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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. Onthe 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.
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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
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