.

On the Sessions screen, select Search and check
the Show All Results box.

On the Sessions screen, there are two ways to
select sessions:

a. Place a check in the box next to each
session hame you want to work with,
or

b. Place a check in the box in the header
row to select all sessions.

Select Go to Students in Sessions link.

There are two ways to find the student:

a. Select Combined View in the Session
List and enter information into the
Filters section, or

b. Select a session name from the Session
List and scroll through the list of
students assigned to each of the
sessions.

Test Administrators can start each session
individually by clicking on each session in the
Session List or starting multiple sessions by
using the Combined View in the Session List.

Click the Start Session button for individual
sessions, or the Start All Sessions button if you
are using the combined view.

When a test session is started in
PearsonAccess™™, all tests are locked. Test
Administrators must unlock a student’s test
before the student is able to login to TestNav to
begin testing.
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Unlocking Student Tests

To unlock a session on the day of testing in PearsonAccess

next,

Method 1

1. There are two ways to unlock tests for pR—— v AN GRADH 11 8PV e &
students: e . :

SIIC BRARR TT W (1 Wt B

a. To unlock all tests in a session, click
and drag the lock/unlock switch. This
method may be used for a single I
session, or with multiple sessions using . -
the Combined View, or -

b. For individual students, go to Student
Test Status. Select Unlock for each
student present for testing.

2. The student should be in Ready status and
the lock icon should not be visible in the
Student Test Status box.

[C] SSID Number LastName FirstName Middie Name Username Session Student Test Status

[0 32132132132 Studentl1  Test 5451167258 @ AZSQ @Ready -
0 11s GRADE
1
(AZSCI
GRADE
11)

] 29887766554 Testd Student3 2255214
0 11s

Method 2

New this year, users may also use the filters on the Students in Sessions page to filter on Testing Group, Test
Status or Student information, then quickly click the lock/unlock icon to lock or unlock a test. Only one test unit
may be unlocked for a student at one time. If you unlock a test unit, all other units for the student will
automatically lock.

e —

e Ll v — W A Seam Bessn AAGA Graie 00 LA Uk | AARE Goe 06 WA Wt T A G 4 A

e iR TITETTMMR 1TTTESTRAMAS ST A .~ —
- - -
I3C b
I
Top Srmrve FITEIUAMERS FITESTIRA®Y oatute # AN
o e
-~ - * .
v Temw e
by : “ - SEEE . o —
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Resuming a Student Test

When a student signs out of TestNav or if a test times out, the student’s test status changes to Exited. The
student’s test must be resumed to complete testing in TestNav. This task can be completed by the Achievement
District Test Coordinator, the School Test Coordinator, and the Test Administrator.

Method 1

1. Go toTesting, select Sessions.

2. On the Sessions screen, select Search and check

the Show All Results box.

3. Onthe Sessions screen, there are two ways to
select sessions:

a. Place a check in the box next to each
session name you want to work with,
or

b. Place a check in the box in the header
row to select all sessions.

4, Select Go to Students in Sessions link.

5. Onthe Students in Sessions screen, select a
session from the Session List.

6. Place a check by the student test that is in
Exited status.

7. Go to Start, select All Tasks.

8. Onthe Resume Student Tests tab, place a
check on the student that needs to be
resumed in the Students in Sessions. Click
Resume.

9. A confirmation page will show the Student
Test Status as Resumed. The student may
sign into TestNav with the credentials
supplied on the test ticket.

28y Taats

Ganma v lamas

SesSIoNs | cow swdents n

Fiog Sessicns

Filters
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Method 2

1. Go toTesting, select Sessions. & Sewp

= Testing

Slwen! Tesls
Sesmons

Studenls 1 Sessions

2. On the Sessions screen, select Search and check
the Show All Results box.

3. Onthe Sessions screen, there are two ways to S e
select sessions:

c. Place a check in the box next to each
session name you want to work with,
or

d. Place a check in the box in the header
row to select all sessions.

Fiod Sensicns

Filters
Session Statuy

. . . Organizan 1o
4. Select Go to Students in Sessions link. -
. . AASA Grade 04 Writing SAFT
5. On the Students in Sessions screen, select a Session tiet
4 Saseilon [CJhnore Scheckle S Aesources « O Detam 2 Eak
session from the Session List. Pt e
L' AKSA Grage O4 Witlng 52T J it
6. Click the down arrow next to the red Exited ARSA Grade 04 Writing SAFT (5 Student Twsts)
tile and select Resume. =
7. The tile will turn yellow and say Resumed.
8. The student may now log into TestNav and
continue testing. The student may need to WL SR 0wnd . T g
refresh TestNav to see the available test. i [ Feone Y
SAFT &Loo
00000000007 07 Student 07 Test 7106583391 @ AASA -
Resumed

® TTS ee
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The table below gives a short description of each testing status.

Status

Ready

Description

The examinee has not yet started the test.

' Active

Exited

Resumed or Resumed Upload

Completed

The examinee has logged in and started the test.

Note: If the examinee exits the test, but the status
remains set at Active, the examinee cannot resume testing
unless the status is changed to Resumed or Resumed
Upload. Resumed Upload is used when the examinee
needs to resume their test from another workstation.
Resume must be selected first, then Resumed Upload.

The examinee has exited TestNav but has not submitted test
responses for the current test.

Note:

The examinee cannot resume testing in the session
unless the examinee’s status is changed to Resumed or
Resumed Upload.

If the examinee will not resume testing for any reason, the
examinee’s status must be changed to Marked Complete.

The examinee has been authorized to resume the test, but has

not yet logged in.

The test has been submitted by the examinee through TestNav.

Marked Compiete

The examinee has exited TestNav and will not resume testing.
Examinees are marked complete by the room supervisor or test
coordinator in PearsonAccessnext,
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Lithocodes — AASA Grade 3 Paper-Based Schools Only

A lithocode is required to administer the Grade 3 Oral Reading Fluency (ORF) test in Paper-Based Testing
schools via a landline speaker telephone with a keypad. Each student’s lithocode is located on their ELA
Pre-ID label. If a student did not receive an ELA Pre-ID label, the lithocode can be located in PAN.

Locating a Student’s Lithocode in PAN

1. Go toSetup, select Students.
3 Setup v

2. Search for an individual student by |
Import / Export Daia
entering either their name or SSID and P P
select Search or select Show All Results. || Students

Testing Groups

3. Place a check in the box next to the

student’s name(s) that need(s) to be ¢ Crganizations
updated. | Users

4. From the Start drop-down menu, select | Published Report Access
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

st Fitter Filer by Tt Staaun

STUDENT TESTS (1) TESTDETALS

555 Siudent. 555 Test (55555555555)

test.
AARA Grade 03 ELA Ora Reading
B g
Organizatce Testng Group
e il
Format Student Test Code Key
(SRR
Thet 30 S s formn Code

Lithocode (TIN)

Form Group Type
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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

menu. 2 i
. Support | All Tasks

On the Support Requests screen, select

:::L:‘:sks from the Start drop-down Support Requests Create / Edit Requests
Cocumentation Delete Requests
3. On the Tasks for Support Requests Downioad Atiachments

screen, at the Create/Edit Students tab,
fill in the New Request details.

New Request

Note: Please enter the student’s SSID e
number in the title of the request. Organization® Title (max 30 characters)*

Select v

4. Click the Create button. \

5. Your request will now be listed on the
Support Requests pagein a
“Submitted” status.

Question [ Concern®

6. You will receive an email as Attachments
confirmation of your submission

o Filename size (KB) Uploaded Date
containing the status of your request
and the Question/Concern and Attach Files
Comments you entered into m :
next Choose Files
PearsonAccess™ .

* Required 4

7. Once your lithocode request has been
completed, you will receive an email
detailing the resolution.
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Lithocode Exchange Form

The AASA Spring 2023 Oral Reading Fluency (ORF) 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"®". This
form will allow for the exchange of the two students’ lithocodes to enable accurate scoring.

1.

Next

The Oral Reading Fluency Lithocode Exchange Form for Grade 3 can be found in PearsonAccess ™ on the

Support Documentation page.

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

Support Requests

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

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.

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
Achievement District Test Coordinator and ADE after the Lithocodes have been exchanged.

ARIA Cperstons Sring 2011 Grade 0 ORF Spushing Text — Litvacode Excharys Farm
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Reporting Test Irregularities

Toreport a Test Irregularity in PearsonAccessnext:

1. Select the Test Administration to report a
test irregularity. To change the Test
Administration, click on the Test
Administration name in the black task bar

across the top of the page. This will activate
the Test Administration drop-down menu. oo 057 43170 We I co m e to

312412023 - 4/28/2023

Select the desired test administration. Pook) 42023 - 442023 Pea rso nAcces!

2. Gotothe TESTING section and select

Student Tests.
3. Atthe Find Student Tests field, type in the ~ Student Tests 4
student’s last name and click on Search. e .
Rejected Student Tests
4. Placeacheckinthe box by the Student name. Sessions

Students in Sessions

Fing Student Tests

sludent2 QSearch -
Filters
Organization
] Student Organization
SSID Number = | Swucentz Tes2 @ Prickly Fear Hgh School (000D001)

5. From the Start drop-down menu, select Manage Irregularities.

I
I AlTasks |

Update Student Test Details

F

Manage Irregularities
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6. Atthe Manage Irregularities tab, check the box next to the Student Name.

Manage Irregularities

Irregularity Date/Ti

Apply to Selected

1 items se

Organizatior
Student2, Test2 Prickly Pear
22222333333) School (00001

7. From the calendar icon, select the Irregularity Date/Time. From the Irregularity Type drop-down menu,
select the irregularity type. In the Comment field, type in a short sentence of what happened.

8. Click on the Save button and click on the Exit Tasks.

Tasks for Student Tests |
regulanties 8

Irregulanty Date/Time Irreguiarity Type Comment
[ v
[(1 #tudent Name Qrganuzation Test Type  Status [irregulanty Date/Time Irregularity Type Comment
[ Test Graxte 24 Phcely Per Elemenlary  A2SO online  atterngd - v +
(100000 School (0020003} GRADE
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Accessing Dashboards

The new Dashboard feature in PearsonAccess"" allows each user easy access to testing information.

To view the Dashboard:

1. Gotothe Dashboard drop down menu,
select Dashboard.

2. This screen has multiple graphs depicting
student testing data for the organization of
the user.

This page is customizable for each user. To
customize your Dashboard page:

3. Click the Go to Dashboard User Settings link
at the top of the page. (This can also be
accessed on the Dashboard drop down menu
depicted in the first image.)

I Dashboard

Dashboard User Settings

Dashboard .
Session Stalus Studord Test Status by Subject 2
No Data Availabie No Data Avalladle
Tast Statun - Ordine Tas! Siatus - Paper
No Cata Avallabie No Data Avallable

Test Status - Allemals

No Data Avaliabie

Dashboard User Settings . v v nevtemts

4. On this page, you can customize your
Dashboard, so you have access to the
information you need. You may remove
any unnecessary graphs and change the
graph type, so the information is easily
accessible to you.

WRILADLE DASHODARDS i)

Your Dashiboarcs -
Nurvhar of Cofumany

o Sescwun Status i Studeed Tiea! Suatcs Dy Sutjec

Cragn Trpe Sapn Yee

o Teat Statys - Orine o Test Satus - Paper

Grapn Trae Gzt Ype

o Tesd Sus - Alrade

Grapm Troe
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Operational Reports in PearsonAccess"*

next

Several Operational Reports are available in PearsonAccess"™ which may provide the user with helpful

information. A few of the commonly used Operational Reports are listed below:

Students Enrolled but not Registered for Test Administration
This report is useful for finding students that have not yet been registered for the AASA/AzSCI Test.
Students Registered but not Assigned to a Test
This report is useful for finding students that have been registered for the AASA/AzSCI Test but have not
been assigned a test.
Students with Online Test but not assigned to Session
This report is useful for finding students who have not yet been assigned to a session.

These reports can be found by selecting Operational Reports in the Reports drop-down menu, then checking the
box next to Students & Registrations on the Operational Reports page.

Setup Operational Reports

Testing

Report Categories

Crganization

Reports

¢ [Students & Registrations

Operational Reports 1" Cnline Testing
Orders & Shipment Tracking

Published Reports
Users
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Published Reports in PearsonAccess"*
Student level results will be available in PearsonAccess". Published reports include the District Student Data file
and the PDF versions of the Student and Roster Reports.

Note: Please refer to the AASA Reporting Guide and the AzSCl Reporting Guide for further information regarding
student reports.

next,

To access the reports in PearsonAccess

Setup
1. Goto REPORTS, select Published
Reports. Testing
2. Onthe Published Reports screen, = Reports
there are two ways to find reports: Operational Reports
a. Entersearchinformationinto | Published Reports
the Find Reports filter,

Published Reporis

or
b. Entersearchinformationinto
the Filters section.

&= Published Reports

anoge

3. Select the File Name to download and rsdi s
view the report or student data file.
Filters Ear Hae
Qrganizaban Type
1 Flls Nams Bize (KB) Date Put
Qrganizaton Name . ] P DA with 5 1 251 oA0s20
A o R TH0 0
1 1] ¥ Lo
Published Report Date Range
=
10
=
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