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PearsonAccess

Special Paper Version Accommodations

Students that require a Special Paper Version test must be identified in PearsonAccess"™. Before assigning a
Special Paper Version (SPV) test to student(s), a Special Paper Version test session must be created.
There are four steps that must be completed to assign a Special Paper Version test to a student:

Step One — Create a Special Paper Version Test Session

Step Two — Identify Students for Special Paper Version Accommodations
Step Three — Move Students to a Special Paper Version Test Session
Step Four — Place an Additional Order for a Special Paper Version Test

Step One - Create a Special Paper Version Test Session

A Special Paper Version test session must be created for each grade level at each school that has an SPV student.
Test sessions must be created using only the names listed below in all CAPS.

1. Go to TESTING, click on Select an action,
select Sessions.

2. Go to Start, select All Tasks.

Select an action -
3. On the Tasks for Sessions screen, at the —
Create/Edit Sessions tab, select Create 9
Session.
4. Select Session Name*. Create one of the SesSIoNS  Go o Students in Sessions »
following test session names in all CAPS. =2 Tasks 0 Selected 3 Sessions 0 Selected
AIMS SCIENCE GRADE 4 SPV Select Tasks Manage
AIMS SCIENCE GRADE 8 SPV B—

AIMS SCIENCE HIGH SCHOOL SPV

5. Select Organization*, select the school

name from the drop-down menu. SPV Tasks for Sessions - e

test sessions must be Created for eaCh Create / Edit Sessions ~ Delete Sessions ~ Add/Remove Students in Sessions
school that has an SPV student.

SESSIONS (0) DETAILS

; 3
© Create Session ew Session Create | [IREEE

Session Name® rganization”
AIMS SCIENCE GRADE 4 5PV Prickly Pear Elementary ... x |«

Test & Form Scheduling

6. Select Test Assigned™®. Use the drop-
down menu to select the appropriate
grade and test to be assigned to the test
session.

7. Enter the Scheduled Start Date*. It can

L @ 9

be no earlier than the first day of testing. Test Assigned” Scheduled Start Date® ?
All other fields are optional. ISR IESET S x [l 03252019 &
Proctor Reads Aloud Scheduled Start Time
8. Select Form Group Type*. Use the drop- Form Groun Type 0100 AW sTo
down menu to select SPV Form. SPV Form <« Lab Location

9. Select Create. Select Exit Tasks.
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Step Two - Identify Students for Special Paper Version Accommodations

1.

10.

11.

12.

13.

Go to Setup, select Students.

Search either by individual student by
entering their SSID Number or go to the
Search button, select Show All Results.

Place a check mark next to student(s) that
must be updated with a SPV
accommodation. Select Start button,
select All Tasks.

Click on 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 student’s name.

TEST DETAILS will auto-populate for the
student.

Testing Group, may be left blank
(Optional).

Skip over the Non-Embedded
Accommodations and Visual Assistance

Students

= Tasks 0 Selected @ Students 1 Selected Clear

Select Tasks

Select an action hd

Import / Export Data

Students 1

Filters
Across All
COrganizatis

Jme®  Student Middle Initial

B

SSID Number

81818181

1819 Lasinamed! Firstname&1

3

Toage Secondar fhiers

Crate/Edit Sudents  Regstor Suderts | anage Suden Tess | 1 Tesing Grovps  Maage Evllmerts

Test Filter Filter by Test Status

Complete [ Assigned| Apply

TESTDETAILS 6

Lastname1, Firstname1 (11111111

STUDENT TESTS (1) o

© Create Student Tests

Save |EIESEN

LASTNAME, FIRSTNAME1 (11111111)

AIMS SCIENCE GRADE 4 0 Show Student Detals
AIMS SCIENCE GRADE 4 © Show Audit Tral

@ Assigned

Organization”

esting Group o

Prickly Pear Elementary School (0000003) « |«

Tools sections. Do not fill-in these sections

out for SPV tests.

Move down to the Order Special Paper
Version (SPV) (with IEP or 504 plan) (4
step process) section.

Select any additional testing
accommodations the student will be
offered.

Click on the Special Paper Version and
select Paper, Braille or Large Print.

Place a check in the box to confirm the
student has a 504, |IEP, or ADE’s written
approval.

Select SAVE for an existing student when
editing the test assignment. Or, select
Create if the student is being manually
created with the user interface.

Order Special Paper Version [SPV) (with IEP or 504 plan)
his is a 4 step process

1. Select the appropriate type paper test.

2. Place an additional order for the SPV test

3 Move test to an Accommodated test session

4 Select any additional testing accommodation(s) the student will be offered during the test administration. (Select all that apply )
Magnification @
Line reader

Color overlay

Other ADE approved

Special Paper Version

Paper

#" By checking this box}|

Required

jat | have completed steps 1 -4 above and confim that this student has a 504, IEP. or ADE's wiitten approval documenting the SPV test accommodation.
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Step Three - Move Student to a Special Paper Version Test Session

If a district changed a student test assignment from an online test to a Special Paper Version test through the
PearsonAccess"™ user interface, the student must be placed in a Special Paper Version Session.

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

1.

Go to TESTING, select Sessions.

To search for the computer based test
session and the SPV test session, click on
Search, select Show all results.

Place a check mark next to both the
computer based test session and the SPV
test session for the correct school.

Click on the Go to Students in Sessions
link.

Under the Session List, select Combined
View.

Place a check mark next to the
student(s) name(s) that will be moved to
the SPV test session.

Go to Start and select All Tasks.

Select the Move Students between
Sessions tab.

Check the box of the session the student
is being moved to (SPV session).

10. Select Move.

11. Click Exit Tasks.

Select an action <

Student Tests

‘ Sessions o

Students in Sessicns

Sessions| Goto Students in Sessions » 4

== Tasks 0 Selected

QSsearch ~
2
@_Show all results

Select Tasks A

Find Sessions

Name starts with

Filters
Session Status

Clear Hide 2 Results

Select one or more

Session atus

@  AIMS SCIENCE GRADE 4©
@  AIMS SCIENCE GRADE 4 SPV @

Organization Not Prepared

Select one or more

Not Prepared

Students In Sessions o sessons s

B Tasks 05 = Stdonts in Sessions 1 Selocted Clear
ifi
SesalonList Add a Seaslon Combined View Sudsnt Test Statuses
Suudents
[ i o P 2)
@ Combinod View 5 Nat Prepared (2 FEy
RIS SCIENCE GRADE S
AINS SCIENCE GRADE 4 SPV
Find Studsnts  In the selected session(s) above =
Soarch
Finers Clear Hie Displaying | 25 | Manage Colurms=
Organization
$SID Numbor_LastNamo_First Name_Middio Name Usemame Session Studont Tost Status_Form Group Type
SSID Number o @ 10 Lasmame! Fismame ! 111111 ) AIMS SCIENCE GRADE 4 (AMS SCIENCE GRADE 4) alRaad Gomputer Based Test
222222220 Lasmamez Firsmame2 R 22222222 ) AIMS SCIENCE GRADE 4 (AIMS SCIENCE GRADE 4)  [ESay Gomputer Based Test

Tasks for Students in Sessions

i Task | <Praviows Tesk 1)

Mark Student Tests Complete ~ Resume Student Tests  Add Students to Sessions  Remove Students from { g Move Students between Sessions | Manage Student Tests  Manage Sections

108 o 8

Move Students between Sessions

Tests Sessions

AIMS SCIENCE GRADE 4 » AIMS SCIENCE GRADE 4| [ AIMS SCIENCE GRADE 4 SPV

Create Session

AIMS SCIENCE GRADE 4 SPV
9 @

Prickly Pear Elementary School (0000003}
Student AIMS SCIENCE GRADE 4

Lastnamef, Firstnamet (11111111) @
AIMS SCIENCE GRADE 4, AIMS SCIENCE GRADE 4

* Required
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Step Four - Place an Additional Order for a Special Paper Version Test Materials

1.
2.

Follow the directions for Ordering Special Paper Version Accommodation Materials in the steps below.
ADE will approve all Special Paper Version Tests based on needs of students identified for Special Paper
Version Accommodations. Steps One to Three must be completed prior to submitting an additional

order.

Ordering Special Paper Version Accommodation Materials

If a Special Paper Version accommodation is needed, the AIMS Science District Test Coordinators is to place one
consolidated additional order for the entire district. All additional orders are approved by the AIMS Science State
Test Coordinator prior to being shipped.

1.

Go to the SETUP section, from the Select an
action drop-down menu, select Orders &
Shipment Tracking.

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

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

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

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

Select Add Items to open the Edit Materials
Order screen.

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

Select Save.

Note: If you are ordering any SPV booklets, you
must also order labels.

Select an action =

Import / Export Data Select Tasks

Students
Testing Groups

Organizations

Users
< Orders & Shipment Tracking )

= Tasks 0 Selected

Find Orders Placed or Updated in

Orders & Shipment Tracking

Orders

Manage

ADDITIONAL ORDERS DETALS

G aste

)

Special Instruction

Ship To

Contact Information

Contact Name'

©

Shipping Address

Address Line 1

Jefterson

Address Line 2

city
Phognix

state’
Az

Zipeoae’

Materials Order

e e

* Required

e

Edit Materials Order W
fmount ™ an Type Grade
2 017TEST COORDINATOR MANUAL 3 Not ject Specific Miscellaneous Al
= 02, TEST ADMINISTRATION DIRECTIONS Nt Subi Miscelsne A1
1 03 SPV TEST BOOK GRADE 4 AIMS SCIENCE Sdlence Test Boo ko’.‘;mnn 4
. 04SPV TEST BOOK GRADE 8 AIMS SCIENCE 0 Scenze Test Book Grace s
05. SPV TEST BOOK HS AIMS SCIENCE Sdience Test Book High School
06 LARGE PRINT TEST BOOK GRADE 4 AIMS SCIENCE Sdence Large Print Grade 4
0 07. LARGE PRINT TEST BOOK GRADE 6 AIMS SCIENCE Science Large Print Grade §
08 LARGE PRINT TEST BOOK HS AIMS SCIENCE 7 Sclence Large Print High Schoo!
0 05, BRAILLE TEST BOOK GRADE 4 AIMS SCIENCE Sciencs Braite Grads 1
0 10. BRAILLE KIT GRADE & AIMS SCIENCE Sdience Bralle Grade 8
= 11 BRAILLE TEST BOOK HS AIMS SCIENCE 4 Scence Braile High Schoct
0 12. UPS NONSCOREABLE SHIPPING LABEL 1] Nat Subject Spedific Miscallaneous All
13. GREEN NONSCOREABLE LABEL T Not Subj edific Miscellaneous Al
14, RETURN BOX - 11 12 X9 12X 3 Nt St Miscalsnsous | Al
15 RETURNBOX - 11 12X 912 X6 Not Subject Spedific Miscellaneous Al
€ y 16 RETURN BOX - 11 12X 9 12X 12 AZOOODDSES Mot Subject Specific Miscellansous | All
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