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Welcome to PearsonAccess"e*t

The Arizona PearsonAccess"* 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
administration.

PearsonAccess"®X!

@« (2]
Home  Support

m Arizona Assessments ::‘;::::;Tnmem

Welcome to PearsonAccessM*t

PearsonAccess"* is used to create, deliver, score, and report assessments, and provides many other custom online and paper-based testing and
reporting services.

Azsct

ARIZONA'S
ACADEMIC
STANDARDS
ASSESSMENT

PearsonAccess"* (PAN) is the website to access the AASA

and AzSCl test administrations. Your Username and % Sign In
Password give you access to all test administration -
functions in the testing program(s) for which you have m

been assigned. The Sign In button is located on the right Forgot Username | Forgot Password

side of the Home Page. Your Username will be your email

address. Passwords must be reset each year. If you forgot L. Contact Us
your password, use the Forgot Password link to have the
password reset.

Email Pearson Customer Support:

Contact Arizona Support

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.

For email 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.

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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Accessing Support Documentation

Resources are available in PearsonAccess" (PAN) under Support > Documentation. There, you can download the
PearsonAccess™" Users Guide, file layouts, and other ancillary materials.

1. From the PAN homepage, select Documentation from the v
PearsonAccess
Support drop-down menu.

2. Under Categories and File Type, you can use the check boxes to I Dashboard
filter down the resource list.

Setup

3. Click on resource title to download the document.
Testing

Reports

Test Config v

© Support 1 A

Support Requests

Documentation

Categories All Clear

Layouts AASA and AzSCI PAN User's Guide
Training AASA and AzSCI PAN User's Guide
File Type All Clear . .
e AASA Spring Test Coordinator Manual (TCM)
Archive AASA Spring Test Coordinator Manual (TCM)
Excel Feb 28, 2023
Web Page -
Other Spring AASA Grades 3-8 District Test Coordinator Important Tasks Checklist
PDE Spring ' AASA Grades 3-8 District Test Coordinator Important Tasks Checklist

PowerPoint Feb 28, 2023

Word
Spring 2u. . AASA District Student File Layout

[@ Spring —._. AASA District Student File Layout
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Changing Test Administration

If you have access to multiple assessment programs or have used PearsonAccess™* (PAN) 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. Fromthe Test Administration drop-down menu, select AASA Spring 2024 or Spring 2024 AzSCl.

AASA~

| AASA Spring 2024

AZELLA~ 1
AzSCl~

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. On the Organization drop-down menu, select the District radio button.

3. Select the district to view information.

To change school 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 School radio button.

3. Select the school to view information.

Arizona = AASA = AASA Spring

[Search...
@ All

O District O School |

A J Mitchell Elementary School (0005958) in Nogales Unified Disinct I
|cc rter Schoaols (1000972) in A+ Charter Schools

ccess’ - {0005768) in Marana Unified District other
line & apia Judd Elementary School (0008132) in Prescott Unified District

A ‘ Abraham Lincoln Traditional School (0005274) in Washington Elementary
' School Distri

e E Acacia Elementary School (0005244) in Washington Elementary Schoo
]

Distr -



next

PearsonAccess

Verifying Contact Information and Shipping Address

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

To verify your contact information and the district’s shipping address for Spring 2024 AASA and/or Spring 2024
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.
£+ Setup
1. Go to the Setup section, and from the
drop-down menu, select Organizations. Import / Export Data

2. Click on the Parent Organization text field. Stuaents
Select the district name from the drop- Testing Groups
down menu. The district and schools will —

.. | Organizations
populate under the Organization Name*
column.
Filters Clear Hide

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

Select one or more
name.

4. Go to the Start drop-down menu, and select

Manage Contacts' E Organizations 05
5. Under the district name on the left side, h | Manage

select Achievement District Test Al Tasks

Coordinator for AASA or AZ Science g 205 = Create / Edit Organizations

District Test Coordinator for AzSCl to Edit Enraliment Counts

.
view CONTACT DETAILS. _ e
0 Results

6. The Achievement District Test

Coordinator’s contact information is Organization Name* Organization Code* Type Parent Ol

displayed. Verify the CONTACT DETAILS. If —— °'Se’m""‘“’”°“‘%’es“‘s'

the Achievement District Test

Coordinator’s name, phone number
(main), email, or address (including city,
state, and zip code) are incorrect, email et T I a3
ADE at AASA@azed.gov or EE— — 7
AzSCl@azed.gov.

CONTACTS (2) CONTACT DETAILS

© Create Contacts AZ Science District Test Coordinator

TUMBLEWEED UNIFIED DISTRICT (9999999) Show Organization Detaits
7. Select the Exit Tasks button. A2 Sclence Distrct Tt Cooranator “j:':f‘::l“:’ °°g"':j'5‘j“i"j’<“‘“ o
Contact Address Line 2
8. Achievement District Test Coordinators with ea‘”"T, @
. . Contact City

more than one district must change the cenactFhone (man)

district name in the black task bar across the contac phane estenson) ot s

top of the screen. Repeat steps 1-7. contact Emat otz Cose



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

Participation counts must be confirmed and/or 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 8, 2024 — January 19, 2024 - 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. Districts are responsible for confirming,
editing (when needed), and submitting these head counts 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
from AzEDS. The extracted data may not include all of your students. The Achievement District Test Coordinator
must review and confirm and/or edit the pre-populated participation counts for each school. All students in
Grades 3-8 are required to participate in the AASA Spring 2024 assessment and should be included in
participation counts, with the exception of students who take the Alternate Assessment.

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

Achievement District Test Coordinators with more than one district must review and confirm, edit (when needed),
and submit participation counts for each of their districts.
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Reviewing and Entering AASA Participation Counts in PearsonAccess"*

To review Participation Counts:

1. Verify the test administration is set to AASA Spring 2024.

Arzona » AASA » £

£ Setup A

Import / Export Data

2. Go to the 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

Show all results

Filters Clear Hide 3 Results
Parent Organization

BT T ot e S R S o T S |

5. Onthe 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.

[] Organi Name* Organization Code* Type Parent Organization County Code* Non-State Funded Indicator

O Tes

istrict 2023000 District Arizona Dept of 02
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 drop-down menu and select Edit Enroliment Counts.

=

I Al Tasks i

Create / Edit Organizations

Edit Enrollment Counts

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

PearsonAccess"®

Tasks for Organizatiors

Edit Enroliment Counts |~ Manage 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 ©Add Task | < Previous Task | Next Task >

Manage Participation Edit Enroliment Counts Manage Completion Statuses

ORGANIZATIONS (6) DETAILS

George Hunt School (0000004) g Reset

X Prickly Pear Elementary

School (0000003) Enroliment Counts Entry Complate 6 Show Organization Details
® Prickly Pear High School

(0000001) AZ Spring AASAGr 3-8 +
X Prickly Pear Intermediate * Required

School (0000003)
X Prickly Pear Middle School Save Reset

(0000002)

10
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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 Enroliment Counts Entry
Complete checkbox.
o This includes 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 18 - October 13, 2023.

Tasks for Organtzations

OROAMZATIONS (1) DETALS
—
Test Transfer School (2023001)
D:-- sivmsen] Cowats Eniry Complela @ Show Crgantafion Detaks
nng AASA Or 18 -
Computer Baved Bene Fapas Rived Teans
MaH

T ELa s
Geacie 4
L T i - 1 &
Gesde &
LTS T & &

[

11
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Selecting Materials Due-in-District Window — AASA Only

The materials due-in-district window must be selected by Achievement District Test Coordinators of both
Computer-Based Testing and Paper-Based Testing schools during the following window.

Materials Due-in-District Selection Window: January 8, 2024 - January 19, 2024

e Materials due-in-district window 1: March 18 — March 21, 2024
e Materials due-in-district window 2: March 25 — March 28, 2024

To select the preferred materials due-in-district window:

1. Verify the test administration is set to AASA Spring 2024.

st Transfer District (

ANzona > AASA > AASA Spring

2. Go to the Setup section and select Organizations. import / Export Data

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

Testing Grol

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

Users
Find Organizations Participating in AASA Spring
[ Show all results
Filters Clear Hide t
Parent Organization
BT S Rt T U (A R S o S oD |

5. Onthe 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
(1) Education(az)

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

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

12
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6. Click the Start drop-down menu and select Edit

Organizations
Enroliment Counts.

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

Find Qrganigaticans Fartsipateg in A& LR pring

Warage Cortat

8. On the Tasks for Organizations AASA Spring 2024

screen, click the Delivery Window drop-down to  sses beiche DHpaNEItons
Farert Grganaaison
select the delivery window for the highlighted i :H S— e i o I
district. g Tost Transter Dswict 202300 R — _‘"”___
CHRIRMEITSN M o [ ducalend al

PearsonAccess"®"

Tasks for Organizatic

Manage Participation Edit Enroliment Counts

9. 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 ©AddTask | € Previous Task = Next Task » || Exit Tasks %

Manage Participation Edit Enroliment Counts Manage Completion Statuses

ORGANIZATIONS (6) AASA SPRING 2024

George Hunt

X Prickly Pear Elementary School

ool (0000004) Reset

(0D00003) Participating articipation Entry Complete (1] ShowOrg.anlza.tlon Details
% Prickly Pear High School £ Shenl AT e

(0000001) Week 1 = 3/18/204-3/21/2024
X Prickly Pear Intermediate School Week 2 =3/25/24-3/28/2024

{BOO0CH Delivery Window
® Prickly Pear Middle School

(0000002) Week 1 ha
¥ Tumbleweed Unified District I_

(9999999) Week 1 ifticipation and Contact Information are complete and accurate.

Week 2
* Required

13
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Managing Users

Achievement District Test Coordinators (DTCs) and School Test Coordinators (STCs) have permission in PearsonAccess"®
to create User Accounts. Below are the various PearsonAccess"* User Roles and permission levels:

AASA and AzSCl PearsonAccess™ User Roles

AASA/AZSCI AASA/AzSCI AASA/AzSCI
AASA / AzsCI AASA/AZSCI District Test AASA/AZSClI School | AASA/AZSCISchool | 27 District School
Coordinator Test Coordinator Test Administrator . &Y Report Only Report Only
Coordinator
Access Access
View Contact
and Shipping View only View only View only View only View only View only
information
Create N Y Y Yes
reate New es es
User Accounts All Roles Beneath DTC All Roles Beneath STC No May Create No No
STCs and TAs
Place Additional Yes No No No No No
Orders
Import/Export Import/Export
Students Create/Edit Create/ Edit Students View Only Create/Edit No No
Students Students
Personal Needs Yes Yes No No No No
Profile
Student Test Yes No No Yes No No
Update
Import/Export Import/Export Import/Export
User Files Create/Edit Create/Edit No Create/Edit No No
Users Users Users
Student Import/Export Export, ) Create/Edit
Registrations Create/Edit Create/Edit Create/Edit Student Student No No
and Tests Student Registrations Student Registrations Registrations Registrations
Create/Edit
. Create/Edit Student Create/Edit Student Create/Edit Student Studgnt
Testing Groups Testing Groups Testing Groups Testing Groups Testing No No
Groups
) ) Edit Test Sessions,
Create/Edit Test Sessions, Add Students to Test Add Students to
Add Students to Test Sessions, Move Test Sessions, Print | View/Edit Test
il Tt Slf;ts\llxc/):; “#:;cessetsiﬁoennsts Students between Testing Tickets, Sessions, Edit
Sessions Print Testing Tickets, I . Test S?SS'O.nS’ Prepare Sessions, Cus'Fom No No
Prepare Sessions, Print Testing T!ckets, Lock/Unlock Test Settings
Lock/Unlock Test Units Prepare Sessions, Units
Lock/Unlock Test Units
Student Request and Approve No No No No No
Transfers Student Transfer
. . Create/Edit
E
Testing y Create/ d|.t Test No No Test No No
Irregularities Irregularities -,
Irregularities
Operational ) o ) View View View View
Reports View District View School School District District School
Published View District View School No No View View
Reports District School
Reporting Create/Edit/Delete/ Create/Edit/Delete/
. . . . No No No No
Groups Assign Reporting Groups | Assign Reporting Groups

14
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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 14.

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

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

Import / Export Data
1. To add new users, go to the Setup

. Students
section and select Users.

Testing Groups
2. Onthe Users screen, from the Start

QOrgani
drop-down menu, select Create/Edit
Users

Users.

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

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

Tasks for Users ©OAddTask | €Previous Task  Next Task> il Exit Tasks x

5. Fill in the First Name*, Last Name™, IS

and Email* address of the user you |vs=so DETAILS
:
are creating. = ew User

Selected Organizations™ } Jn

x Prickly Pear Elementary School (0000003)

6. The Username* field will auto-
populate once you enter the user’s
email address. Do not edit the

Selected Roles”

Account

nable v

First Name” Active Begin Date
Username* field once the email Leave Bk o
# | Active End Date
address is filled in completely. a Lot N — =
p Delete Date
7. When you have filled in and verified p— -
the information on the entire form, - o
select the Create button and Exit Autopopulats

Tasks.

15
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Manually Editing Users

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

2. To search for all users, select the
Search button and select Show all
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,
Username, Roles, or Organizations.

Note: When reinstating users, under the
filters, be sure to check the disabled or
deleted users.

4. Place a check mark next to the
user(s) that need(s) to be updated.

Select the Start button and select Tasksfor Users

All Tasks.

USERS (1)

5. The Tasks for Users screen will
open. The list of users is on the left
side.

6. Select a userto be updated,
and user information will be
listed under DETAILS.

Note: Username®* cannot be changed.
If Username™ needs to be changed,
the previous account must be deleted,
and a new account must be created.

7. Update the user information and
select Save.

8. Agreen Success Tasks for Users
message will
appear.

Success
Changes saved

9. Once all updates
have been
saved, click Exit Tasks.

Import / Export Data

Students

Testing Groups

(] Show all results

= Tasks 0 Selected & Users 0 Selected Clear

Select Tasks Manage

3 All Tasks

fFind Users Create / Edit Users

Corbey Q Sea Reset Passwords

Delete / Restore Users 4

Filters Clear Hide 2 Results Displaying | 25 v Manage Columns~
[J) Restrict o selected organization

First Name 0 Useinamas First Name* Last Name" Email® Disable Date Disable Reason

Starts with corbey bunn@pearson.com Corbey Bunn corbey bunn@pearson.com

(]
Username

Starts with

OAddTask |SCPWOUSTaSKY MNextTask > | Exit Tasks %

DETAILS

corbey.bunn@pearson.com

Selected Organizations™
« Arizona Dept of Educabion (az)
Selected Roles”
x AASA Distict Test Coordnator
Account
Enabie v
First Name* Active Begin Date
Corbey 262018 =]

# Active End Date
Last Hame™
Bunn
Delete Date
5
Emal

corbey bunn@pearson com

Usermname”

corbey bunni@pearson com

© Add Task € Previous Task = Next Task Exit Tasks %

Create / Edit Users set Passwords Delete / Restore Users
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Manually Deleting Users

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

Import / Export Data
Students

Testing Groups

2. Tosearch for all users, select the e 1
Search button and select Show all
Results.

[ Show all 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,

= Tasks 0 Selected

Select Tasks

Username, Roles, or Organizations. Find Users

4. Place a check mark next to the corbey Q Search -
user(s) that need(s) to be updated.
Select the down arrow next to the Filters Clear Hide | | 1Results

[ Restrict to selected organization

Start button and select All Tasks.

First Name 4 [ Username* First Name* Last Name*
5. The Tasks for Users screen will open. Starls with '@ JeomeypTC Corbey o
Select the Delete/Restore Users tab. o

Tasks for Users © Add Task | < Previous Task | Next Task» § Exit Tasks X

6. Place a check mark next to the
users(s) to be deleted. Click on the
DeIete/Restore button. Delete / Restore Users

Create / Edit Users Reset Pass! Delete / Restore Users

Delete / Restore Reset

Disable Date Disable Reason Delete Date Active End Dati

Bunn corbey.bunn@pearson.com

7. Agreen Success screen will appear.

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

Tasks for Users © Add Task

< Previous Task = Next Task Exit Tasks %

Create / Edit Users, set Passwords Delete / Restore Users

Success
Changes saved
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Sample AzSCI User File Layout

To find the most up to date AASA and AzSCl User File Layout, go to Support > Documentation in PearsonAccess"®™.

NAME

FIELD NAME

READ

FIE#LD (Display Name in (FILE HEADER ONLY REgl/":\lR)ED LE"‘"":;'\'TH LE“IGQ’T(H 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 7 Variable * Type any or all Organization(s) Code(s)
Organizations Organizations that the user’s account is authorized to
access.
¢ 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 the user to see the district and all
its schools, you must list the district entity
code. If you want the user 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.

o 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).
DDis the 2-digit It needs to be left on the layout to be
day uploaded successfully.
CCisthe century
YY is the 2-digit
year
9 Active End Date Active End Date N N 10 Formatas: 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).
DDis the 2-digit It needs to be left on the layout to be
day uploaded successfully.
CCisthe century
YY is the 2-digit
year
10 Disabled Disabled N N 3 Yes =Accountis Leave column blank - this column does not
disabled need to be filled in with data.
No =Account is
not disabled 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 =Accountis Leave column blank - this column does not

deleted
No =Account is
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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Sample AASA User File Layout

To find the most up to date AASA and AzSCl User File Layout, go to Support > Documentation in PearsonAccess".

NAME FIELD NAME READ
FIE#LD (Display Name in (FILE HEADER ONLY REgl;:\lR)ED LE“l\IlI:SNI'H LE“I:IC-\i)'I('H 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 7 Variable * Type any or all Organization(s) Code(s)
Organizations Organizations that the user’s account is authorized to
access.

¢ 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 the user to see the district and all
its schools, you must list the district entity
code. If you want the user to only see school
level, use the school entity code (e.g.,
0001234).
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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.

® 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.

* 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 = AASA School Test
Coordinator
o testAdmin = AASA School test
Administrator
o techCoord = AASA Technology
Coordinator
o districtReport = AASA District Report Only
Access
o schoolReport = AASA School Report Only
o histReportViewer = Historical Report
Viewer
o TeacherReportViewer = Teacher Report
Viewer
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).
DDis the 2-digit It needs to be left on the layout to be
day uploaded successfully.
CCisthe century
YY is the 2-digit
year
9 Active End Date Active End Date N N 10 Formatas: 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).
DDis the 2-digit It needs to be left on the layout to be
day uploaded successfully.
CCisthe 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 = Account is
not disabled 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 =Account is
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 (DTCs) and School Test Coordinators (STCs) may use Import/Export Data for
mass uploads or edits to PearsonAccess" users.

**Excel tip: Microsoft Excel automatically removes leading

zeros from number values entered. The leading zeros are Format Cells oo

required for the SRI to work properly. To change the Font  Border Rl Proteciion
number format, follow the steps below: -
il
OO0 2B45ET
Select the cell(s) that requires leading zeros, and press Tree
Ctrl+1 to open the Format Cells dialog box. I
Fraction gy -
Soieniilic [a¥ s +]
Teud - wmf)
1. On the Number tab, select Custom from the I ot .
Category Menu. o

& wm00 | [Red)je =0 0,00
§ma) |;5m mal)
SJ.HE_I:IITN]ISI."E! .
2. On the Type menu, select the “0”, then click in the 39.200.00 115920000

Type box and type zeros until the number format
matches the minimum length. For example, to make | Treethe nusber tomat code, using ane of the existing codes at & starting poant
the SSID an 11-digit number with leading zeros, you

will type 11 zeros in the “Type” box.

Delete

3. Click OK to save the changes.

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

1. Select the Test Administration to export the
User Data. You may select a previous
administration to export a list of all users
from the previous administration. To change [ Azsci-
the Test Administration, click on the Test a
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.

S ——

Impaort / Export Data

Students
2. Go tothe Setup section and select Import/Export Testing Groups
Data.
Organizations
Users
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# & ~ =

™ (2}
Home Setup Testing Reports Support

3. Onthe Import/Export Data screen, use the Start
drop-down menu to select Import/Export Data. Import / Export Data

8 Tasks 0 Selected 2 Files 0 Selected Clear

Select Tasks Manage,

All Tasks

Name starts wit M View File Details
4. Onthe Tasks for Importing and Exporting I m—
screen, use the Type* drop-down menu to Type*
select User Export.
5. Click the Process button. Registration Reporting Group Export

Registration Reporting Group Import
Student Registration Export
Student Registration Import
Student Test Update Export

User Export I

User Import

Type”
User Export v

Include Deleted Users e
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6. The next screen is the View File 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 View File Detads

FILES (1)

User Export 2018-06-11T14.07:49 67440000 cav

Pending

File has baen queued for processing

File Information

Type Organization
User Export Tumbleweed Unded Distnet (999943)
Request Date User
06/11/2018 09.07-50 AM encadct
Total Records
No file 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

User Export 2018-06-11T14.07.49 674+0000 csv

Complete
File ts ready for download

File Information

Type Organization

User Export Tumbleweed Unified Distnet (999599
Request Date User

0671172018 03:07 50 AM encadct
Total Records

1 Download File ©

Successful Records

Error Records
0
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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 E F G H I ] K
First Last Authorized Active Begin Active End Disalle
1 Action Usemame Hame Hame Ernail Organizations Roles Date Date Disabled Reason
2 |u erica.baltierra@tud.edu  Erica Baltierra  erica.baltiena@ted.edu 000 testAdmin Mo
3 | Lisa. Carten@tud.edu Lisa Carter Lisa.Canteritud edu Q000 schophCoord Mo
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 Tvpe Action e Fillina Cto create a new record
yp e Fillin a U to update an existing record
B Type Email Address e Type User’s Email Address
© 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.

e 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.

= 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 the user to see the district and all its
schools, you must list the district entity code. If you want the user to only see school level
information, use the school entity code (e.g., 0001234). Please note that all entity numbers are
7 digits long.

e Designated responsibilities in the system and designated data and system functions
determines what the user’s account can access and use.

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

e 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.

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 = AASA School Test Administrator OR schoolAdmin = AzSCI School 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.

—
) Seve 2 i)

@-\__;.'? ¢ ATELLE » ATELLA 0LE-2005 » Plecement Temi ¢ Peamoadopsishiet User Lasd '.+r ] ¢ Apneiptied Lie. 0

File name Pesmoniiceco Lo lvgon Fle - Flacemen T
i type |5 (Comma delrmited) ("9

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 (3

AASA~
AASA Spring

1 3.8 ELA and Math

e Welcome to
router ased Schoon) 3202003 . 4212020

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

Setu ~
Data. o -

Import / Export Data

Students 12

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

drop-down menu to select Import/Export Data.
Testing Groups

Organizations

Users

-n 0
B Al Tasks i
Import / Export Data I|

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

Type®

| v

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

. User Export @ n

“ 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 earsonAcce...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 Q
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 ericadct
Request Date

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

Total Records
1

Successful Records
1

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.
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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 5, 2024.
e For AzSCl, the ADE upload of students will be visible in PearsonAccess"on February 19, 2024.

The initial SRI file will include student demographic information extracted from AzEDS based on district and school
enrollments. Initial uploads for AzSCl and for AASA Computer-Based Testing schools will automatically register
students for online testing, including placing students in online test sessions by grade level. For AASA Paper-Based
Testing schools, the initial student upload will automatically register and place Grade 3 students in an online test
session for the Grade 3 Oral Reading Fluency test unit.

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 AzSCI test using the Student Registration Export.

The following tasks are available for 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
must be added.

> Edit Student Demographic Information.

> Edit a Student Test Assignment.

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

View Student Registration Report

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

Import / Export Data

Students

2. Onthe Import/Export Data screen, from the I

Start drop-down menu, select All Tasks.

Tasks for Importing and Exporting ©Add Task | €Pvious Task  MNexiTask® | Exit Tasks x

3. On the Tasks for Importing and Exporting screen {mpert Export Deta
and at the Import/Export Data tab, select the
Type* drop-down menu, select Student S
Registration Export and click Process. = assin) [ testing

Include tests with Do Ngf

4. The next screenis at the View File 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.

Pending

File Information

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

000001 Pricly Pear High Schock
00001 Prickly Pear High Schoot
000001 Prickly Pear High Schoo
00001 rickly Pear Hgh Schoot

T T W T ]
h Mispanic orLating White Blackor Afrcan American Asian Amenc
¥

&5/20) N v
S0 N
BN v

1300 ¥ Y
12/13/2000 ¥ Y

/4001 ¥ v

accordance with state and federal privacy laws.

PearsonAccess Dext

6. Optional: You can log out of the View File

. . o . Username
Details screen while the file is being generated.
PearsonAccess"™ will send you an email stating
that the export file is complete. Password

When the export file is complete:

a. Login to PearsonAccess"™™.

b. Go tothe Setup section, and from the
drop-down menu, select Import/Export
Data.

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

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

Select Tasks

Import / Export Data

£ Tasks 0 Selected

Import / Export Data

B Files 1 Selected Clear

Manage

e. Selectthe Download File link. Find Files

Name st

Filters
Status

Select one or more

Type

Select one or more

30

Clear Hide

All Tasks

Import / Export Data

View Filc Details o

14 Results

[J Request Date Name pe Status Total Records E

10/17/2023 Student tudent Complete 149 0
12:17:16 PM  Test Update [fest Update

Export mport
2n2

Download File @
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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 Assignment

Task 1 — Create Student

1. Gotothe Setup section and select Students.

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

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

Note: Check the Not Enrolled box only if the student
is not currently enrolled at the school where the test
is administered. An example of this is when the test
is administered to a homeschooled student. This box
should not be checked for students who have
withdrawn from the school. Check with your
Achievement District Test Coordinator before
selecting the Not Enrolled check box. Achievement
District Test Coordinators should contact ADE for
guestions about selecting the Not Enrolled check
box.

Import / Expo

Students

Select Tasks

Find Students  Registered to AASA Spring 2023 ~

Student Last Name

= Tasks 0 Selected

Testing Groups

Organizations

Users

or SSID Number starts

= students

Al Tasks

Create / Edit Students

Registration

Crganization”

Ethnicity (His
ho

White

hiot Enraile

Came
STUDENTS (0) DETAILS
New Student

Bhack or African American

uuuuuuuuuuu

American Indisn or Alaskan Native

Mative Hawaiian or Other Pacific Islander

d (check the user guide before thecking the beax)

.
N

* Respited

Success
Changes saved
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Task 2 — Register Student

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

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.

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 testing
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. For AASA
paper-based testing only, select Paper.

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

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

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

Create / Edit Students

Manage Student Tests Mz

Test Filter

STUDENT TESTS (0)

Register St 7

Filter by Test Status

Complete [ Assigned

@ Create Student Tests New Student Test

TESTDETAILS

New Student Test

Student”

Q

Apply

TEST DETAILSh

Test”
AzSCl GRADE 11

Organization™

| Prickly Pear Elementary School (0000003) =

Testing Group

Select

Format”

Online x

Text-to-Speech

TESTDETAILS

New Student Test

Student” Test"

AzSCI GRADE 11

Organization® Testing Group

Prickly Pear Elementary School (J000003) = v

Format"

Oniine
Textto-Speech

Special Edu

4|

EL Classification

Form Group Type

I Ineihmitted

Form Group Type

Unsubmitted

Non-Embedded Accommedations
Adut Transcription

0 A

ve Tachnoloay - ADE Approval Requirsd
() Sign Test Content

[ Simplified Directions

BTUDENT TESTS (3) |

33

© Create Student Tests

% LAST NAME 230, FIRST NA
(22222222230)

w

» M AzSCI GRADE 11

| Visual Assistance Tools |

(] PNP Answer
(] PMNP Line Reader

[ PNP Magnifier Tool
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Adding Students to a Test Session
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. Achievement District Test Coordinators, School Test Coordinators, and Test Administrators will not
create their own test sessions and will only use the sessions that have been created by Pearson.

PearsonAccess"®t

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

1. Go to the Testing section and select
Sessions from the drop-down menu.

2. Ifyouclick 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
next to the test session for the correct
school.

3. Onthe Sessions screen, select All Tasks
from the Start drop-down menu.

4, Onthe Tasks for Sessions screen, select
the Add/Remove Students in Sessions
Tab. Find Sessions

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

6. Under the DETAILS section, select the
Find By Name field to select students to
add to the session.

Create / Edit Sessions

SESSIONS (1)

& Setup ~

& Testing

Student Tests

N

Students in Sessions

This action clears the search and filters

Q, Search ~

[C] Show all results

SessioNS o Sudents n Sesions =

Tasks for Sessions

Delete Sessions Add/Remove Students in Sesslons

essions ©idd Task | € Provious Task  Next Taskd | Exit Tasks x

DETAILS

AASA Grade 6 ELA
. Add Students
7. Place a Check in the box next to each selected
Find by name or D within George Hunt School ~
student. l x 07 Test, 07 Student (00000000157)
[ Student Testing Group Organization
I 07 Test. 07 Student (00000000157) george Hunt School
8. Select Save.
Assigned Students
06 Test, 06 Student (00000000156)
. * Required
Note: If a student has not been assigned a test, .

they will not be able to be placed into a session. If
a student still needs a test assignment, refer to
page 32 and complete Task 2, Register Student.
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Removing Students from a Test Session

1.

2.

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. Student Tests
On the Sessions screen, select the SESSIons
session(s) that contain(s) students to be Students in Sessions

removed by placing a check in the Ujghow all results

checkbox for each session.

[[] Session

Select Add/Remove Students in rade 3 ELA ©

. o
Sessions from the Start drop-down “
menu Grade 3 ELA p2 @

[ [Grade 3 Math @
On the Add/Remove Students in [ [Grade 3 ORF © . T
Sessions Screen, you can move 0 lerade 3 writing @ i e
between selected sessions by clicking Grade 5 © All Tasks !
on the session names on the SESSIONS o
menu. Create / Edit Sessions
Delete Sessions
For each session, Assigned Students will Add/Remove Students in Sessions
be listed with a checkmark by each Generate Test Tickets
name. Names with a blue check box are )
eligible to be removed from the test Tasks for Sessions
session. Uncheck the box for each Add/Remove Students in Sessions
student to be moved out of the session.
Click the Save button. Then repeat for SESSIONS (2)
each session with students to be
d Grade 3 ELA

removed.

Grade 3 ELA p2

Assigned Students

Il@ Grade3 Online (00087654321)
* Requi
= 7]
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Editing a Student Test Assignment

Adding students through a file import (see page 40) 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 from the session before their test assignment can be
removed or changed. If your student is not a session, skip to the next section.

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

Setup

1. Go to Testing, select Sessions.

Testing

2. Onthe Sessions screen, select the search Student Tests
drop-down menu and check the Show All

Results check box. Tests

Rejected St

Sessions

3. Onthe Sessions screen, place a check in
the box next to the session to which the Students in Sessions

student is assigned.
o

4. Onthe top left side of the screen, select the
] Show all results

Go to Students in Sessions link.
5. On the Student in Sessions screen, on the This action clears the search and filters

left side of the screen select a session name

from the Session List.

Sessions | coto stugents in Sessions »
6. Select the student that should be removed

= Tasks 0 Selected

the session. S -
Find Sessions
7. Select All Tasks from the start drop-down
earc -
menu.
Filters Clear Hide 81 Results
Session Status
8. Atthe top of the Tasks for Students in Select one or more o Session Status
Sessions page, select Remove Organization ‘ ASA Grade 03 ELA Part 1@ Not Prepared

one or more [[] AASA Grade 03 ELA Part 1 il Mot Prepared

Students From Sessions.

Students in Sessions coto sessions »

= students

= Tasks 0 Selected

Select Tasks - Manage
9. Place a check in the box next to the student A ks o
who should be removed and click Remove Session it aesesm | ARSAGRAOIEARY e
* AASA Grade 03 ELA Part 1 Not Prepared Stzd::tsﬁsts
Sessions | Clear
Find Students In the selected session(s) above v

Filters Clear Hide
Organization

12 Results

Select one or more [] SSID Number me  FirstName Middle Name |

$SID Number 67800000013 @ |INTAASANP  INTAASANP
TTs AAM AAM
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Tasks for Students in Sessions

Mark Student Tests Complete  Resume Student Tests ~ Undo

Manage Student Tests Form Override Unlock Sections

™ | INTAASANP AAM. INTAESANP AAM (67800000013) &

* Required

Remove

© Add Task

< Previou

Student Test Submissions Add Students to Sessions Remove Students from Sessions

Set Section Start / Resume Manage Sections

SESSION STUDENT TEST

AASA Grade 03 ELA Part 1 AASA Grade 03 ELA Part 1

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

Go to Setup, select Students.

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

Note: All SSIDs must be 11 digits in
length. Leading zeros should be added if
necessary.

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

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

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

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

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

The student’s test assignment has been
removed.

Import / Export Data

Students

Testing Groups

Organizations

Users

= Tasks 0 Selected = Students 0 Selected Clear

Select Tasks Manage

-
All Tasks

Create / Edit Students
Q Search | ~ Registration
- Move Student Tests (

Unenroll Students

Find Students Registered to AASA Spring 2023 ~

Student Last Name or S5
select exactly 2 students)

Filters Clear Hide 1 Result

[J Across All Orga ions Delete Students 9

$SID Number ‘ (] SSID Number* Student Last Name* it First Name™
00000000001 (7 00000000001 & 01 Student L‘I Test

Create / Edit Students  Register Students | Manage Student Tests

5

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

Delete Students

Test Filter Filter by Test Status

[JComplete [JAssigned | Apply

STUDENT TESTS (1) TESTDETAILS

ojentm, Test01 (32132132132)

AzSC| GRADE 11

© Create Student Tests

o

© show Student Details
@ Show Audit Trail

STUDENTO1, TESTO1 (32132132132)

AzSC| GRADE 11

Assigned

Organization* Testing Group

Prickly Pear Elementary School (0000003) x |«
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9. To add a new test assignment, remain on
the Manage Student Tests tab. Under
Student*, select the student’s name. Coges s 5
10. Select Organization*. Select the correct D L o
school. STUDENTTESTS (0 TESTOETALS
© Create Student Tests New Student Test
11. Select Test*. Select the appropriate test. e —

°®

|organization® Testing Group
@ Prickly Pear Elementary School (0000003) x | »

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

Unsubmitted

[ Text-to-Speech

13. Select Format*. Select Online.

14. Click Text-To-Speech.
This box will NOT be checked by default.

15. Select Create.

38



next

PearsonAccess

Editing Student Demographic Information
Demographic information in PearsonAccess" includes the student’s name, SSID number, date of birth, gender, and

ethnicity.

1. Toedit student demographicinformation,
go to Setup and select Students.

2. On the Students screen, search by either
Last Name or SSID Number, and click
Search. An additional option would be to
click Search and place a check next to
Show all Results. Note: SSID Numbers are
11 digits. Leading zeros are to be added
when necessary.

Note: The “by ignoring” filter is necessary
to find students who have not been
assigned a test.

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

4, Onthe Students screen, from the Start
drop-down menu, select Create/Edit
Students.

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

6. Edit all demographicinformation for
the student and select Save.

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

Note: Check the Not Enrolled box only if the student
is not currently enrolled at the school where the test
is administered. An example of this is when the test
is administered to a homeschooled student. Check
with your Achievement District Test Coordinator
before selecting the Not Enrolled check box.

£+ Setup

Import / Export Data

Students

Filters

Across All Organizations

5510 Number SSID Numbg. Student First Name*

7T UMM e Lastname40 Firstname40

GG Secanaary TRers

= students 1 Selected Clear

= Tasks 0 Selected

Select Tasks ~7 Slarl -

All Tasks

Find Students by Ignoring Spring 2021 Arizona Science Ro J——
Regisiration

Move Student Tests (select exactly 2 students)

Manage

Delete Students
Filters Clear Hide 1 Result

[J Across All Organizations

SSID Number [1 $SSID Number® S t Last Name”® Student First Name™ Stud
32132132132 32132132132 @ 1 Test01

Tasks for Students © add Task | € Previous Task  Newt Task > il Ext Tasks x

Create [ Edit Students

STUDENTS (1) DETAILS 7

© Creaic Siudenis 101, Test01 (32132132132) save

on” © Show Stugent Details
© Show Audit Trai

 Prickly Pear Elementary
Schodl (0000003)

Student First Name $5ID Number*
Teston 32132132132
Date of Birth

Student Last Nama"
1071242010 5

Studentor
Genaer

Male v

Student Middle Initial
Ethnicity (HispaniciLatino)* Asian
Yes [ »

White American ingian or Alaskan Native

Black or African American Native Hawallan or Other Pacific isiander,

[J Mot Enralled {check the user guide before checking the box)

* Required

Success
Changes saved
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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. Go to Support and select Documentation.
Download the blank AASA/AzSCI Student
Registration Import File Layout/Template
from the Support section.

PearsonAccess™*

2. Fill in the Student Registration
Import file according to the Data
File Layout tab. See next page for

@ 2
Home  Dashboard

file layout. Cotsgrin
[ Other
. A ) PDF
3. Save the Student Registration 00 PowerPoit

Import File as a .csv file to your desktop.

4. Toimport the Student Registration Import
file, go to the Setup section and select
Import/Export Data.

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

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

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

Note: Do not select the Don’t modify student
tests box.

40

d
Setup

Support Requests

Documentation

= = B 2]
Testing Reports Test Config Suppert

All Clear EEES
Spring 2024 AASA Student Registration Import File Layout and Template
[ Spring 2024 AASA Student Registration Import File Layout and Template
ec 10 207
A B C D E F G H 1
1 Organization Code Organization Name SSID Number Student Last Name Student First Name Student M Date of Birth Hispanic ¢ White
b2 13 Prickly Pear Elementary School 244442 Student Gradsfour 4{af2008 Y
3 000003 Prickly Pear Elementary School 53353355 Lastnamed Firstnamed G 5{2/2007 N ¥
4 000003 Prickly Paar Elementary School 66666666 Lastnames Firstname5 M 1172007 ¥
5 000004 Prickly Pear Intermediate School | 77777777 Lastnames Firstnames P 6/19/2000 N

Organize =+ New folder

¢ Favorites
B Desktop
14 Downloads

%] Recent Places

Authors: Rigjas, Norma
Tags: Addatag

“ Hide Folders

= Libraries
5 Documents
&) Music i o —— h
File name: -
Soveas e —— 5

Ee @

Documents library

Arrange by:  Folder =
Art

>

Name

0:/ Student Registration Export 2018-08-07T14_58_43.877+0000.csv

Title: Add a tif
Subject: Specify the subje

Import / Export Data

= Tasks 0 Selected = Files 0 |

Select Tasks

Manage

All Tasks

Import / Export Data

MEW File Details

Find Files

Import / Export Data View File Details

Don't modify student tests

N

Q

Source File

file chosen

Choose File K

Additional e-mails

Process

Type”
Student Registration Import ¥ o

te: This import modifies students, student registrations and student tests. If you don't
want student tests modified, check the box above.
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Student Registration File Layout: AASA Spring 2024

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 Hawaiian or Native Hawaiian Y=Yes
13 " 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 Filler N Leave Blank
. . Special 1 = Participating
17 Special Education Education N 1 Blank = Not Participating
18 EL Classification EL Classification N 1 1= Partlupatlng. N
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
If blank, set automatically
22 Test Code Test Code N 8 based on Grade
fields
online = Online
23 Format Format N 10 paper = Paper
If blank on load set to online=
online, set
automatically in load
24 FillerX Y 8
Blank
25 Fillery N 1 Blank
26 Fillerz N 1 Blank
Blank
. . Special Paper 1 = Paper
27 Special Paper Version Version N 1 2 = Braille
3 = Large Print
Special Paper Version Special Paper
28 P B Version N 5 TRUE, FALSE, or Blank
Approved
Approved
1 =SPV Form
Form Group 2 =ASL Form
2 1
9 Form Group Type Type N 3 = Braille

Blank = Computer Based Test
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Student Registration File Layout: AzSCI Spring 2024

READ
FIELD NAME REQUIRED MIN MAX
# (Display Name in Ul) g{l}lll\]\)( (Y/N) LENGTH LENGTH VALID VALUES
Numeric (0-9)
Oreanization Blank not allowed
1 Organization Code & N Y 7 7 Records with blanks and invalid
Code . o .
values in this field will be
rejected.
A-Z, a-z, 0-9, dash (-), apostrophe
Oreanization ('), embedded spaces
2 Organization Name gName N N 1 35 Records with blanks and invalid
values in this field will be
rejected.
3 $SID Number SSID Number Y Y 1 1 Numeric, 0-9
*Must be unique
A-Z, a-z, 0-9, dash (-), apostrophe
('), embedded spaces
4 Student Last Name Student Last N Y 1 75 Records with blanks and invalid
Name . g .
values in this field will be
rejected.
A-Z, a-z, 0-9, dash (-), apostrophe
. ('), embedded spaces
. Student First
5 Student First Name uNameI N Y 1 75 Records with blanks and invalid
values in this field will be
rejected.
6 Student Middle Initial | tudent Middle N N 1 Az a-z
Initial or blank
. . Date (M=Month, D=Day, Y=Year)
7 Date of Birth Date of Birth N Y 10 MM/DD/YYYY
Ethnicity Hispanic or Y=Yes
8 (Hispanic/Latino) Latino N Y ! 1 N=No
Y=Yes
9 White White N N 1 N=No
or blank
. . Y=Yes
10 Black or{-\frlcan Black or/;\fncan N N 1 N=No
American American
or blank
Y=Yes
11 Asian Asian N N 1 N=No
or blank
12 American Indian or American Indian N N 1 LiT\leoS
Alaskan Native or Alaskan Native B
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 blanks and invalid
values in this field will be
rejected.
Numeric
*
5 Grade Grade N Y 2 05, 08, or Blank for HS
16 Cohort Cohort N y* 2 25 = 2025
or Blank
. . . . 1 = Participating
17 Special Education Special Education N N 1 Blank = Not Participating
18 EL Classification EL Classification N N 1 1 =Participating
Blank = Not Participating
. . 1 = Participating
1 M M N N 1
9 igrant igrant Blank = Not Participating
1 = Participating
2 E! E! N N 1
0 SES SES Blank = Not Participating
21 Filleru N N 1 Blank
8
Blank
22 Test Code Test Code N N
online = Online
23 Format Format N N 10 If not = online, set automatically
in load
24 FillerX N N 1 Blank
25 Fillery N N 1 Blank
26 Fillerz N N 1 Blank
Blank
. ) Special Paper 1 = Paper
27 S IP Vi . N N 1
pecial Faper Version Version 2 = Braille
3 = Large Print
. . Special Paper
28 Special Paper Version Version N N 5 TRUE, FALSE, or Blank
Approved
Approved
1=SPV Form
2 =ASL Form
2 1
9 Form Group Type Form Group Type N N 3 = Braille
Blank = Computer Based Test
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At times, when the SRl 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 SRI

file but already exists in PearsonAccess"* with another school or district. Refer to the image for a sample of this
error message.

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 55.

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

omplete with issues
Sarme reconds were nal saved, see the amor k=t far detals

File Information

Type Organization
Shudent Registration Impart Samgle Schood District (00000
Mame User
Spmpla Sh.csy altac), ol iR kb e
Request Date
17242049 11:16:11 AW Download File €
Total Records
e Download Students Created €

Lucoessful Recards
12

Error Records
243
Steps
Step Metsage
Formatl Verdcakon Compl=le
Impar Encountaned 243 records with Eaisss, dafa Mo thess recands was nol 2aved
Genemte Ernor Files Compl=le
Errors

Download Records in Error €

Download Error Messages i}

Record Mumber  Message

2 Tast AIPDY & already wasigned 1o this studant in organizatkn Prckly Pear Bchao
12 The Test AZPO4 in abraady assigned ba this studen] 0 organization Prickly Pasr Scheal

& Teal ATPH is alaady assigrad to 1his sivdent in ogenization Prickly Paar Schoal
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Creating Testing Groups Using the Student Test Update File

Testing Groups are optional for AASA and AzSCl. 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. Go to the Setup section and select

Testing Groups. Import / Export Data

2. Select All Tasks from the Start drop- Students

down menu. Testing Groups

3. Select the Create/Edit Testing Groups

.. - Testing Groups
tab. Select the Organization, fill in the 9 P
Name field and, if desired, a = Tasks et = Testing Groups 0 Selectec
7’ ’
Description. SNl N s= - | I

All Tasks

4. Select Create. The form will reset after
creating each group. Repeat this
process until all groups are created.

Tasks for Testing Groups © Add Task Mext Task > | Exit Tasks x

Create / Edit Testing Groups id / Remove Student Tests in Testing Groups Assign Users to Testing Groups
5. You MUST manually add one student Delete Testing Groups
to each of your testing groups in
PearsonAccess"™. Click on
Add/Remove Student Tests in Testing New Testingg®

TESTING GROUPS (0) DETAILS

Groups’ Organization® N
. . Prickly Pear Intermediat... x |»
6. Search forastudentin the Find by
Name*

Name or ID search bar.

Mrs Smith Grade 4

7. Select each of the student’s tests by Description
selecting the box next to Test. Lab Room 123

*Required

Note: If you prefer to add students to a
testing group without using the Student -
Test Update file, follow steps 6 and 7
until all students have been added to

the testing group. o V=TI
Create / Edit Testing Groups Add / Remove Student Tests in Testing Groups 5 ers to Testing Groups -icte Testing Groups
8. Click Save.
TESTING GROUPS (3) DETAILS
9. Select the Exit Tasks button. e Erea o Reset
Test Group 2
TEIEED3 Add Student Tests

o Find by name or ID within INT MANUAL CR8 D151
% INTTESTLNAMEA, INTTESTFNAMEA (78546507905)
o St
INTTESTLNAMEA, INTTESTFNAMEA (78546507805)

AASA Grade 03 Writing SAFT

AASA Grade 03 ELA Oral Reading
AASA Grade 03 ELA Part 1

AASA Grade 03 ELA Part 2

AASA Grade 03 ELA Writing
AASA Grade 03 Math

46



next

PearsonAccess

10. Go to the Setup section and select
Import/Export Data.

11. Select All Tasks from the Start drop-

&
Setup

~ —
Testing Reports

down menu.

Import / Export Data

Select Student Test Update Export i
from the Type* drop-down menu. K

12.

13. Check each box to include Attempts,
Test Assignments, and Tests in
Progress to be sure all students are

included in the export.

14. Click Process.

15. The file may take a few moments to
process. You may refresh the page by

clicking the arrows in a circle icon.

16. Once the export is completed,
download the file by clicking Download

File.

Complete

File is ready for download

File Information

Type

Student Test Update Export
Request Date

12/30/2021 10:48:44 AM
Total Records

253

‘

Students ‘ All Tasks
1

M

Import / Export Data

Testing Groups
Organizations

Users View File Details

Type*
Student Test Update Export

A

Grade

Select Grade(s) to limit results |

Subject

Select Subject(s) to limit results |

Assignments

nclude Tests In Progress

Process

DETAILE ] @

Organization

User

Download File ©

o
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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 ! ' '
students that were placed into Testing

zistratii Litho Cod¢ Testing Group Testing Group ID Status

. 2 Test Group 1 3658|assign
Groups in step 5. For each of the other P _g
students, you must enter the Testing 2 =i I 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 PearsonAccess"*,

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

Organization Code [Organization Mame  |SSID Mumber
| 0000004 |1 George Hunt School | 00000000001
20. In PearsonAccess"™™, go to the Setup, then @ 0000004 |1 George Hunt School | 00000000001

select Import/Export Data. 0000004 |1 George Hunt School | 00000000002
0000004 |1 George Hunt School | 00000000002

)

19. Save the file as a .csv.

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

&
Set Testin Re orts
22. Select Student Test Update Import . . P
* -
from the Type* drop-down menu. I import / Export Data \ ‘ 1 S

23. Click the Browse button under Source Students
File and select your Student Test

“ .
Update file. Testing Groups Import / Export Data
- Organizations i . . '
24, Click Process. t View File Details
4 Users
[ype

Student Test Update Import v

| Browse... | Student Test Update.csv

| Q
= 23

] lgnore Errar Threshold

Process @
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Indicating Accommodations and Tools

Students who require specific embedded online 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, such as Color
Contrast, Answer Masking, Line Reader, and Magnification 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 to Testing, select Sessions.

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

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

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

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

4. Select Go to Students in Sessions link.

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

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

7. On the Tasks for Students in Session screen,
select the Manage Student Test tab.

49

Student Tests

Rejected Stug

Sessions

SessioNns | coto students in Sessions » 4

= Tasks 0 Selected E sessions

Select Tasks Manage

Find Sessions

=

Show all results

Filters Clear Hide 5 Results

Session Status

K

Session

AZSCI GRADE 11 @
AZSCI GRADE 11 SPV @

= Tasks ed 2 Students In Sessions 2 Sele

Not Prepared  10/13/2020

Not Prepared  10/13/2020

Goto Sessions »

A1 Tas

st Statuses gnore Schedule & Resources «

‘

AzSCI GRADE 11 SPV  studer
Students

Ready
23 Student Tests

Session List

® Combined View
AZSC GRADE 11
AZSCI GRADE 11 SPV

Find Students  In the selected session(s) above ~

Filters car Hde
Organization

Displaying 25 v

0 Number LastName FirstName Middle Name Username Session Student Test Status Form Group Ty
$SID Number u:u’;aasgas\g Bowerman  Margaret 7609200793 @ ASC1 [[RERH) PV Form
o1 GRADE
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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,
use the PNP Magnification Percentage drop-
down to select a specific magnification
percentage, or place a check mark in the
boxes for each of the desired tools.

Note: Students who use non-embedded
accommodations during testing must have
those indicated in PearsonAccess"™ after
testing.
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Assigning Student Accommodations Using the Personal Needs Profile Import File

Using the Personal Needs Profile (PNP) Import file to assign accommaodations 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
PearsonAccess":

1. Gotothe Setup section and
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

Students

o o

Import / Export Data

Testing Groups

Organizations _ _ _
View File Details

Type’

Personal Needs Profile Export ~

DETAILE < e

Test Status Filter
»x assign | | = testing
Grade

Select Grade(s) to limit results

Subject
Select Subject(s) to limit results
[[] Include tey Vo Not Report

Complete

File is ready for download

File Information

Type Organization
Personal Needs Profile Export
Request Date

01/11/2022 02:42:56 PM

User

emi -

Total Records

: 6

Download File €@

Cunnraceful Damrarde
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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 53 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. Use
leading zeros if needed in these
columns.

Save the file as a .csv.

In PAN, go to 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 C
Organization Code |Organization Name  [SSID Number|
| 0000004 (1 George Hunt School | 00000000001
_0 0000004 |1 George Hunt School | 00000000001
0000004 (1 George Hunt School | 00000000002
0000004 |1 George Hunt School | 00000000002

&
Setup

T4 —
Testing  Reports Mar

|| Impart / Export Data

| students

i Testing Groups

Organizations

Users
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U All Tasks o I

Import / Export Data

View File Details

Type’

Personal Needs Profile Impo

Source File

| Browse... | PNP Import.csv

[] Ignore Error Threshold

Process
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Personal Needs Profile Import File Layout

Column Header Min Length Max Required VETRYEITES
Name Length

A Organization Code 7 7 Y 0-9

B Organization Name 1 35 Y A-Z, a-z,0-9
S () &# S+
embedded spaces

C SSID Number 11 11 Y 0-9

D Student Last Name 1 75 Y A-Z, a-z, 0-9

E Student First Name 1 75 Y A-Z, a-z, 0-9

F Student Middle Initial 1 1 N A-Z, a-z
Blank

G Date of Birth 1 10 Y* 0-9
Date (M=Month, D=Day, Y=Year)
MM/DD/YYYY

H Gender 1 1 Y* Blank
M = Male
F = Female

I Test Code 8 8 Y Do Not Change

aper

] Format 5 10 v pap
online

K PNP Color Contrast 255 N black-cream
black-lblue
black-lmagenta
white-black
yellow-blue
dgray-pgreen
Blank

L PNP Answer Masking 1 N TRUE, FALSE
Blank

M PNP Line Reader 1 N TRUE, FALSE
Blank

N PNP Magnifier Tool 1 N TRUE, FALSE
Blank

0 PNP Alternate Mouse 18 N medium

Pointer large

extra-large

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

PNP Magnification
Percentage

100
110
120
150
175
200
Blank
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PearsonAccess
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 will need to submit a Work Request in
PearsonAccess"™ to have the student transferred from the releasing school to the new school. This work request
will be sent to the releasing school for approval. If the 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 lLast name

e  First name

e Middle initial - optional
e Date of birth

To submit a work request for a new student who transferred into the district:

PearsonAccess"®!

1. Go to Setup, select Work Requests.

2. Go to Start, select All Tasks.

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

4. Complete the information on the New
Enroliment Transfer.

5. Select Search.
6. Youshould receive a green message bar

showing Student Found. Enter the new
organization below.

7. Change Enrollment From — will indicate the

school that the student is currently
enrolled to in PearsonAccess™*,

8. Complete Change Enrollment To —select
the school name (not district) where the

student needs to be transferred to.

9. Click Send Request.

Work Requests

= Tasks 0 Selected = Work Requests 0 Sele

Select Tasks Al Start - IManage

ERES o
\

Request / Delete Enrollment Transfer

Find Work Requests

Approve / Reject Enrcliment Transfer

Filters Clear Hide No Results

Import / Export Data Tasks for Work Requests

Request/ Delete Enroliment Transfer

rove f Reject Enrollment Transfer

Students

Testing Groups ENROLLMENT TRANSFERS (0)

© Create Enroliment Transfer

DETAILS

Organizations New Enrollment Transfer

Users S$SID Number*

Work Requests 00000000001

Student Last Name™

01 Student

Student First Name™

01 Test

Student Middle Initial

Date of Birth*
01/05/2010 ]

* Required 5

© Add Task

< Previous Task | NextTask> | Exit Tasks x

Tasks for Work Requests

Reque ste Enrollment Transfer ~ Approve / Reject Enrollment Transfer

ENROLLMENT TRANSFERS (0) DETAILS

© Create Enroliment Transfer New Enrollment Transfer Reset
$SID Number*
00000000001
Student Last Name®
01 Student
Student First Name*
01 Test
Student Middle Initial
Date of Birth”

01/05/2010

| Student found. Enter the new organization nelﬂwle
Change Enrolliment From o

George Hunt School (0000004)

Change Enroliment To"

\ Prickly Pear Elementary School (0000003) = =

* Required

Send Request Reset
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10. A green Success Changes saved confirmation

11.

12.

13.

message will appear. An email will be sent
to the releasing district.

Select the Exit Tasks button. B TaNERS 1) oems
Mew Enroliment Transfer
To confirm or view requests that are pending

approval, use the filter status Waiting for
Approval.

If the student is transferring schools within - ? — — —_—
the same district, the Achievement District i @ Oaery mmen conmrc i
Test Coordinator must create a New Requesaa oy

Enrollment Transfer and must also approve
the transfer from the releasing school.

Approving or Rejecting Work Requests

After students have been uploaded to PearsonAccess"* by ADE, Achievement District Test Coordinators should
check regularly for work requests that are pending their review. The Achievement District Test Coordinator will

receive an email notifying them of a pending work request and will also have a red bell on the black task bar
indicating that a transfer request requires action.

Once testing has begun, check if a student has already completed testing prior to approving a transfer request.
Please use the following guidelines for approving or rejecting transfer requests.

If a student has not started testing, APPROVE the transfer request.
If a student has completed one or more test units, but has not completed the entire test, APPROVE the
transfer request.

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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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 Enrollment Transfer Import

File LaYOUt from the Support > ‘T‘w:r:: o AASA Spring 2023 Test CoordiManuaI(TCM)
Documentation page in PearsonAccess"™ - =ikttt

and enter your students’ information into B ARSA s Azt PN s uide

the file. s 7 e

POF AASA and AzSCI Enroliment Transfer Import File and Template
PowerPainl [ AASA sns AZSCI Emoliment Trensfer Impart Fi 3nd Templste

Viord

Note: The import file must be saved as a
.csv. Please see page 22 for tips on how to

format your .csv file in Excel.

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

ar

I} A Tasks |

Import / Export Data

3. Go to Start, select All Tasks.

Students Import / Export Data

View File Details
Tasks for Importing and Exporting

Testing Group

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

Tasks for Importing and Exporting

Import / Export Data View File Details

Import / Export Data View File Details

Type*

Enroliment Tra v

5. Click Choose File under Source File _ ! _
and select your saved .csv file that 2 [ Ghoosorin o S hocern

you completed in step 1. Sl Transter Fanat
Enroliment Transfer Import

[ Ignore Error

6. Click Process.
Tasks for Importing and Exporting
7. Youshould receive a blue message bar N (e
indicating that the file is processing.
. FILES (1) DETAILE

You can click the refresh button next to

% Enroliment Transfer Export

DETAILS to refresh this page. 2023-01-26T21:27:39.682+0000.csv Pending

File has been queued for processing

8. When complete, you will receive a green .
message bar indicating that the import is E— e
complete.

File Information

Tpe Organization
Envolment Transler Export Prickly Pear ntermediale Sehool (0000005)
Request Date User
012672023 0327 40 P14 corbey bunn{gpearson.com
Total Recards
4 Download File @
Successtul Recoras
'

Errer Recoras
0
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Moving a Student into an Active Session from a Transfer Session

If an examinee was in a test 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 prior to testing. A TRANSFER session cannot be
prepared, started, or stopped. Examinees cannot test in a TRANSFER session. The student from the TRANSFER

session must be moved into an active session.

1. Go to the Testing section and select Sessions.

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

3. Check the box next to the TRANSFER session
and the session the student is moving into.

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

58

Student Tests
Rejected Student Tests

Sessions

Students in Sessions

Show all results

Filters Clear Hide 113 Res o
Session Status _ S &

Find Sessions

Name starts with

3

1 Sessil

2]
far]
[a5]

lect one or mor

[as

[) Session Session Status

Grade 3ELAO
TRANSFER - AASA Grade 3 ELA Oral Reading @ _ Not Prepared

Not Prepared

PearsonAccess"e*!

@ 2 o
Home  Dashboard Setup  Testing

SessIoNS | coto Students in Sessions »
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5. Click on the TRANSFER session in the Session
List.
Session List Add a
6. Check the box next to the student’s name in the lower
center of the screen.

@ Combined View
AASA Grade 04 ELA
I TRANSFER - AASA Grade 04 ELA |

7. Select Students from the Start drop-down

menu. [] SSID Number LastName First Name Middle Name
8. Select the Move Students Between Sessions 00000000011 11 Student 11 Test
tab on the black bar. @ TTS

9. Place acheckinthe box for the Session that
you are moving the student into.

All Tasks

10. Click on the Move button.
€ Student Test Statuses [

11. When all steps are complete, the transfer student is Students

ready for testing. 33 TR it

Move Students between Sessions

Move Students between SE&8ns | Reset
Tests Sessions
| AASA Grade 04 ELA v % AASA Grade 04 ELA | Create Session

x TRANSFER - AASA Grade 04 ELA

intpvfesh testschool (1500001)
Student 1 0 [J AASAGrade 04 ELA [J] TRANSFER - AASA Grade 04 ELA

08 Student, 08 Test (00000000008) &
TRANSFER - AASA Grade 04 ELA, AASA Grade 04 ELA

59



PearsonAccess

next

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.

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

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

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

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

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

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

The student’s test assignment has been
removed.

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

Select Organization™. Select the correct
school.

Select Test*. Select the appropriate test.

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

Select Format*. Select Paper.

Check Text-To-Speech.
This box will NOT be checked by default.

Select Create.

| Import / Export Data

[

i Testing Groups
Organizations
Users

| published Report Access

= Tasks 0 Selected E students 0 Selected Clear

Select Tasks - Start | ~

All Tasks

Find Students by Ignoring Spring 2021 Arizona Science Registrations + Create / Edit Students

=
=

Move Student Tests (select exactly 2 students)

Manage

. Delete Students.
Filters Clear Hide 1 Result

[ Across All Organiza]

SSID Number [0 SSID Number* Student Lagt - Student First Name* Student Midc
11111222223 0O 1111222223 @ Student Test

Create / Edit Students Register Students Manage Student Tests I B Testing Groups Manage Enroliments Move Student Tests (select exactly 2 students)

Delete Students

Test Filter Filter by Test Status

[JComplete [JAssigned | Apply

STUDENT TESTS (1) TEST DETAILS

© Create Student Tests

-~

© show Student Details
© Show Audit Trail

ent01, Test01 (32132132132

STUDENTO1, TESTO1 (32132132132)

A2SCi GRADE 11

AzSC| GRADE 11

Assigned

Organization* Testing Group

Create / Edit Stucents

Register Students | Manage Student Tests

Manage Testing Groups  Manage Enroiments  Move Student Tests (sefect exactly 2 students)

Delete Students

Test Filter Filter by Test Status

[ Compiete [JAssigned| Apply

STUDENT TESTS (0) TESTDETALLS

© Creale Student Tests New Student Test

Student” Test'

01 Test, 01 Student (00000001 v AASA Grade 03 ELA Part 1

INT AWESOME D181 (2023001)

Organization’ sting Group @

Format' Form Group Type

Paper P
Text-to-Speecn Unsubmitted
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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 to Setup, select Students.

2. Search for an individual student by

entering either their name or SSID and

select Search or select Show All Results.

Import / Export Data

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

2= Tasks 0 Selected & Students 0 Selected Clear

Select Tasks Start | ~ Manage

|
Find Students by Ignoring Spring 2021 Arizona Science Registrations ~ Creats { Edit Students
4. From the Start drop-down menu, select =
2 Move Student Tests (select exactly 2 students)
A" TaSkS N Delete Students
Filters Clear Hide 1 Result
[ Across All Organiza]
SSID Number [ SSID Number* Student Lapt * Student First Name* Student Midc
5. Select the Manage Student Tests tab on et [ 3

the black task bar across the top.

6. On the left side under STUDENT TESTS,
Create / Edit Students Register Students Manage Student Tests i B Testing Groups Manage Enroliments Move Student Tests (select exactly 2 students)
select the assigned test that is identified
under the student’s name. TestFitor Fite by Test Stats

[JComplete [JAssigned | Apply

7. Test Details will auto-populate for the T e oemLs
Student, uncheck the ASSigr\Ed box. © Create Student Tests ojentOLTestM (32132132132)
Select Save. 'STUDENTO1, TESTO1 (32132132132)

. () -

© Show Student Details
@ Show Audit Trail

AzSC| GRADE 11

A2SCl GRADE 11

Assigned

Organization* Testing Group

8. The student’s test assignment has been

Prickly Pear Elementary School (0000003) x |

removed.
9. To add a new test assignment' remain on Create /Edt Students  Register Students | Manage Student Tests | Manage Testing Groups  Manage Envoliments  Move Student Tests (select exacty 2 students)
the Manage Student Tests tab, under
Student*, select the student’s name. e 5
10. Select Organization*. Select the correct _— o
SChOOI' STUDENT TESTS (0) TESTDETAILS
. © Create Student Tests New Student Te
11. Select Test*. Select the appropriate test. - ew Studentest
Student” Test’
12. Testing Group is an optional field and can AISCI GRADE 1 (11 298
[Organization® Testing Grouj
be left blank. Ot (12

13. Select Format*. Select Online.

Unsubmitted

[ Text-to-Speech

14. Check Text-To-Speech.
This box will NOT be checked by default.

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

1. Go to Testing, select Sessions.

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

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

4, Go to Start, select All Tasks.
5. Onthe Tasks for Sessions screen, select

the Add/Remove Students in Sessions
tab.

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

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

add to the session.

8. Place acheck in the box next to each
selected student.

9. Select Save.

Student Tests

Rejected Student Tests

Sessions

Students in Sessions

SesSioNS oo Students i Sessions

= Tasks 0 Sele: B Sessions 0 Selected Clear

Setect Tasks. Manage

Greate / Eat Sessians

Delete Sessions

AdERemove Students In Sessions

Mark Slugent Tests Complete / Stop Sessions.

Filters
Session Status

£ Displaying | 25 |%| Manage Goumns~

[] session

Session status Scheduied start Date_Jest
[ Az5C1 GRADE 11 0 =

§ Students Actual Start Date_Organizanon

mesii| Pricioy Pear Intermediate Scnool {000

Organization

©acatask | CPrevous Task | new Task > | Far Tases x

Success
Chang:

DETALS

Cl GRADE 11

Add Students

Find by name or (D within Tumbleweed Unified District ~

= Dowerman, Margare! (00000935000

1] Student

6o

Grganization

& Bowerman, Margarel (00009999550) Prickly Pea

Asslgned Students

e students zssgned to sessiar

* Required

=0
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Managing Additional Orders

There will be a separate Additional Order window for each test administration: AASA and AzSCl. 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"™ to track the shipment of these tests.

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

Orders & Shipment Tracking
1. Gotothe Setup section, select Orders &
Shipment Tracking.

= Tasks 0 Selected Orders

Select an action A

Select Tasks

Manage

Import / Export Data
students

2. Onthe Orders & Shipment Tracking screen, I

click the Start drop-down menu, and select
All Tasks.

Testing Groups

Organizations

3. The Organization (Code) auto-fills with the
organization name. Verify that the ACDIMONAL O30S emaLs

Organization (Code) is for the correct EWT : —

4. Inthe Date Needed* field, enter today’s

date. Note: The Reason and Special —
hip To
Instruction fields are not required and Contact Information e Shipping Address
may be Ieft b|ank. Contact Name" Address Line 1
Mary Pat Wood 1535 West Jefferson
5. Verify the Ship To information is correct. If _— ey
there is an error in the address, do not e o
continue with this order. Immediately —
contact AASA@azed.gov or
AzSCl@azed.gov to update the contact Materials Order
information. o
6. Select Add Items to open the Edit Materials =
Order screen.
. . Edit Materials Order Cancel
7. On the Edit Materials Order
. Q Find Materials Filters (clear)
screen, enter the quantity of
Subject. v || Material Type v Grade v
each item needed. — = =
£E show all items = show ordered items Displaying = 25 v
Amount Description ‘ Item # ‘ Subject ‘ Type ‘ Grade
8' SeleCt Save' 5 > 01. AASA Grade 3 Math Test Book ‘A200003855 ‘ AASA Math ‘ Student Test Books Grade 3
02. AASA Grade 4 Math Test Book ‘AZOOOOGSST ‘ AASA Math ‘ Student Test Books Grade 4
03. AASA Grade 5 Math Test Book ‘A200003859 ‘ AASA Math ‘ Student Test Books Grade 5
04. AASA Grade 6 Math Test Book ‘AZOOOOSEGA ‘ AASA Math Student Test Books Grade 6
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9. The Edit Materials Order screen will close

and take you back to the Materials Order Waterials Order
screen. The Materials Order section will R -
update and show your selections and Descripton tam

01. TEST COORDINATOR MANUAL AZ00D02868

quantities' Verify that the informatlon 02. TEST ADMINISTRATION DIRECTIONS AZ0OD028ET
ente red is COfreCt. 03 5PV TEST BOOK KIT GRADE 4 AIMS SCIENCE AZDOD02BE1

10. If the order is complete for the entire
district, select Create.

1 3‘W et
11. A green Success Changes saved e —

confirmation message will show once the
order has been created.

Report !

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

Date Newded

13. Select Exit Tasks.

Note: After 24-48 hours, log back into PearsonAccess"*to confirm that the Additional Order has been approved
by ADE.
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Tracking Additional Orders in PearsonAccessm®*

To track an order in PearsonAccess";

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

PearsonAccess™

2. Goto the Setup section and from the drop-down menu, select Orders

& Shipment Tracking.

3. Onthe Orders & Shipment Tracking page, click on the blue information

circle € for the Order # you want to track.

PearsonAccess"®

Students

Testing Groups

Crganizations

Users

Import / Export Data

Work Requests

Orders & Shipment Tracking

Orders & Shipment Tracking

= Orders

Laanage

Find Orgers Placed or Updated In

'

er B/ Line ¥ Type Status  Recelving Organization (Code)

I_QQ‘ 0o Intat defivered  TumSiewoed Unifed Schoot Destrict (999999)

Dates
Ordered  Last Dedivery
07092018
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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 Materials 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 # 6

3551

Sales Order # / Line #
7099646 / 1

Details & Status Ship To Materials Order (1) Shipments (1)

Shipment 1

Box Number Status  Expected Arrival Delivery Date Tracking Number
1 delivered 02/09/2019 02/09/2019 1Z21Y36200303081190
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Preparing for Testing
Several days prior to testing, the Achievement District Test Coordinator, School Test Coordinator, or Test
Administrator may begin the preparations for testing day.

Session Resources
Session resources can be accessed on March 11, 2024 for AzSCI and March 25, 2024 for AASA.

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.

e Secure Testing Tickets are printed for each student and provide the student’s username and password for
logging into TestNav, Pearson’s online testing platform.

PearsonAccesshext

Note: Seal codes are not used for AASA or AzSClI.
£+ Setup

To access the various session resources in

W Testing
PearsonAccess"*:

Student Tests

Sessions

Students in Sessions

1. Go to Testing, and select Sessions from the
drop-down menu.

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

SesSIoNS | co to students in Sessions » 4

B Sessions

= Tasks 0 Sele

Select Tasks Manage

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

Find Sessions

2

& Show all results

Clear Hide

5 Results

AzSCI GRADE 11 @

Filters
Session Status

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

Session S SN

Organization Not Prepared  10/13/2020

AzSC| GRADE 11 SPV @

Not Prepared  10/13/2020

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

Students in Sessions

Go to Sessions »

= Tasks 0 Selected Students in Sessic

Select Tasks Manage

6. Select the Resources drop-down menu to see

the list of session resources.

Select the Resources needed. Each of the
session resources will open in a new tab.
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Session List

@ Combined View
AZSCI GRADE 11
AZSCI GRADE 11 SPV

Add a Session

2 Sessions | Clear

AzSCI GRADE 11

a Mot Prepared

Ignore Schedule = TEEGIEERAN € Details|

Seal Codes

Prepare © 2500
Scheduled Sessions

Session Student Roster

STUDENT TESTING

TICKETS

Print all for this session

Print selected for this
session
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Scheduled Sessions
Scheduled Sessions provides a list of all sessions created and session status for an organization.

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

Seal Codes

2. The Scheduled Sessions report will Mot Prepared
open in a new tab in your internet | Scheduled Sessions |

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

SOLESLR NIRRT LIPS Sl Scheduled Sessions X

C ® © &

O % ¥ IiN @O @

Scheduled Sessions spring Arizona Science

Session Name Status Start Date Test Students Organization Location
AzSCl GRADE 11 Not AzSCI 1 George Hunt School
Prepared GRADE 11 (0000004)
AzSCl GRADE 11 Not AzSCl 1 Prickly Pear Intermediate
SPV Prepared GRADE 11 School (0000005)
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Session Student Roster

The Session Student Roster is a list of all students assigned to a session.

1. Onthe Resources drop-down menu,
select Session Student Roster.

£ Tasks 0 Selected

Select Tasks

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

. Session List
browser for the selected session.

@ Combined View
AzSCI GRADE 11
3. Close the tab onyour internet browser fetekh b X
that displays the Session Student

Roster when finished. > Sessions| Clear

Session Student Roster

Test Administration
Session Status
Session Name

Organization

Test

Proctor Reads Aloud

AASA Spring 2023
Not Prepared
AASA Grade 05 Math

intpvfesh testschool
(1500001)

AASA Grade 05 Math

No

Precaching Computer
Scheduled Start Date
Scheduled Start Time
Actual Start Date

Actual Start Time

Lab Location

Form Group Type Computer Based Test

4 Results

Preferred First Student Date of

Student Name Name Code Birth Status
intpviedsh testel, intpviedsh testef  n/a 90000000004  2013-01-01  Baltery
(TTS)

intpvfesh di, intpviesh df (TTS) nia 10000000003  2014-01-03  Battery
intpviesh testbal, intpviesh testbaf  n/a 90000000038  2013-01-01  Battery
(TTS)

intpvfesh testbml, intpviesh testbmf  n/a 90000000050  2013-01-01  Battery

(TTS)
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Students in SesSSionNS o to sessions »

Add a Session

Form/Form
Group

AzSCI GRADE 11

Not Prepared

11/09/2022
01:57 FM

Username

1708765901

5856769026
0366848608

2442632669

Prepare Sestion

Signature

ssion Student Ro:

E Students in Session

Manage

B Details

Seal Codes

Scheduled Sessions |

STUDENT TESTING
TICKETS
Print all for this session

Print selected for this
session
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Secure Testing Tickets

Secure testing tickets are printed for each student. A secure testing ticket 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 secure testing tickets.

Method 1

1. While on the Students in Sessions page, on
the Resources drop-down menu, you can
select whether to print secure 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 secure 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.

You may select to print one secure 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.

Ignore Schedule = EECTTEERAN @ Details

Prepare Session

Session List Add a Session AzSCI GRADE 11

@ Combined View
AzSCI GRADE 11
AzSCI GRADE 11 SPV

Seal Codes
Not Prepared H

Scheduled Sessions
Session Student Roster

Print all for this session

s | Clear Print selected for this

session

Find In the

Filters Clear Hide

Organization

1 Results

|
Student Testing Tickets X

ﬂ Students in Sessions - Arizona X

c @ 0 & - 9 ¥ Nn@O © =

Select a print format GG v

4
STUDENT TESTING TICKET

Student: Student01, Test01 e
SSID: 32132132132

Session: AzSCIl GRADE 11

Date of Birth: 10/12/2010

Test: AzSCl GRADE 11

Select Arizona in the application.

Username: Password:
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Method 2
1.

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

Click Start, then select Generate Testing
Tickets.

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

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

8eSSIONS oo Students in Sessions »

E Tasks 0 Selected B Sessions 1 Selected

Select Tasks Manage

All Tasks

Find Sessions

Filters C

Session Status
Select one or more

Create / Edit Sessions
Delete Sessions
Add/Remove Students in Sg

omplete / Stop Sessions

Generate Test Tickets

1 Results

Session Status  Scheduled Start Date  Test

O Session

Organization Not Prepared ~ 11/05/2020
Generate Test Tickets
Generate Test Tickets
ctions include 1 te r 1 sessions.

limited to a selection of 4000 ol

rmance reasons, this r fewer students

Session Name Test
Test Session @
* Required

Generate Test Tickets Reset

STUDENT TESTING TICKET

Student: Student 02, Test 02

SsID: 12345678910

Session: Test Session o
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:

SSID Number Last Name First Name Middle Name Username Session

1. While on the Students in Sessions page, select

00000000156 06 Test 06 Student 5267761354 AASA
the testing session that you would like to o 1is o Grade 6
ELA

print testing tickets for. (AASA
Grade 6
ELA)

2. Go to the Resources link and select either N & Resources + J
Print all for this session or Print selected for —
. . Seal Codes
this session.

(i)

Scheduled Sessions

,l Session Student Roster
3. Onthe Test Ticket page, select the 1 Per Page

. STUDENT TESTING
print format.

TICKETS

Print all for this session

4. Use Ctrl+P on your keyboard to bring up the Print selected for this

Print Dialogue Box. Then scroll down and zession

click on the arrow to show More settings. Select a print format KIS (|

1 Per Page
. Multiple Per Page

5. Under More settings, scroll down to select STUDENT T/ crid

the scale menu. Student- 125 ay List

Print 2 sheets of paper

6. Select Custom from the Scale drop-down

menu, then enter 200 in the scale field. This prstinaten B ool e N
will double the font size of the testing ticket. — Al =
7. Click Print on the bottom of the Print Dialog o e 7
Box.
More settings
Scale Default e -
Scale Customn -

200 2 G
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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.

To prepare for a test session in PearsonAccess"®:

1. Go to Testing, select Sessions.

Student Tests

2. Onthe Sessions screen, select Search and

check the Show All Results box.

Students in Sessions

3. Onthe Sessions screen, there are two ways to

look at the sessions: Sessions | coto Students in Sessions > || 4

= Tasks 0 Selected

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

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

Select Tasks

Find Sessions

Name starts with

Show all results

Filters Clear Hide 18 Results
Session Status

4. Select Go to Students in Sessions link.

his action ignores search and filte

= Sessions

Manage

r critena and dis|

@ In Progress
5. Onthe Students in Sessions screen, there are Selectone ormore
two ways to view the sessions:
a. Select asession name from the
Session List, or
b. Selectthe Combined View to manage
all the sessions at the same time.

@ In Progress

) Contmed Vew

SO CRACF 1Y
[ A Gaace 11 4

6. Click the Prepare Session button.
Note: This task should be completed in advance of the
scheduled testing day. Depending on the number of
students assigned to the session, this could take several
minutes.

7. When the session has been prepared, the SHIUVIEY 1 Spns

Session will show as Ready, and the green
Start Session button will appear.

Session List

) Comtuned View

AZSCI GRADE 1

AISCIGRADE 11 SPV
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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, 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.

Import / Export Data

| Students

Students
= Tasks 0 Selected

Select Tasks

Find Students Registered to AASA Spring 2023 ~

0 ] Show all results
Filters Clear Hide 61 Results
. This action clears the search and filters
[ Across All Organizations
SSID Number [  SSIDNumb._ O
Staris with [m] 00000000008 6 08 Student
[m] 90000000008 & IntA-Z0-9az-'

! Toggle secondary fitters

O S$SID Number*

O 00000000008 & tudent

O 9000000000 ntA-Z0-9az-'
O 10000000000 €& intpviedsh al

O 50000000002 €@ intpviedsh testcl

dent Last Name*

Int A-Z 0-9 a-z - " Int A-Z 0-9 a-z - * (90000000008)
AASA Spring 2023 v

Detais  Organization Enroliments

AASA Grade 08 Math - intpvfesh testschool (1500001)

AASA Grade 08 ELA - intpvfesh testschool (1500001)

Close

Test Administration Registration Studeanests 0

AASA Spring 2023 v

Details Organization Enroliments Test Administration Registration

AASA Grade 08 Math - intpvfesh testschool (1500001)

Test Assigned
AASA Grade 08 Math

Proctor Reads Aloud
false

Form Group Type
Computer Based Test

AASA Grade 08 ELA - intpvfesh testschool (1500001)

Close

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

Student Tests

Sessions

Go to Students in Sessions »
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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 log into TestNav.
To start a session on the day of testing in PearsonAccess*:

1. Go to Testing, select Sessions.

2. Onthe 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 checkin the box in the header
row to select all sessions.

4, Select Go to Students in Sessions link.

5. There are two ways to find the student:
a. Select Combined View in the Session
List and enter information into the
Filters section, or

PearsonAccess"*

£ Setup

& Testing

Student Tests

Sessions

Students in Sessions

SesSIONS | GotoStudentsin Sessions» | 4

= Tasks 0 Selected = Sessions -

Select Tasks -

Manage

Find Sessions

Show all results

Filters Clear Hide 18 Results
Session Status

AzSCIASL Grade 116 @ InProgress  10/06/2023

AzSCIASL Grade 5 @ @ In Progress  10/06/2023

Students in SesSioNs oo sessions »

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

Note: Test Administrators can start each
session individually by clicking on each
session in the Session List or starting multiple

= Tasks = Students in Sessions i Ciea
Select Tasks S m Manage
Al Tasks —
Session List PR /d0 a Session AzSCI GRADE 11 SPV  Student Test Statuses 9 Ignore Schedule & Resources =

AZSCI GRADE 11

o}

Find Students  In the selected session(s)fbove ~

Filters
Organization

o Displaying

[] SSID Number LastName FirstName Middie Name Username Session| Student Test Status Form Group T

$SID Number [ 00099999999 Bowerman Margaret 7690200793 ® AzsCl| N@REaay SPV Form
0 115 GRADE
sessions by using the Combined View in the
Session List.
AzSCI ASL Grade 11 Ignore Schedule & Re
6. Click the Start Session button for e — ]
individual sessions, or the Start All o
. . . AzSCI GRADE 11 (4 Student Tests)
Sessions button if you are using the AZSCI GRADE 11 Uit 1 a .
combined view. 1
AzSC| GRADE 11 Unit 2 - o
4
7. When a test session is started in
AzSC| GRADE 11 Unit3 ] o'

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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To use the Student in Sessions Filter in PearsonAccess"t:

Student Test Status

8. On the Students in Sessions page, under Student Test
Status, select Ready. ‘% Ready | |
9. Under Form, select the correct Unit. [Form
» AzSCI Grade 11 Unit 2 - ‘
23SC11SPONEN00010210
10. After selecting the Unit, a list will show all the students
in Ready status.

2 Results

[[] SSID Number LastName First Name Middle Name Username Session AzSCI GRADE nit 1

() 22222222241 LastName First Name 22222220241 @ & Ready
0 TTs 241 241 AzSCl
GRADE
11
(AzSCI
GRADE
11)

() 22222222311 LastName First Name 22222222311 @ & Ready
e T1Ts 311 31 AZSCI
GRADE
11
(AzSCI
GRADE
11)

76



next

PearsonAccess

Unlocking Student Tests

To unlock a session on the day of testing in PearsonAccess"":

Method 1
1. There are two ways to unlock tests for
students:

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

or

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.

[ SSID Number Last Name First Name Middle Name Username

[0 32132132132 Studentd1  TestO1
e 11
[0 99887766554 Test3 Student3

0 TTS

Method 2

Add a Session

Session List
@ ATSCI GRADE 11 5PV

Fing Students

Filters
Organization

$8ID Number

Testina Groun.

Session

5451167258

® AzSC
GRADE
11
(AzSCI
GRADE
11)

225521

11)

In the selectea session(s) above ~

Clear Hide

Student Test Status

&Ready ~

Ready

AzSCI GRADE 11 SPV

@ In Progress

AZSCI GRADE 11 SPV (1 Student Test)

[] SSIDNumber LastName FirstName Middie Name Username  Session

[ 00000009999  Bowerman 7600200703 @ AzSCI
oIS GRADE

Margaret

1)

~Gwey Ay Fom
GRADE 11 P
(nasciGRADE| | o Uniock

[Dignore Schedule 4 Resc

Stop Session

Student Test Status Form Group Type Form

A£25C1 Prot
205CHSSF
(208cHsS

Users may also use the filters on the Students in Sessions page to filter on Testing Group, Test Status, or student
information, then 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.

(] SSID Number Last Name First Name

Filters Clear Hide
Organization () 26541507906 YFTTESTLNAMEB YFTTESTFNAMES
! 0TS
SSID Number
Clip UIN (0 94541567906 PUTTESTLNAMEB PJTTESTFNAMES
0TS
Testing Group

Toggle secondary fiters
Student First Name

) 42548531902 VRTTTSTLNAMEB VRTTESTFNAME
oS
Test

Test Status

Student Test Status

4150133718 0 AASA ‘.-

Grade
04 ELA
(AASA
Grade
04 ELA)
AASA
Grade
D4 ELA
(aAsA
Grade
04 ELA)
AASA
rade
04 ELA
(AASA
Grade
O4ELA)

5795557954

s 0080363561

= (Resumod »
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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. Goto Testing, select Sessions.

2. Onthe 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 acheckin the box in the header
row to select all sessions.

4, Select Go to Students in Sessions link.

5. On the 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.
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= Tasks 0 Selected

Select Tasks

Find Sessions

Name starts with

Filters
Session Status

SesSIONS | Goto Students in Sessions »

Student Tests

Sessions

Students in Sessions

4

Clear Hide 18 Results

Show all results

&= Sessions -

Manage

= Sucents i Sevvions

Marse

@ In Progress  10/06/2023

@ InProgress  10/06/2023

Fatery
Organizstion

550 Mumbar

sthame  Niels Name

S Rasauien - DA 2L

s & st Test st Key

Resume Student Tests

STUDENTS IN SESSIONS (1)
STUDENT NAME (CODE]

Success
anges szved

Resume Student Tests

‘STUDENTS IN SESSIONS (1)
‘STUDENT NAME (CODE)

Lasirames. Frsirames A (32995995) €@

Requre

SESSION [STUDENT TEST)
@ AIMS SCIENCE GRADE & (A4S SCIENCE GRADE §)

DETALS
SESSION (STUDENT TEST)
# AL SCIENGE GRADE B (IS SCIENGE GRADE )

E —

STUDENT TEST STATUS

i | ¢Previous Tk Nex sy | Exrasex

STUDENT TEST STATUS

e
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Student Tests

=

Students in Sessions

Clear Hide

= Sessions

Manage

Show all results

18 Results

AzSCI ASL Grade 110 @ In Progress  10/06/2023

AzSCIASL Grade 5@ @ In Progress  10/06/2023

AASA ASL Grade 4 ELA

Ignore Schedule & Resources ~ @ Details 4 Edit

® In Progress

AASA Grade 4 ELA (6 Student Tests)
AASA Grade 4 ELA Unit 1

7106583391 @ AASA

Method 2
. . £ Setup
1. Goto Testing, select Sessions.
& Testing
2. Onthe Sessions screen, select Search and check
the Show All Results box.
3. Onthe Sessions screen, there are two ways to SesSiONS | GotoStudents in Sessions » |/ 4
select sessions: = Tasks 0 Selected
a. Place acheck in the box next to each ST
session name you want to work with,
or Find Sessions
Name starts with
b. Place a check in the box in the header Fiters
row to select all sessions. Sesslon Statue
4. Select Go to Students in Sessions link. e
Test
5. Onthe Students in Sessions screen, o
. . A Session List
select a session from the Session List.
Add a Session
6. Click the down arrow next to the red e
Exited tile and select Resume.
7. The tile will turn yellow and say
Resumed. o
8. The student may now log into TestNav and [ 0000000000707 Student 07 Test

Li JRNE]

continue testing. The student may need to
refresh TestNav to see the available test.

[J 00000000007 OF Student 07 Test
e 1718
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The table below gives a brief description of each testing status.

Status ‘ Description

Ready The student has not yet started the test.
Active The student has logged in and started the test.
Exited The student has exited or signed out of TestNav but has not submitted test

responses for the current test. If appropriate, the Test Administrator may
“Resume” the student’s test session in PearsonAccess",

Completed The test has been submitted by the student through TestNav. The test unit is not
eligible to be reopened.

Marked Complete | The student’s test was launched but not submitted properly. At the end of each

day, any test that was not submitted properly is placed in the “Marked Complete”
status.
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Reporting Test Irregularities
To report a Test Irregularity in PearsonAccess"":

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. oW

Math

Welcome to
Select the desired test administration. W Pea rs 0"ACCES!

2. Go to the Testing section and select - ]
Student Tests. & Testing A
. . . Student Tests
3. Atthe Find Student Tests field, type in the
student’s last name and click on Search. Rejected Studen s

Sessions

4. Place acheckinthe box by the Student name.

Students in Sessions
Find Student Tests

e |°

Filters Clear Hide 2 Results
Organization

selectone ormore o [J  Student Organization

S$SID Number 01 Student, 01 Test © Ceorge Hunt Schoal (0000004)

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

l All Tasks ° 1

Update Student Test Details

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

Manage Irregularities

Irregularity Date/Timg

Apply to Selected

1 items selgd

3 Organizatior

tudent2, Test2 Prickly Pear k
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

Manage Irregularities

Comment

Irregularity Date/Time Irregularity Type

=) v
Apply to Selected ﬂ
[] Student Name Organization Test Type Status |Irregularity Date/Time Irregularity Type Comment
[] Test Grade ek Prickly Pear Elementary AzSCI online attempt =) -~ +
(100000 School (0000003) GRADE 5

1k

After submitting an irregularity, use the Do Not Report Tests Operational Report to check if the test unit has been invalidated

To access the Do Not Report Tests Operational Report in PearsonAccess"™:

1.

Go to the Reports section and select Operational Reports.

Operational Repaorts

2. On the Operational Reports screen, in the Report Categories Box place a

Reporting Groups
check in the Students & Registrations box.

Operational Reports

Report Categories

[ Organization
| Students & Registrations
] Online Testing

] Orders & Shipment Trackin
[[] Users
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3. Select Do Not Report Tests from the list of reports.

4. Onthe Do Not Report Tests screen, select the Test you
want to view.

5. After the Test has been selected, click on the Display
Report or Download CSV to view or
download the report.

Students & Registrations

IDo Not Report Tests
Completed student tests which are set to Do
Not Report. Do Not Report Reason is included.

Do Not Report Tests

Completed student tests which are set to Do Not Report. Do Not Report Reason is included.

Note: One week after the test window closes,
a final Do Not Report Operational Report
can be run for the selected organization. If

Report Parameters

Test Administration
Arizona > AASA = AASA Spring 2024

a submitted test irregularity is not on the

final report, then the test unit was not Test

Organization

999)

invalidated.

[ AASA Grade 3 ELA Unit 1
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Accessing Dashboards

The Dashboard feature in PearsonAccess" allows each user easy access to testing information.
During the test window, the Dashboard may be used to quickly view both session and student test

statuses. To view the Dashboard:

1. Go tothe 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.)

4. On the Dashboard User Settings 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.

5. On the Dashboard page, you will see
the different information you selected
previously in your Dashboard User
Settings. You will also see a list that will
help you better understand the graph
and the information depicted.

6. Once you have made your selection
from the list provided, you can then
click on any of the colored shading on
the graph and it will bring you to the
part of PAN depicted in the graph.
Results will vary based on what is
selected and what information is
available in the graph.

l»» Dashboard

Dashboard

Dashboard User Settings

Dashboard = co o basnooard user settings »

Session Status Student Test Status by Subject

No Data Available No Data Available
Test Status - Online Test Status - Paper
No Data Available No Data Available

Test Status - Alternate
No Data Available

Dashboard User Settings o to Your bashboard »

AVAILABLE DASHBOARDS (0)

Your Dashboards
Number of Columns
2 v
+b Session Status ++ Student Test Status by Subject
Graph Type Graph Type
Bar Graph v Bar Graph M
Remove Remove
« Test Status - Online b Test Status - Paper
Graph Type Graph Type
Speedometer Graph v Speedometer Graph v

Remove Remove

+ Test Status - Alternate:

Graph Type

Dashboard |GotoDashboard User Seftings »

Tumbleweed Unified Dis. .. x | 5
Session Status by Subject Session Status by Grade
All v All v
Not Prepared Not Prepared
—reparng
— \ \
[r——
Refreshed on 042812023 11:50:00 P Refieshed on 04282023 11:5002 PM
Student Test Status by Subject Student Test Status by Grade
All v Al v

—
—Eited
W Completed/Marked Complete N CompietediMarked Complete

Refreshed on 04/28/2023 11:50:04 PM Refreshed on 04/26/2023 11:50:56 PM
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Operational Reports in PearsonAccess"
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.

Student Tests that have been Assigned but have not yet Completed
This report is useful for listing all students that are registered for a test administration and have a student test

assigned to them, but the test has not yet been completed.

Student Tests that are Ready and Unlocked
This report is useful for showing all Student Tests that are in a Ready state with an unlocked status.

Do Not Report Tests
This report is useful for completed student tests which are set to Do Not Report. Do Not Report Reason is included.

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

Organization

Reports

# [Students & Registrations

Operational Reports 1" Online Tasting
Orders & Shipment Tracking

Published Reports
Users
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Published Reports in PearsonAccess"®*t
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 AzSCI Reporting Guide for further information regarding
student reports, including the Performance Level Dashboards and Historical Student Data, which are additional
reporting features available for AASA.

To access the Published Reports in PearsonAccess"™":
1. GotoReports, select Published

Reports.

2. On the Published Reports screen,
there are two ways to find reports:

Operational Reports

a. Entersearch informationinto | Published Reports |

the Find Reports filter,
or Published Reports

b. Entersearchinformation into
the Filters section.

3. Select the File Name to download and
view the report or student data file. Q

Faters
Organaaton Type
File Name Sire (XB) Date Put
Organzanon Name 4.} A + Regon Ay Summs 291 DAORD
»

Fubsaned Regort Date Range
=
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Creating Reporting Groups in PearsonAccess"* — AASA Only

Creating Reporting Groups is optional for AASA. This option is available for those wanting to group students by
classroom or teacher for reporting purposes.

The data for the Reporting Groups is displayed in the Performance Level Dashboards. The filters on the
Performance Level Dashboards can be used to display the comparisons of student preliminary results based on
different criteria. District Test Coordinators and School Test Coordinators have access to create Reporting Groups
and assign them to other users. Any users that have been assigned to a Reporting Group will be able to access this
data on the Performance Level Dashboards.

To Create Reporting Groups in PearsonAccess"":

1. Go to Reports, select Reporting
Groups.

Operational Repo
2. On the Reporting Groups screen,

from the Start drop-down menu Reporting Groups
select Create/Edit Reporting
Groups. Published Reports
3. On the Create/Edit Reporting I Naiage
Groups screen, select your B AlTasks 1
Organization and Name Your
Reporting Group. | Create / Edit Reporting Groups

I Manage Student Tests in Reporting Groups
4. Select Create.

Create / Edit Reporting Groups

5. Once you receive the green

Success changes Saved REPORTING GROUPS (0) DETAILS
notification, select Exit Tasks. New Reporting Group
Organization®

George Hunt School (00... = | »

Name*

ELA Group 1

Tasks for Reporting Groups ©Add Task | € Previous Task  Next Task > § Exit Tasks %

Create / Edit Reporting Groups

Success
Changes saved

REPORTING GROUPS (1) DETAILS
© New Reporting Group ELA Group 2 Reset

Organization*
George Hunt School (00.. x | =
Name*

ELA Group 2

Description

* Required °
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Assigning Users To Reporting Groups in PearsonAccess"* — AASA Only

1

Go to Reports, Select Reporting
Groups.

Under Find Reporting Groups,
type in your Reporting Group
name and select Search.

Select the Reporting Group name.

From the Start drop-down menu,
select Assign Users to Reporting
Groups.

Enter the User’s email address
under Authorized Users.

Once you have selected the
Reporting Group listed, select
Assign to selected reporting
groups.

Select Save and Exit Tasks.

To assign users to Reporting Groups in PearsonAccess"": -
= Reports

Operational Reports

Reporting Groups

Published Reports

Find Reporting Groups
ELA Group 1|
1 Results
Name
ELA Group 1 et

=

B Al Tasks [

Create / Edit Reporting Groups

l Manage Student Tests in Reporti ps
| Manage Reporting Groups |
|| Assign Users to Reporting Groups '

Delete Reporting Groups

Assign Users to Reporting Groups

Authorized Users 5

% corbey bunn@pearson.com

Authorized Users

= corbey.bunn@pearson.com

Assign to selected reporting groups

Assign Users to Reporting Groups

Reporting Group QOrganization Authorized Users

ELA Group 1 George Hunt School « corbey bunn@pearson.com

o e
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Accessing Performance Level Dashboards in PearsonAccess"®*t — AASA Only

Use Performance Level Dashboards to view AASA reporting information for your school or district. Refer to the
AASA Reporting Guide for details on the reports available in the Performance Level Dashboards.

1.

Go to Reports, select Performance

Operational Reports
Use filters on the Performance
Level Dashboards screen to

display the comparisons of Published Reports
student data.

Reporting Groups

OnDemand Reports

Performance Level Dashboards

Historical Student Data

PearsonAccess"™

# L= @ ¥ = = )
Home Dashboard Setup Tesing Reporls  TeslConfig  Support
Performance Level Dashboards

Greate Report

AASA §i x |=| | ARIZONA DEPT OF EDUCATION (az)

€ Back | & Pint * COMPARE Clear
Parent Grganization
ARIZONA DEPT OF EDUCATION @ Performance Levels by Subject and Grade -
100% Preliminary
O Performance Levels by Demographic
Preiminary
o 5% O Performance Levels by Student Test -
z Freliminary
8 O Performance Levels by Reporting Galegory -
g %o Preliminary
] O Performance Levels by Administration
2 Preliminary
- - - 3
0%
LA Math
- FILTER Clear
[T veve t-nminimaiy procient [ Love1 2-Parsaiy Prasciant Grade
[ ovet sprotetont [l Lsvel +-Hishiy Proficient Grade 03 Grade 06
Grade 04 Grade 07
Grades Grade 05 Grade 08
©
Gender
Grade ELA Math [ Femaie
= = 0 vaie
” L7 Jraw [are [res | [3vn [ oom [rsx.
E— — Race/Ethnicity
g M| EDEmm|
Lirs [rew 2% Jaww [0 American Indian or ] Hispanic or Latino
Alasika Nalive
— [— 0 Native Hawaiian or
05
[10s [z [aome [ o | (3 [or= [z 11 ] O Asian Other Pacific
Iskander
[— ——
EIEIENE [s=] 3 amercan 0 wnite
o7 OE
EJEIEIES (5o e Jrow vsx
special Ed
[ —— Oves
o 1% [az Jarm [1os | 1o Jorw 1o
One
EL Classification
0O Yes
=1
SES
Oves
Ono

prvacy Polcy | Tomes of Use

D Pearson

89



