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Welcome to PearsonAccessnext

The Arizona PearsonAccess"* website provides access to both Arizona Science and AZELLA testing programs.
Users will only have access to the testing program(s) for which they have been assigned. This PearsonAccess"*
User’s Guide will focus on tasks related to the Arizona Science Test Administration.

PearsonAccess™*

# (2]
Home Support

Arizona Assessments | o

Welcome to PearsonAccessmext

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

|
ARIZONA SCIENCE TEST

frizuna D inen | of Euuzalian

PearsonAccess"™ (PAN) is the website to access the
Arizona Science Test administration. Your Username +1 Sign In
and Password give you access to all test administration

functions. Sign In information is located on the right side
of the Home Page. Your Username will be your email Forgot Usernama
account. Passwords must be reset each year. If you
forgot your password, use the Forgot Password link to t. Contact Us
have the password reset.

Email Pearson Customer Support:
Support

If you have questions about PearsonAccess"™™, or for

trouble logging in, contact 1-888-705-9421 (option 1),
Monday through Friday, 7:00 a.m. to 7:00 p.m. CST, To Contact ADE:
except holidays.

Contact Arizona Support

AZELLA@azed gov

. . AIMSSci gov
For e-mail support, please select the Contact Arizona AlMSScience@azed g

Support link under the Contact Us section of the Home

Page. Pearson Client Services Center:

o o 1.888.705.9421 Option 1 (AIMS)
To make changes to contact or shipping information in

PearsonAccess™, please contact the Arizona Science 1.888.705.9421 Option 2 (AZELLA)
State Test Coordinator at AIMSScience@azed.gov. Hours available:
Mon-Fri 7:00 am - 7:00 pm (CST)
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Change Test Administration

If you have access to both Arizona Science and AZELLA, change the test administration for the correct program.

To change the test administration:

1. Select the Organization Name in the black task bar across the top of the screen. This will open the

Organization drop-down menu.
2. From the Test Administration drop-down menu, select Spring 2020 Arizona Science.

Tumbleweed Unified District (999899) - [

PearsonAccessne®

w & = 2] Arizona Science
Home Setup Reports Support
Spring 2018 AIMS Science

Spring 2019 AIMS Science
Spring 2020 Arizona Science

Change District or School View

To change district view:

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

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

3. Select the district to view information.

To change school view:

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

Organization drop-down menu.
2. On the Organization drop-down menu, select the School radio button.
3. Select the school to view information.

PearsonAccess™ext Arizona > Arizona Science > Spring 2020 Arizona S¢

& o = 2]
Home  Setup Reports  Support

@Al ° O District (O School

Prickly Pear Elementary School (000003) 0 Tur
Prickly Pear High School (000001) in Tum

Prickly Pear Middle School (000002) |.
Tumbleweed Unified DIStrict (999999) in Arizona Dept of Educatior
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Verify Contact Information and Shipping Address

Arizona Science District Test Coordinators need to verify their contact information and shipping address. Arizona
Science District Test Coordinators with more than one district must verify contact information and shipping
address for each of their districts.

To verify your contact and shipping information and the district’s shipping address for Spring 2020 Arizona
Science, go to PearsonAccess"*,

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

1.

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

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

In the Organization Name™* column, place
a check mark in the box next to the district
name.

Go to the Start drop-down menu, select
Manage Contacts.

Under the district name on the left side,
select Arizona Science District Test
Coordinator to view CONTACT DETAILS.

Contact information refers to the Arizona
Science District Test Coordinator. Verify
the CONTACT DETAILS. If the District Test
Coordinator’s name, phone number
(main), email, or address (including city,
state, and zip code) are incorrect, email
the Arizona Science State Test Coordinator
at AIMSScience@azed.gov.

Select the Exit Tasks button.

If you are the Arizona Science District Test
Coordinator with more than one district,
you must change the district name in the
black task bar across the top of the screen.
Repeat steps 1 -7.

Select an action he

Import / Export Data
Students
Testing Group

Organizations
= Tasks 0 Selected

E Organiza

Select Tasks

- EE

All Tasks

Manage

Find Organizations  Participating in Spring 2020 Arizona Science ~

Create / Edit Organizations

Test Administration
[ Manage Contacts I

Delete Organizations

Filters Clear Hi 2 Resuits

Parent Organization

BERG BEURT okt [ O organization Name | Organization Code:  Type  P:

Organization Name [] Erica District @ 2233445 District Ar

e [D Erica Elementary @ I223344e

School Er

Organization Code

©Add Task | < Previous Task Exit Tasks x

Tasks for Organizations

Create / Edit Organizations  Manage Contacts

CONTACTS (0 'CONTACT DETAILS \
ERCR DS 228 Arizona Science District Test Coordinator
Arizona Science District Test Coordinat~ 5
ontact Name* Contact Address Line 1 @ show Organization Details
Corbey Bunn 19500 Bulverde Rd
Contact Address Line 2
Contact Title Q
District Test Coordinator
Contact City
Contact Phone (main) e
2103394707
Contact State
Contact Phone (extension) =
Contact Zip Code
Contact Email 78250
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Managing Users

District Test Coordinators and School Test Coordinators have permission in PearsonAccess"* to create User
Accounts. Below are the various PearsonAccess™* User Roles and permission levels:

Arizona Science PearsonAccess"®*t User Roles

LNIPALERT[I4- I Arizona Science | Arizona Science | Arizona Science Arizona Arizona Arizona
District Test School Test School Test Science Science Science
Coordinator Coordinator Administrator Technology District School
Coordinator Report Only Report Only
Access Access
View Contact
and Shipping View only View only View only View only View only View only
information
Yes Yes
6;2?;0’:‘::\/ all roles All roles No No No No
beneath DTC beneath STC
Place
Additional Yes No No No No No
Orders
Import/Export,
Students Create/edit Create, edit View only No No No
students
Import/Export, Import/Export,
User Files Create/edit Create/edit No No No No
users users
Student Import/Expgrt, Export, .
. . Create/edit Create, Edit .
Registrations Create, Edit, No No No
and Tests Student Student
Registrations Registrations
Testin Create/edit Create/edit Create/edit
Grou gs Student Testing | Student Testing | Student Testing No No No
P Groups Groups Groups
Create/Edit Test Edit Test
. Sessions,
Sessions, Precaching
Precaching, Add Add Students Precaching,
Students to Add Students to ) .
) to Test . View/Edit
. Test Sessions, . Test Sessions,
Online Test Sessions, Move . . Test
. Move Students Print Testing . No No
Sessions Students . Sessions,
between Tickets/Seal .
. . between Edit Custom
sessions, Print ) . Codes .
) sessions, Print Settings
Testing ;
. Testing
Tickets/Seal )
Codes Tickets/Seal
Codes
Request
e Student No No No No No
Transfers
Transfer
Operational View View View View Ylevy View
Reports District School
Published View View No No Ylew View
Reports District School
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Creating New Users
Each test administration has its own set of Arizona Science users. You may only create user accounts as described
in the User Role Matrix table on page 7.

Users can be added either manually or through a file import.

Manually Creating New Users
1. To add new users, go to the SETUP
section. Click on the Select an action
drop-down menu and select Users. This
menu will look different for the various

Selectan action <

Import / Export Data

user roles. You may only create user Studerts
. . Testing Groups
accounts as described in the User Role S

Organizations
Matrix table on page 7. Clees )o

2. On the Users screen, from the Start p——
drop-down menu, select Create/Edit oty = .'
Users. —

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

PearsonAccess"™*

Tasks for Users ©Add Task | € Previous Task  Mext Task > [ Exit Tasks %

down menu.
Create / Edit Users Reset Passwords Deleie / Restore Users
4. Click on the Selected Roles* field.
. USERS (0) DETAILS
Select the appropriate User Role(s)
New User gt
from the drop-down menu. ;
Selected Organizations*
5. Fill-in the First Name*, Last Name*, o b eI )
Selected Roles”
1*
and Emall address Of the user yOU ° | » Arizona Science School Test Coordinater
are creating. “Keeount
Enabled b
6. The Username* field will auto- T Active Begin Date
populate once you enter the user’s Leave Blank &
e-mail address. Do not edit the . o RIS
. . Last Name Leave Blank £
Username* field once the email o
Delete Date
address is filled in completely. L & P
7. When you have filled in and verified
the information on the entire form, Autopopulate o
select the Create button and Exit TRequred
Tasks. Reset

Note: New users will receive a Welcome e-mail 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"™™,
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Manually Editing Users

1.

10.

11.

To edit users, go to the SETUP
section. Click on the Select an action
drop-down menu and select Users.

On the Users screen, search either
by individual users or by roles.

To search for all users, select the
Search button and select Show all
Results.

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

Place a check mark next to the
user(s) that need(s) to be updated.
Select the Start button and select All
Tasks.

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

Select a user to 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.

Update the user information and
select Save.

A green Success Changes saved
screen will appear.

Continue to make changes for all
users. When all updates have been
made and saved, click Exit Tasks.

Users
= Tasks 0 Selected

Select Tasks

Select an action @

Import / Export Data
Students
Testing Groups

Organizations
Users

E Users 0 Selected Clear

Show all results

Usern. Disable

First Name 3
Starts with
Username
Starts with
Account Status
Select v
Roles
Select one or more

Organizations

e or more

riojnoazDTC @

Create / Edit Users

PearsonAccess"™* =

Tasks for Users

Create / Edit Users

CorbeyDTC

Tasks for Users

Success
Changes saved

Reset Passwords

6 ©Add Task § £ Previous Task  Next Task > Exit Tasks %

Reset Passwords  Delete / Restore Users

USERS (1) - DETAILS

@ Show User Details
Selected Organizations* @ Show Audit Trail
x Efica District (2233445)
Selected Roles*
» Arizona Science District Test Coordinator
Account

Enabled v

First Name* Active Begin Date

Corbey 10/24/2019 e

Active End Date
Last Name*

Bunn
Delete Date

Email*

corbey bunn@pearson.com

Username’

@

CorbeyDTC

*Required

= =
Exit Tasks % ‘

© Add Task £ Previous Task

Delete / Restore Users
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Manually Deleting Users

1.

To edit users, go to the SETUP
section. Click on the Select an action
drop-down menu and select Users.

On the Users screen, search either
by individual users or by roles.

To search for all users, select the
Search button and select Show all
Results.

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

Place a check mark next to the
user(s) that need(s) to be updated.
Select the Start button and select All
Tasks.

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

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

A green Success Changes saved
screen will appear.

Continue to make changes
(deletions) for all users. When all
updates have been made and saved,
click Exit Tasks.

Users

Select Tasks

First Name

Starts with

Username

Starts with

Account Status

Select

Roles

Select one or mo

Organizations

E Tasks 0 Selected

k|

2 Resull -

Usern.

riojnoazDTC &

Select an action <

Import / Export Data

D

Students

Testing Groups

Crganizations
I Users

E Users 0 Selected Clear

Manage

Show all results

his action clears the search and

Email* Disable

Tasks for Users

Create / Edit Users

Delete / Restore Users

username’
@ | ricinoazD T

“ Required

rson.com €

Detete / Restore Users

First Name
Norma Ricjas

Norma Ricjas

Last Name"

©ngd Task | < Previous Task | NextTaskd | =xi Tasks x

Reset

Email Disable Date  Disable Reason  DeleteDate  Active EndDate  Active Begin Date

nerma.riojas@pearson.com

nerma.riojas@pearson.com

Tasks for Users

Create / Edit Users

Success
Changes saved

Reset Passwords

(4 R |
Exit Tasks X

©Add Task | € Previous Task

Delete f Restore Users

10
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Importing/Exporting Users
User data can be downloaded from PAN and user data can be updated with new users, current user changes, and
user deletions with a single upload.

1. Toimport new users and update existing
. . | rt/ E rt Dat
users, go to the SETUP section, click on MPOrt_ =xport tata
= Tasks 0 Selected 0 Selected Clear
the seIeCt an aCtlon drop_down menu Select an action Select Tasks ‘ SR Manage =
and select Import/Export Data.
:;:::;‘;Mp . (= Import / Export Data
2. On the Import/Export Data screen, rgeiztons S == e
from the Start drop-down menu,
select All Tasks. Tasks for Importing and Exporting ©Add Task | € Previous Task  Next Task> | Exit Tasks x
Import / Export Data
3. At the Import/Export tab, select
pe*
the Type* drop-down menu, select CJserExpoﬂ
User Export and select Process. Tnelude Defeied Users
4. The next screen is at the View File
Details tab. The report will take a
feW mlnuteS tO process. select the Tasks for Importing and Exporting © Add Task < Previous Task | Next Task &
~ Import / Export Data View File Details
L=
DETAILS =~ refresh button to ecs 2
update the status of the report. TS
. 07T04:38:14.216+0000.csv Pending Complete
When the file has processed, the File has been queued for rocessing N W M 0T wnion
link will appear. Select the link to File Information
download the file. e S
J’SEF Export Timbleweed Unified District
. . . Regquest Date (999999)
5. The User Export file is a .csv file that eomzoisesiann user
can be opened with Excel. No e s svatabi o
Note: If there were no applicable Steps
users, the file will only have column = Pr—
headers in Row 1.
. . A ] ¢ 0 E F G H 1 ) K
6. USIng the downloaded file as a 1 |Action Username First Name Last Name Emall Authorized Organizations oles Active e Active EndDate Disabled Disable heason
. . FAl'] stuserll Jane Doe jane.doe@districtone.com 000003 schoolCoord No
template' the Dlstrlct or SChOOI Test 3y deuserl? John Smith  john.smith@districtone.com 000003 schoolCoord No
4
Coordinator can update/fill in rows
] P / . 0] Save As ]
to edit or create new users using €0 =T » Pemonhccemtimt Use Upionds i M oo a1
the User File layout on page 13. Organize »  Newfolder - @
) Microsofs Excel o Detemediied Type
7. When all users are added or | % Foveies - " '
. . Creative Cloud Fi
updated, save the file as a .csv in l B bestecr
. |8 Downloads
the Save as type as a .csv file so 4] Racent Places
. ™ jcdwpcoredfsil
that the file can be uploaded back =
. Arizona . - .
into PearsonAccess"'. Select Save. s -
File name:  PearsonAccess Next User Import File 11,1617 csv -
8. Login back into PearsonAccess"*.
~ Hede Folders Cancel

11
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9.

10.

11.

12.

13.

14.

15.

Go to the SETUP section, click on
the Select an action drop-down
menu, and select Import/Export
Data.

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

On the Tasks for Importing and
Exporting screen, select the Type*
drop-down menu and select User
Import.

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

Select Process.

When the import is complete, you
will see the Complete confirmation
message.

Select Exit Tasks.

= Tasks 0 Selected

Select Tasks

Find Files

Import / Export Data

Select an action

Students
Testing Groups

Qrganizations

Users

-

Import / Export Data

10
Q Search

All Tasks

Import / Export Data

View File Details

Tasks for Importing and Exporting

Import / Export Data

© Add Task

< Previous Task

Exit Tasks %

Next 15

Type”

User Import

)9

ource File ﬁ
Choose File 10 5en
i3]

Additional e-mails

Enter a valid e-mail address

Note: New users will receive a Welcome email instructing on the next steps to access their PearsonAccess"

account. Updated users will not receive an email but will have their access updated immediately in

PearsonAccess",

12
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NAME

FIELD NAME

READ

FliLD (Display (FILE HEADER | ONLY RE%}JII\‘R)ED LEI\I\/JHGNTH LE'\lillg);'H VALID VALUES Additional Notes
Name in Ul) TITLE) (Y/N)
1 Action Action N Y 1 1 C = Create Fill-in a C to create a new
U = Update record
Fill-in a U to update an existing
record
2 Username Username N Y 8 100 No validations
on data
Blank not
allowed Type User’s Email Address
3 First Name First Name N Y 1 50 No validations
on data
Blank not
allowed Type User’s First Name
4 Last Name Last Name N Y 1 50 No validations
on data
Blank not
allowed Type User's Last Name
5 Email Email N Y 1 100 Must be valid
email address | Type User's Email Address
6 Authorized Authorized N Y Variable * Type any or all

Organizations

Organizations

Organization(s) Code(s) 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.,123456:345678).
Do Not place a space in
between colon and
organization codes.

13
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* Make sure to include any
leading zeros. (If you want
them to see the district and all
its schools, you must list the
district entity code. If you want
them to only see school level,
use the school entity code
(e.g., 001234).

Roles

Roles

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 = 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

Active Begin
Date

Active Begin
Date

10

Format as:
MM/DD/CCYY
MM is the 2-
digit month
DD is the 2-
digit day
CCisthe
century

YY is the 2-
digit year

Leave column blank - this
column does not 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.

Active End
Date

Active End
Date

Format as:
MM/DD/CCYY
MM is the 2-

Leave column blank - this
column does not need to be
filled in with data.

14
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digit month
DD is the 2- Do NOT delete the column
digit day heading (Row 1). It needs to
CCis the be left on the layout to be
century uploaded successfully.
YY is the 2-
digit year
10 Disabled Disabled N N 3 Yes = Account | Leave column blank - this
is disabled column does not need to be
No = Account filled in with data.
is not disabled
Do NOT delete the column
or Blank heading (Row 1). It needs to
be left on the layout to be
uploaded successfully.
11 Disabled Disabled Y* N 1000 No validations | Leave column blank - this
Reason Reason on data column does not 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.

15
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Additional Orders

If an additional order is needed, the Arizona Science District Test Coordinator is to place one consolidated
additional order for the entire district. All additional orders are approved by the Arizona Science State Test
Coordinator prior to being shipped.

1.

Email City*
continue with this order. Immediately G e
Phone Ext State”
contact AIMSScience@azed.gov to update =
Fax Zipcode”
the contact information.
Materials Order
6. Select Add Items to open the Edit Materials
onems | Add tems. o
Order screen.
* Required
Reset
7. On the Edit Materials Order screen, enter
the quantity of each item needed. Edit Materials Order [ 5 = - NN
r—— Q =r Subject Type Grade
8 . Select Save' 2 of ST COORDINATOR MANUAL AZ00002333 Net Subject Specific Miscellaneous Al
a 02. TEST ADMINISTRATION DIRECTIONS AZ00002932  Not Subject Specific Miscallaneous Al
1 03. SPV TEST BOOK GRADE 4 AIMS SCIENCE AZ00002929 Science Test Book Grade 4
0 04SPV TEST BOOK GRADE 8 AIMS SCIENCE AZ00002930 Science Test Book Grade 8
Note: |f you are ordering any SPV 05 8PV TEST BOOK HS AIMS SCIENCE AZ00002931  Science Test Book High School
0 06. LARGE PRINT TEST BOOK GRADE 4 AIMS SCIENCE AZ00002925 Science Large Print Grade 4
booklets, you must also order labels. :
0 07. LARGE PRINT TEST BOOK GRADE 8 AIMS SCIENCE AZ00002926 Science Large Print Grade 8
0 08. LARGE PRINT TEST BOOK HS AIMS SCIENCE AZ00002927 Sclence Large Print High School
09. BRAILLE TEST BOOK GRADE 4 AIMS SCIENCE AZ00002922 Science Braille Grade 4
10. BRAILLE KIT GRADE 8 AIMS SCIENCE AZ00002948 Science Braille Grade 8
11. BRAILLE TEST BOOK HS AIMS SCIENCE AZ00002924 Science Braille High School
12 UPS NONSCOREABLE SHIPPING LABEL AZ00002950 Not Subject Specific Miscellansous Al
13 GREEN NONSCOREABLE LABEL AZ00002947 Not Subject Spaecific Miscellaneous All
0 14 RETURNBOX-11 12X 912X 3 AZ00000567 Not Subject Specific Miscellaneous Al
15. RETURNBOX - 11 12X 912X 6 AZ00000566 Not Subject Specific Miscellaneous Al
L‘j ) 16. RETURN BOX-11 12X 912X 12 AZ00000565 Not Subject Spacific Miscellaneous Al

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

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

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

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

Verify the Ship To information is correct. If
there is an error in the address, do not

SETUP

Select an action ~

Import / Export Data
Students
Testing Groups

Organizations o

Users

< Orders & Shipment Tracking )

£ Tasks 0 Selected

Select Tasks

Orders & Shipment Tracking

Find Orders Placed or Updated in

= Orders

IManage

5 Cancel Orders

ADDITIONAL ORDERS DETAILS

!; Organization (Code)

©aaaTask IECPRVIGUSTESEY Nent Tast y

e

Reason

Specil Instruction

Ship To
Contact Information
Contact Name*
Mary Pat Wood

Job Title

District Test Coordinator

©

Shipping Address

Address Line 1*

1535 West Jefferson

Address Line 2

16
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9. The Edit Materials Order screen will close
and take you back to the Materials Orders
screen. The Materials Order section will
update and show your selections and
guantities. Verify that the information
entered is correct.

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

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

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

13. Select Exit Tasks.

Materials Order

Jitems*| Ad/Edit lems.

Description

Item #
AZ00002865

AZ0000286T

01. TEST COORDINATOR MANUAL
02. TEST ADMINISTRATION DIRECTIONS

03. 5PV TEST BOOK KIT GRADE 4 AIMS SCIENCE AZ00002881

T

ADDITIONAL ORDERS DETALS

Date Needed”

Note: After 24 hours, log back into PearsonAccess"* to confirm that the Additional Order has been approved by

the ADE.

17
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Managing Students

ADE will provide Pearson with an initial Student Registration Information file to upload in February into

PearsonAccess™™. The date for this upload is available on the District Test Coordinator Important Tasks Checklist.

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

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 AIMS Science using the Student Registration Export.

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

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

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

Edit Student Demographic Information.

Add/Edit Special Paper Version Accommodations.

Edit a Student Test Assignment.

Identify Students that require Special Paper Version Tests and assign students to a Special Paper Version
Test Session.

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

YV V VY Y

\ 4

View Student Registration Report
Import / Export Data

1. Toview the Student Registration Report, go to
SETUP, click on the Select an action drop-down
menu, and select Import/Export Data.

= Tasks 0 Selected = Files 05

Select Tasks -1 Manage

All Tasks

Find Files Import / Export Data

2. On the Import/Export Data screen, from the Gmpomxpmam ) - B Vo
Start drop-down menu, select All Tasks.

Tasks for Importing and Exporting ©a00 Task | < Previous Task  NexiTask® | Exi Tasks x
3. On the Tasks for Importing and Exporting screen Import/ Export Data
and at the Import/Export Data tab, select the
Type* drop-down menu, select Student >
. . . Test Status Filter
Registration Export and click Process.  assion) x testing

Include tests with Do N

pe

Student Registration Expont

18
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4. The next screen is at the View Files Details tab.
The report will take a few minutes to process.

Select the DETAILS = refresh button to update
the status. When the file has completed
processing, the green Complete confirmation
message and Download File link will appear.
Select Download File to download the file.

5. The Student Registration Export file is an Excel
spreadsheet. The file will contain all the students

who are registered to take the AIMS Science test.

Note: This file is secure. All student level
information must be used confidentially in
accordance to state and federal privacy laws.

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

a. Login to PearsonAccess™™,

b. Go to the SETUP section, from the Select
an action 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.

e. Select the Download File link.

19

Tasks for Imparting and Exporting

|
Impart £ Fxport Data | Vicw File T

FILES (1) DETAILS

Pending Complete
perep— L L S —

File Information

Download File €

Steps
step Message
) T 3 T 3 T 3 [l T T ¥
1 Orqanization Code Organiation Name SSIDNumber Student st Name: StudentFirst Name  Student Middie kntial Dt of Bth Hispanic cr Latino. White Blackor Afican American Asian Americ
z €000} Prcl Puar Ementary chocl 11111111 Listnamel Fistnane v
3 2R st ® W n v ¥
4 iy [ e v
s 000001 Prckly Sear s588483 G s/ v
o 000003 Prcely Pear lmentary School 4644804 Lstname’ M v ¥
1 000002 Prcl Pear il Schoel TITITITY strames Fistnames ® /137200 o ¥
8 €000z Prcl Peat MigGle schcel 0581883 Lstname? FistnanT s N v
» 000 prickl Puas Middle Schecl i wstnaed o A i 8 v
] T 1610110 st ) v
i . 1121212 st 10 0 ¢ v
IE 000001 Prcely Pear High Schocl 13130 stnamen gramell G ¥
B C00001 Prickly Pear High Schcel MU stamel  Firstramel] v
u 000001 Pricly Pear tigh Schoel IS5 Usamell __ Fistnel3 R v

6 SETUP

Select an action

mport / Export Data

Students

Testing Groups

QOrganizations

Users

Import / Export Data

= Tasks 0 selected E Files 1 Selected Clear

Select Tasks Manage he

Find Files
Name starts with Q searc (A o
Filters Clear Hide 3 Results
Status
e - g Request Date Name pe Status Total Records Error Records Organi
Type Q ¥ 0B/06/2018  User Export [fUser Export Complete 2 0 Tumble
T 11:38:14 PM 2018-08- Unified

07T04:38:1... District
(99999

Download Filg
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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

= Tasks 0 Selected = Students 0]

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

Select Tasks A

Select an action < i i i
Find Students  Registered to Spring 2018 AIMS § Create | Edit Students

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

it Data T Registration
Student Last Name starts v
TaSkS. I Students 'o M—

3. On the Tasks for Students screen and at the : e = D EET
Create/Edit Students tab, fill in the New e e el el
Student details. s @r
Note: Check the Not Enrolled box only if the S
student is not currently enrolled at the st e e
school where the test is administered. MM oo i
This check box is very rarely selected. Check S — cm ' '
with your District Test Coordinator o o
before selecting the Not Enrolled check box. . [
Select Create. You will receive a green e A s et e o st
Success Changes saved screen. (- v e ' )

Task 2 - Register Student

Tasks for Students ©Add Task | < Previous Task | MestTaskd | Exit Tasks %

4. Select the Register Students tab on the task

Cresle / Edit Students | Register Students. ot 4 Manage Tesling Groups.  Manage Enrollments

bar. Under STUDENTS, select the student’s S
name. Lastname40, Firstname40 (71717171) [ sove [
@ Registered © Show Student Detsils
5. Under the detaI|S, place a Check mark |n the TR OTder 1o register the student you must chesk the ‘Registered’ checkbax above and then select sither a grade or a cohort

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.

Create / Edit Students Register St 7 Manage Student Tests Mz

TaSk 3 -Test ASSIgn ment Test Filter Filter by Test Status

Add Complete () Assigned | Apply

7. Select the Manage Student Tests tab on the

taSk bar' STUDENT TESTS (0) TEST DETAILSh
8. In the TEST DETAILS section, under New Student Test

Student*, select the student’s name from

the drop-down menu. Ctudent* ]

20
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9.

10.

11.

12.

13.

14.

15.

16.

Under Test*, select the appropriate test
from the drop-down menu. To assign a
Special Paper Version (SPV) test, the
students must have a current IEP or 504 Plan
that restricts them from using a computer.

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

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

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

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

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

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

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

Note: To add a Special Paper Version
accommodation for a new student, see
Special Paper Version Accommodations on
page 30.

Visual Assistance Tools

STUDENT TESTS (0)

New Student Test

Student®

TESTDETAILS

Lastname18, Firstname18.J(2 ~

Test”
o AIMS SCIENCE GRADE 4 X | v

Organization*

Prickly Pear Elementary School (ODO@ v

‘ Select

Testing Group

Format*

Online % |x

o [ Text-to-Speech

Q

Text-to-Speech

Tef-to-Speeah must be checked.

STUDENT TESTS (0)

New Student Tes

TESTDETAILS

Student”

Firstname20 N(: ¥

Organization*

Format*

Add
¥ Text-to-Speech

Special Education

Prickly Pear Elementary School (0000003} x |+

EL Classification

Test"

AIMS SCIENCE GRADE 4 x (v

Testing Group

Select

Migrant

@ Adult Transcription

Non-Embedded Accommodations

Sign Test Content

Translate Directions

STUDENT TESTS (1) |

© Create Student Tests

AIMS SCIENCE GRADE 4

LASTNAMEZ20, FIRSTNAMEZ20 N (23232323)

15

PNP Answer Masking

. ©

PNP Line Reader

PNP Magnifier Tool
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Adding Students to a Test Session
To add students to an existing test session in PearsonAccess"*:

1. Go to TESTING, select Sessions.

TESTING

Select an action =

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

Student Tests.

‘ Sessions o

Search. T
SesSi0NS  Goto Studens in Sessions .
3. Place a check mark next to the test
) S 1em e ﬂ
session for the correct school.
AIMS Scence High School ;‘;j;%i”gmms i

4_ GO to sta rt' Select A" Tasks_ S Clear Hde || 2Resuls  Displaying | 25 ¥ Manage Columns-
5. on the Tasks for Sessions Screen’ Select ‘Select one or more “AIMS SCIENCE HGH SCHOOL SPV@  Not Prepared 0272112018 AMS ICE HIGH SCHOOL 3RV 4 “Prickly P=ar High School (000001)

the Add/Remove Students in Sessions —
tab.

Creale / Edit Sessions  Delete Sessions | Add/Remove Students in Sessions 5

6. On the left side of the screen, select the """ PETAILS
session name from the SESSIONS list. QC'ENCE G S B3
Add Students
7' Under the DETA"'S SeCtlon' Se|ECt the Find by name or ID within Tumbleweed Unified District - 0
Find by name field to select students to IJ_ Lesinamed 1, Firstname T (91919191) .

H roup Organization
add to the session.
¥ Lastnamed1, Firstname81 (91919191) Prickly Pear High School

Assigned Students

8. Place a check in the box next to each
¥ Lastname11, Firstname11 (13131313)
selected student. ¥ Lastname12, Firstname12 (14141414)

# Lastname13, Firstname13 (15151515)

* Required

9. Select Save.
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Editing a Student Test Assignment

The student data upload will register all students to an online test. If you identify a student that is in the wrong
Grade, or Cohort, or requires a Special Paper Version (SPV) test, you must change their Test Assignment. For
instructions on SPV, please see the Special Paper Version Accommodations section on page 30.

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

1. Go to SETUP, select Students.

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

Select an action -

select Search or select Show All Results.

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

Students

Students

== Tasks 0 Selected B Students 0 Selected Clear

Select Tasks Manage

All Tasks Q

Create / Edit Students

updated.

Find Students by Ignoring Spring 2020 Arizona Science Regis!

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

Registration

Filters Clear Hide 1 Result

Displaying 25 |v| Manage Columns~

Across Al Orgafiizations

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

$SID Number [0 $SID Number- Student Last Name® &91‘ First Name® Student Middle Initial Date of Birth® Gender*
Te

00000000003 [J 00000000003 Studentt 10/30/2014 Male

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

Create / Edit Students Register Students Manzage Student Tests Manage Enrollments

5 =sting Groups

Test Filter

Filter by Test Status

Complete [ Assigned| Apply
7. Test Details will auto-populate for the p— rESTDETALS
StUdent' —unChGCk the ASSIgned box. © Create Student Tests oametl[), Firstname40 (71 717171)
Select Save. LASTHAWELD FIRSTHAWELD
[T AIMS SCIENCE GRADE 4 7 gE:ow E-'.'.:s_?: Dlstalle
Show Audit Trail

AIMS SCIENCE GRADE 4

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

Prickly Pear Elementary School (D00003)

Testing Group

9. To add a new test assignment, remain on
the Manage Student Tests tab, under

Create / Edit Students

Register Students

Manage Student Tests Manage Testing Groups Manage Enrollments

Student*, select the student’s name. Test Filter Fiter by Test Status
. . Add Complete Assigned oply

10. Select Organization®. Select the correct 5

SChOO| . STUDENT TESTS (0) TESTDETAILS

] New Student Test @ Reset
11. Select Test*. Select the appropriate test.
. . Student” Test*
12. Testing Group, leave blank. Optional. Lasinames, Frsmame1s B(; + s soinczoraoes (G 1]
* . Organization® Testing Group

13' SeIECt Type * SeIeCt onllne. Prickly Pear Elementary School (0000003) x |« Select Q Z
14. Place a checkmark in the Text-To-Speech Format

box. Online Q x | ¥

0 w Text-to-Speech |

15. Select Create.
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Editing Student Demographic Information
Demographic information includes the Student’s Name, SSID Number, Date of Birth, Gender, and Ethnicity.

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

1. To edit student demographic information,
go to the SETUP section, from the Select
an action drop-down menu, select

Students.
2. On the Students screen, search by either .
Last Name or SSID Number, click Search. s Al Cganzeers _

. . . SSID Number S8ID Numbe Student First Name*
Additional Optlon would be to click Search T THIMTI O Lastnamedd Firsinamed0
and place a check next to Show all TS
Results.

= Tasks 0 Selected E students

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

Select Tasks M Manage
All Tasks ;
4. On the Students screen, from the Start Find Students by Ignoring Spring 2020 Arizona Sciwl Creale | Lol Sludens
drop-down menu, select Create/Edit —— : o comr
Students. .
Filters Clear Hide 1 Result
5. On the Tasks for Students screen and Across All Organizations
under the STUDENTS “St, SEIECt the S5ID Number [ SSID Number® mLast Name* Student Fi
00000000003 [] 00000000003 |Si Test

student to be edited.

Tasks for Studehts
6. Edit all demographic information for Creste Exi Students
student and select Save. sTuDENTS (1)
& Crests Students Lastname40, Firstnamed0 (71717171) Save
7. Continue editing any additional students, Organizaton © Show Stusent Dets
i i i = ric| ‘ear Elemental @ Show Audit Trail
if necessary. Click Exit Tasks when all ehee (Bstoasy "
students have been edited. FO—— <510 Number-
Firstname40 71717171
Student Last Name* Date of Birth*
Lastname40 D&/30/2007 =]
Student Middle Initial Gender®
Female v
Ethnicity (Hispanic/Latino)* Asian

White American Indian or Alaskan Native

Yes v v

Black or African American Native Hawaiian or Other Pacific Islander

v v

Mot Enralled (check the user guide before checking the box)

*Required

24



next

PearsonAccess

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. Download the blank AIMS Science Student
Registration File Layout/Template from the
Support section.

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

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

4. Toimport the AIMS Science Student
Registration Import file, go to the SETUP
section, click on Select an action, select
Import / Export Data.

5. On the 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 and AIMS Science Student
Registration Import file you created earlier.
Select Process.

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

PearsonAccess"e*t

@ o & = L2}
Home  Setup Testing Reports | Support

Support *

Categories All Clear
¥l Layouts Student Registration File Layout and Template
Training
File Type All Clear
A B C D E F G H 1
1 |Organization Code Organization Name SSID Number Student Last Name Student First Name Student ¥ Date of Birth Hispanic cWhite
[_2 000003 Prickly Pear Elementary School AAAMAAAY Student Gradefour 4/af2003 Y
3 000003 Prickly Pear Elementary School 55555555 Lastnamed Firstnamed G 5/2/2007 N Y
4 000003 Prickly Pear Elementary School 66666666 Lastname5 Firstname5 M 1/17/2007 Y
5 | 000004 Prickly Pear chool TIT77771 Lastnames Firstname6 P 6/19/2002 N Y
Organize = New folder = @
Yt Favorites B ?fcuments library Amangeby: Folder ~
B Deskiop 3
& Downloads 7
1 Recent Places B2 Student Registration Expart 2018-08-07T14_58_43.877+0000.csv
4 Libraries
% Decuments
o) Music o P D
R [R——TR— N
s -
Save 35 type[EST (Comma Gee U)ot =
Authors: Riojas, Norma Title: Add a tif
Tags: Add atag Subject: Specify the subje:

Import / Export Data

= Tasks 0 Selected

SETUP

= Files 0 |

Select Tasks

Select an action e

Import / Export Data

Find Files Import / Export Data

View File Details

Import / Export Data View File Details

Type”

Student Registration Import v

Don't modify student tests

Note: This import modifies students, student registrations and student tests.
want student tests modified, check the box above.

f you don't

Source File

file chosen

Choose File i

Additional e-mails

Process
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STUDENT REGISTRATION File Layout: Arizona Science Spring 2020

NAME READ
FIELD . REQUIRED MIN MAX
(Display Name ONLY VALID VALUES
# in UI) (V/N) (Y/N) LENGTH | LENGTH
Numeric (0-9)
1 Organization Organization N v 7 7 Blank not allowed
Code Code Records with blanks and invalid values
in this field will be rejected.
A-Z, a-z, 0-9, dash (-), apostrophe ("),
5 Organization Organization N N 1 35 embedded spaces
Name Name Records with blanks and invalid values
in this field will be rejected.
3 SSID Number | SSID Number | Y Y 11 1 Numeric, 0-9
*Must be unique
A-Z, a-z, 0-9, dash (-), apostrophe ("),
4 Student Last Student Last N v 1 75 embedded spaces
Name Name Records with blanks and invalid values
in this field will be rejected.
A-Z, a-z, 0-9, dash (-), apostrophe ("),
5 Student First Student First N v 1 75 embedded spaces
Name Name Records with blanks and invalid values
in this field will be rejected.
6 Student Middle Student N N 1 A-Z, a-z
Initial Middle Initial or blank
) . Date (M=Month, D=Day, Y=Year)
7 Date of Birth Date of Birth N Y 10 MM/DD/YYYY
3 . Ethr"]ICIty. Hlsparllc or N y 1 ] Y=Yes
(Hispanic/Latino) Latino N=No
Y=Yes
9 White White N N 1 N=No
or blank
) Black or Y=Yes
10 Black or African African N N 1 N=No
American .
American or blank
Y=Yes
11 Asian Asian N N 1 N=No
or blank
American Indian 'IA\nrz::z: Y=Yes
12 or Alaskan N N 1 N=No
. Alaskan
Native . or blank
Native
Native Hawaiian Ha\’/\lvz'itilx or Y=Yes
13 or Other Pacific e N N 1 N=No
Other Pacific
Islander or blank
Islander
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Gender

Gender N Y 1

M = Male

F = Female

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

15

Grade

Grade N Y* 2 2

Numeric

04, 05, 08, 11

or Blank

Grade must be present for students
participating in Grades 4&8 Science and
5,8,&11 AzSCl Prototype Field Test

Must be blank for students participating
in HS Science test

16

Cohort

Cohort N Y* 2 2

22=2022

23=2023

or Blank

Cohort must be present for students
participating in HS Science

Must be blank for students participating
in Grades 4&8 AIMS Science test and
Grades 5,8,&11 for the AzSCl Prototype
Field Test

17

Special
Education

Special
Education

1 = Participating
Blank = Not Participating

18

EL Classification

EL
Classification

1 = Participating
Blank = Not Participating

19

Migrant

Migrant N N 1

1 = Participating
Blank = Not Participating

20

SES

SES N N 1

1 = Participating
Blank = Not Participating

21

Test Code

Test Code N N 8

AIMS04 = AIMS SCIENCE GRADE 4
AIMS08 = AIMS SCIENCE GRADE 8
AIMSHS = AIMS SCIENCE HIGH SCHOOL
AZSCO05 = AzSCI GRADE 5

AZSC08 = AzSCI GRADE 8

AZSCHS = AzSCI GRADE 11

If blank, set automatically based on
Cohort and Grade fields

22

Format

Format N N 10

online = Online
If not = online, set automatically in load

27




next

PearsonAccess

At times, when the SRI file has completed
processing in PearsonAccess"™ and issues/errors
are encountered, the message Complete with
Issues will display on the screen.

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

When this occurs, the 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
the ADE at AIMSScience@azed.gov.

Refer to directions beginning on page 47.

Note: Students cannot be deleted from PearsonAccess™*. A student will be removed when another

omplete with issues
Same recards were nol saved, see the emer =t for detals

File Information

Type Organization

Student Registration Impart Samgle Sehaot District {00000
Name User

Sample S0.csv e, elglaEhImap o
[Request Date

DATZAIZ019 11:18:11 AM Download File &

Total Records
255
Successful Records

Download Students Created €

2
|Error Records

Steps

Stép Medaage

Farmat Verdicaton Complete

Impar Encountered 243 records with isues, data for these records was not saved
Ganarats Error Files Complele

Errors

Download Records in Error €

Download Error Messages

Record Humber  Message

2 Tast AZFI & diready asigned 1o this studard in arganizatien Prickly Fear Schual
12 The Test AZPD4 is akaady axsigned to fhis studen in crganization Prickhy Pear Schisl
16 & Tet ATPOA is abasady asaigreid o his stident in crganizadion Prickly Pase Schoal,

district/charter adds the student to their registration.
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Optional: Creating Testing Groups

Testing Groups are optional for PearsonAccess". For those wanting to group students by classroom or testing
days, this may be completed using the Testing Group function.

To create the optional testing groups in

PearsonAccess"™:

1.

Go to the SETUP section, from the

Select an action

SETUP

Testing Groups

= Tasks 0 Selected = Testing Groups 0 Selected |

Select an action drop-down menu,
select Testing Groups.

Import / Export Data
Students

“D

Select Tasks

Manage Q

All Tasks

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

2' SeIGCt A" TaSks from the Start dro p_ Create / Edit Testing Groups id / Remove Student Tests in Testing Groups  Assign Users to Tesling Groups
down menu. ——
. . TESTING GROUPS (0) DETAILS
3. Select the Create/Edit Testing Groups — N =
ew Testingi® ° create | SO
tab. Select the Organization, fill in the
Name f|e|d and' If desired a Prickly Pear Infermediat... x |«
Name*
Description. [TRp—
Description
4, Select Create. The form will reset after eb oo 124
. . *Required
creating each group. Repeat this —
process until all groups are created.
Tasks for Testing Groups © Add Task | < Previcus Task | MextTaskd» [ Exit Tasks %
5' Se|ECt the Add/Remove StUdent TeSts Create / Edit Testing Groups Add / Remove Student Tests in Testing Groups 5 sers to Testing Groups
in Testing Groups tab. Delete Tesiing Groups
6. On the left side of the screen, select the [TESTING GROUPS (1) o
Testing Group from the list. —— s 000 Bz =
. . R Add Student Tests
7. Select the Find by name or ID within
. . . . Find by name or ID within Prickly Pear Intermediate School l
the Organization to find the desired [
Student. Lastnames, Firstnames (77777777}
Lasiname18, Firstname18 (18181818) 8
Lastname81, Firstnamed1 (31813181)
8. Select the student name to add the
student to the Testing Group. Repeat * Required
this until all students have been B3 -
SeIeCted' Tasks for Testing Groups © Add Task | < Previous Task | Mg 11‘
9. once the students are selected, they Create / Edit Testing Groups Add / Remove Student Tests in Testing Groups Assign Users to Testing Groups
. . Delete Testing Groups
will populate below the Find by name
or ID within the Organization filter. TESTING GROUPS (1) DETAILS
Note: If a student is selected in error, Beileae IS S BIFEEH 4 [ s I
you can remove the student by Add Student Tests
Selecting the “x” by the student’s name. o Find by name or ID within Prickly Pear Intermediate Schoal
x Lastname13, Firstname15 (18151813)
10. Place a check in the box next to each ' Testing Group
. Lastname18, Firstname18 (186181818)
student, then select Save. Repeat this v AIMS SCIENCE GRADE 4 381
process for each Testing Group created. Acsianed Student Tests
. * Required
11. Select the Exit Tasks button.
Reset
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Special Paper Version Accommodations

All Special Paper Version (SPV) test requests must be approved by ADE. Please see the Arizona Science District
Test Coordinator Important Tasks Checklist for detailed steps for receiving approval prior to proceeding with
identifying a student’s Special Paper Version test accommodation in PearsonAccess"™™,

Students that require a Special Paper Version test must be identified in PearsonAccess™*. Before assighing 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.

3. On the Tasks for Sessions screen, at the
Create/Edit Sessions tab, select Create

SESSiO“. Select an action b
. * Qe e
4. Select Session Name*. Create one of the o
following test session names in all CAPS. QBRI Session

AIMS SCIENCE GRADE 4 SPV
AIMS SCIENCE GRADE 8 SPV
AIMS SCIENCE HIGH SCHOOL SPV
5. Select Organization*, select the school
name from the drop-down menu. SPV Sessions  Go o Students in Sessions »
test sessions must be created for each = Tasks = Sessions
school that has an SPV student. Select Tasks Manage

All Tasks

6. Select Test Assigned*. Use the drop-
down menu to select the appropriate
grade and test to be assigned to the test
session.
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7. Enter the Scheduled Start Date*. It can
be no earlier than the first day of testing.
All other fields are optional.

Tasks for Sessions ©Add Task | €Previous Task | Next Task »

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

SESSIONS (0) DETAILS

8. Select Form Group Type*. Use the drop-

down menu to select SPV Form. | © Create Session 3 = Seectar Croate [0
9. Select Create. Select Exit Tasks. Session Name® rganization®
AIMS SCIENCE GRADE 4 SPV Prickly Pear Elementary ... « |+
Test & Form Scheduling
Test Assigned® Scheduled Start Date”
AIMS SCIENCE GRADE 4 x ffo3zs2019 s
Practor Reads Aloud Scheduled Start Time
Form Group Type* 01:00 AM CSTO
SPV Form * B Lab Location
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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.

Students

@ Students.

= Tasks 0 Selected 1 Selected Clear

Select Tasks

Select an action hd

Import / Export Data

Students 1

Filters
Across All

Organizaighs Jme"  Student Middle Initial

B

SSID Number

81818181

1819 Lasinamed! Firstname&1

3

Toage Secondar fhiers

Crste/Edit Sudents ~ Regstor Suders | anage Suden Tess | 1 Tesing Grovps  Maage Evllments

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)

Test Filter Filter by Test Status

Complete [ Assigned| Apply

STUDENT TESTS (1) o TESTDETAILS 6

© Create Student Tests Lastname1, Firstname1 (11111111 Save [IREEY

LASTNAME, FIRSTNAME1 (11111111)

AIMS SCIENCE GRADE 4 @ Show Student Details

AIMS SCIENCE GRADE 4 © Show Audt Tril
% Assigned

Organization” esting Group o

Prickly Pear Elementary School (0000003) « |+

Under Non-Embedded Accommodations,
place a check mark in the box for any
accommodations required by the student’s
IEP/504 Plan. Skip over the Visual
Assistance Tools sections as they apply to
computer-based testing only.

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.

Non-Embedded Accommodations

# Adult Transcription Sign Test Content o Translate Directions

Assistive Technology Simplified Directions Translation Dictionary

Visual Assistance Tools
PNP Color Contrast PNP Answer Masking PNP Magnifier Tool

PNP Line Reader

Orcler 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 cffered during the test administration. (Select all that apply.)
Magnification @
Line reader

Coler overlay

Other ADE approved

Special Paper Version

Paper

# By checking this box| | at | have completed steps 1-4 above and confirm that this student has a 504, [EP. or ADE's written approval documenting the SPV test accommodation

Required
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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.

Select an action <

Student Tests

‘ Sessions o

Students in Sessicns

Sessions| Goto Students in Sessions » 4

= Tasks 0 Selected

3. Place a check mark next to both the

computer based test session and the SPV || s ;
test session for the correct school. p——
Name starts with QSearch  ~
4. Click on the Go to Students in Sessions s s Coarde| | 2R o acton o theseachand s

more

. Select one o Session atus
link.

Organization @  AIMS SCIENCE GRADE 4@ Not Prepared
Select one or more @  AIMS SCIENCE GRADE 4SPV @ Not Prepared

5. Under the Session List, select Combined

Students In Sessions o sessions s

Vi ew B Tasks 05 = Swdonts in Sessions 1 Selocted Clear
Select Tasks = S - Manage
7
Session List Add a Session Combined View Studant Tt Statuses

O Combined View 5 Nt Prepared (2)
RIS SCIENCE GRADE'S
AIMS SCIENCE GRADE 4 SPV

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

Find Students  In the sslected session(s) above ~

7. Go to Start and select All Tasks.

Filters Clear Hide 5 Results Displaying | 25 v| Manags Columns =
Organization

SSID Number_Last Namo_First Name_Middio Name Ussmame Session Studomt Test Staws Form Group Type

SSID Number o @ 111111 Lasname! Firsnamel 11111 ©AIMS SCIENCE GRADE 4 (AMS SCIENCE GRADE 4) [alRgad

77777777 © Losmame? Firsmame? R 22222222 ) AIMIS SCIENCE GRADE 4 (AIMS SCIENCE GRADE 4) (| Eaay

Computer Based Test

8. Select the Move Students between
Sessions tab.

Computer Based Test

Tasks for Students in Sessions

O Add Task | < Previous Task | N

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

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

Move Students between Sessions

Tests Sessions
% AIMS SCIENCE GRADE 4| [ AIMS SCIENCE GRADE 4 SPV Create Session

AIMS SCIENCE GRADE 4 SPV
9 @

AIMS SCIENCE GRADE 4

10. Select Move.

Prickly Pear Elementary School (0000003
Student AIMS SCIENCE GRADE 4

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

11. Click Exit Tasks. *Requied
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Step Four - Place an Additional Order for 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 Arizona Science District Test Coordinators is to place one
consolidated additional order for the entire district. All additional orders are approved by the Arizona 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 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 i

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

DETALS

G estec

)

Special Instruction

Ship To

Contact Information

Contact Name
Mary Pat Wood
Job Titke
istriet Test Coorainator
Email
marypat wood@azed gov
Phone Ext
6025425345

Fax

©

Shipping Address

Address Line 1
Address Line 2

city”

Phoenix

Materials Order

M 0

* Required

o

Edit Materials Order

P e qinn
[} ST COORDINATOR MANUAL

2

DMINISTRATION DIRECTIONS

a
= 3. SPV TEST BOOK GRADE 4 AIMS SCIENCE
0 04 SPV TEST BOOK GRADE 8 AIMS SCIENCE

05. SPV TEST BOOK HS AIMS SCIENCE

08 LARGE PRINT TEST BOOK HS AIMS SCIENCE

05. BRAILLE

ST BOOK GRADE 4 AIMS SCIENCE
10. BRAILLE KIT GRADE & AIMS SCIENCE

11 BRAILLE TEST BOOK HS AIMS SCIENCE

12. UPS NONSCOREABLE SHIPPING LABEL

13 GREEN NONSCOREABLE LABEL

14 RETURN BOX - 11 122X9 12X 3

15. RETURN BOX - 11 12X 9 122 X6

16 RETURNBOX - 11 122X 9 12X 12

0E LARGE PRINT TEST BOOK GRADE 4 AIMS SCIENCE

07. LARGE PRINT TEST BOOK GRADE 6 AIMS SCIENCE

Subject
33 Mot Subject Speciic

Not Subject Spacific
Sclence
) Sclence
Scionce
Sdence

7 Scence

Science
Scionce
4 | Scence
0 Not Subject Spadific
7 Not Subject Spedific

7 Mot Subject Spedific

Not Subject Speciic

Mot Subject Specific

Type Grade
Miscellancous | Al
Miscallans A
Test Book Grade 8
Tast Book High School
Large Print Grade 4
Large Print Grade 8
Large Print High School
Braile Grade 4
Braile Grade 8

Bralle High School

us Al

Miscellaneous | Al

Miscallansous | Al

Miscellansous | Al
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Preparing for Testing

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

Session Resources

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

e Seal Codes are used to unlock each section of the test. The seal codes are provided to students before
administering each section on the testing day.

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 Testing Tickets provides the student’s username and password for logging in to TestNav 8, Pearson’s

online testing platform.

To access the various session resources in
PearsonAccess"":

1. Go to TESTING, select Sessions.

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

3. On the 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 check in 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. Select the Resources drop-down menu to see
the list of session resources.

Select an action =

Student Tests

Sessions o

Students in Sessions

SesSIoNS | Goto Students in Sessions »

= Tasks 0 Selected B Sessions 2 Selected Clear

Select Tasks Manage

Find Sessions

ts with QSearch ~

@ Show all results

Filters Clear Hide

17 Restf
Session Status |

Sele Sessil n Status  Scheduled Start Date Tes
Orga AIMS SCIENCE GRAD 8 SPV @ Not Prepared  03/08/2018 Al
Select one or mo @ AIMS SCIENCE GRADE 4 @ Not Prepared  02/20/2015 Al
Test # AIMS SCIENCE GRADE 4 SPV & Not Prepared  02/21/2018 Ally

Go to Sessions »

Students in Sessions

== Tasks 0 Selected

Select Tasks

Session List

Add a Session

@ Combined View Seal Codes

AIMS SCIENCE GRADE 4

AIMS SCIENCE GRADE 4
SPV

Scheduled Sessions

Session Student Roster

STUDENT TESTING
TICKETS

Print all for this session

Print selected for this
session
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Seal Codes
Seal Codes are used to unlock each section of the test. The seal codes are provided to students before

administering each section on testing day.

1.

On the Resources drop-down, select Seal
Codes.

The Seal Codes report will open in a new
tab on your internet browser for the
selected session. Each session will have a
unique Seal Code report.

Close the tab on your internet browser
that displays the Seal Codes when finished.

Note: The Seal Code report should be
treated as secure test material.

[% Students in Sessions - &

roX

C Y | 8 Secure

[ Seal Codes

Students in Sessions Goto Sessions »

E Tasks 0 Selected

Select Tasks

AIMS SCIENCE GRADE 4

Session List

Add a Session Detals 4 Edt
@ Combined View Seal Codes o
AIMS SCIENCE Scheduled Sessions

GRADE 4 Session Student Roster

AIMS SCIENCE
GRADE 4 SPV

STUDENT TESTING
TICKETS
Print all for this session
2 Sessions | Clear . :
- Print selected for this
session

Session

Seal Codes

Mame | AIMS SCIENCE GRADE 4 9

Test | AIMS SCIENCE GRADE 4
Start Date

Location

Seal Codes are needed to unlock sections of a test. When a test section is sealed, students cannot proceed inio the
sealed section of the test
Each sealed section requires a different Seal Code

The number of Seal Codes you will use is determined by the number of sealed sections in the test. You must use the
Seal Codes in the exact order in which they are listed below. For instance, if the table contains two sealed sections,
use only the first two Seal Codes and ignore the remainder.

Allow Access to Section 1: Section 1, by providing the Seal Code:

3514

Allow Access to Section 2: Section 2, by providing the Seal Code:

1866
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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,
select Scheduled Sessions.

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

browser.

3. Close the tab on your internet
browser that displays the Scheduled
Sessions report when finished.

I
: [ Students in Sessions - A X

[ Scheduled Sessicns

Select Tasks

Students in SessionNsS GoioSessions »

= Tasks 0 Selected

GRADE 4

Session List

Add a Session

@ Combined View
AIMS SCIENCE

AIMS SCIENCE
GRALE 4 SPV

2 Sessions | Clear

STUDENT TESTING
TICKETS

Print all for this session

Print selected for this
session

X

E=Dlu=RR=N |

C | 8 Secure | Mntmenrpermentrmmeestememarsondev.com/ customer/sess... @, ‘ﬂ'| 2 9

Session Name
AIMS SCIENCE GRAD &
3PV

AIMS SCIENCE GRADE 4

AIMS SCIENCE GRADE 4
SPV

AIMS SCIENCE GRADE 4
SPV

AIMS SCIENCE GRADE 8

AIMS SCIENCE GRADE 8

Status  Start Date Test

Mot
Prepared

Mot
Prepared

Mot
Prepared

Mot
Prepared

Mot
Prepared

Mot

AIMS SCIENCE
HIGH SCHOOL
SPV

AIMS SCIENCE
GRADE 4

AIMS SCIENCE
GRALE 8§ SPV

AIMS SCIENCE
GRADE 4 SPV

AIMS SCIENCE
GRADE 8

AIMS SCIENCE

Scheduled Sessions e

Students Organization

2

—— R —— e e — i D000 —

Location

Prickly Pear High
Schoal (00DD01)

Prickly Pear
Elementary School
(DODO03)

Prickly Pear
Intermediate
School (000004)

Prickly Pear
Elementary School
(000003

Prickly Pear
Intermediate
School (000004)

Prickly Pear Middle
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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.

2. The Session Student Roster report will
open in a new tab in your internet
browser for the selected session.

Close the tab on your internet browser
that displays the Session Student
Roster when finished.

/ [ Students in Sessions - A X

Students in Sessions

E Tasks 0 Selected

Select Tasks

Go to Sessions »

Session List
Add a Session
@ Combined View

Seal Codes

AIMS SCIENCE 4 Scheduled Sessions
GRADE 4 ‘Session Student Roster
AIMS SCIENCE
GRADE 4 SPV STUDENT TESTING
TICKETS
B _ Print all for this session
e B Print selected for this
session
- [E=SBjU=HRSN = |
< ————

[ Session Student Roster X

C 0O ‘ 8 Secure

Wson

-
Jcustomer/sessi.. @ ‘f.‘r| & 9

Session Student Roster

Test Administration

Session Status

Session Name

Organization

Test

Proctor Reads Aloud

Form Group Type

2 Results

Student Name

Not Prepared Scheduled Start Date 0212012018
AIMS SCIENCE GRADE Scheduled Start Time 12:56 AM
.|

Prickly Pear Actual Start Date

Elementary School

(000003)

AIMS SCIENCE GRADE Actual Start Time

.|

No Lab Location

Main

Student Code Date of Birth Status Form/Form Group Usemame Signature

Lastnamed, Firstnamed G = 55555555
Lastnameb, Firstnameb M = 66666666

Precaching Computer

20070502  Ready
2007-01-17  Ready

55555555
66666666
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Testing Tickets
Testing Tickets are printed for each student. It provides the student’s username and password for logging into
TestNav 8, Pearson’s online testing platform.

Students in Sessions cotoSessions»

1. Onthe Resources drop-down menu, you can
select whether to print testing tickets for all
students in a session (Print all for this
session) or just for selected students (Print
selected for this session).

= Tasks 0 Selected

Select Tasks

SeseionIhst AIMS SCIENCE GRADE 4

Add a Session O Details & E

Seal Codes

@ Combined View

. . . Scheduled S 4
2. To print testing tickets for select students: e e Stotent Hoste

a. You can search for students by A e STuDENT TESTING
. . . . . TICKETS

entering information into Filters. . r T ——
b. Place a check in the box by each R Pt selected for e

student you want to print a testing

. Session List AIMS SCIENCE GRADE 4

ticket for. e
c. From the Resources drop-down o Combresen e

menu, select Print selected for this ST

. GRADE 4 SPV j‘TC“‘E“S‘ e
session. . Prt i session

'Print Selected for this
session
Find Students I the selected session(s) above

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

Filters Clear Hide| 2 Results
Organization
. . . | Select ane or mora SSID Number LastName FirstName Middle lame Username Session Student Test
4. You may select to print one testing ticket per 51D Number v 585585550  Lastnamed Firstnamed G SE565555 AMS  [GRES
. . St e
page, or multiple tickets per page. S—— s
fToggle secondary fiters 4)
¥ 666666666 Lastnames Firstname5 M 66666666 ) AMS  [[@Ready
SCIENCE

5. Close the tab on your internet browser that
displays the Testing Tickets when finished. - " P3|

[[] Students in Sessions- A+ X J [ Student Testing Tickets

1
C {) | & Secure [ https//pan-uat-az-customer.pearsondev.com/customer/sessi.. @ v | M FE

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

STUDENT TESTING TICKET

Student: Lastnamed, Firstname4 G

SSID: 55555555
Session: AIMS SCIENCE GRADE 4

Date of Birth: 05/02/2007
Test: AIMS SCIENCE GRADE 4

Select Arizona in the application
Username: 55555555  Password: 26dcaa

STUDENT TESTING TICKET

Student: Lastnameb, Firstnameb M
SSID: 66666666

Session: AIMS SCIENCE GRADE 4
Date of Birth: 01/17/2007

Test: AlMS SCIENCE GRADE 4

Select Arizona in the application.
Username: 68666666  Password: 476bb3
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Preparing a Session

Preparing a Session is the action that links the students in the Session with their assigned form in TestNav. This

step must be done prior to the first day of testing.
To prepare for a test session in PearsonAccess"":

1. Go to TESTING, select Sessions.

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

On the 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

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

Select Go to Students in Sessions link.

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

Click the Prepare Session button.

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

Note: This task should be completed a day or
two in advance of the scheduled testing day.
Depending on the number of students assigned
to the session, this could take several minutes.
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E Tasks 0 Selected

Select Tasks

Find Sessions

Filters
Session Status

Clear Hide

SesSIoNS | Goto Students in Sessions »

TESTING

Select an action

Student Tests
Sessions

todents In Sessions

| @ Show all resuits

n Status Start Date Tes

AIMS SCIENCE GRAD 8 SPY @
@ AIMS SCIENCE GRADE 40
¥ AIMS SCIENCE GRADE 4 SPV @

Not Prepared  03/08/2018 All
Not Prepared 0212012018 Al
Not Prepared  02/21/2018 All

= Tasks 0 Selected

Select Tasks

Session List
Add a Session

@ Combined View

Students in Sessions

Go to Sessions »

Manage

AIMS SCIENCE GRADE 4

B Resources - @ Detals 4 Edit

Not Prepared

o

2 Students in Sessions 0 Selected

Clear

= Tasks 0 Selected

Select Tasks

Session List
Add a Session

AIMS SCIENCE
GRADE 4 SPV

= Students in Sessiens 0 Selected Clear

Manage

AIMS SCIENGE GRADE A\SPV

& Resourg @ Details 4 Edit

Ready

Start Session

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

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

Students who require specific test settings or testing accommodations must have those set before the student
signs in to TestNav to begin testing. The selections made in PearsonAccess"™ will turn on the tools as soon as the
student signs in to 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.

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

On the 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 check in the box in the header
row to select all sessions

Select Go to Students in Sessions link.

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

Place a check mark in the box by the desired
student test. Select Student Tests.

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

Find the Visual Assistance Tools section. Use
the PNP Color Contrast drop-down menu to
select specific color contrast settings or place
a check mark in the boxes for each of the
desired tools.
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TESTING

Select an action @

Student Tests

Sessions

f0dents T Sessions

Sessions | Goo Students in Sessions »

= Tasks

0 Selected = Sessions 2 Selected Clear

Select Tasks Manage -

Find Sessions

o N

@ Show all results

Filters Clear Hide 17 Re
Session Status

Sessil h Status. Scheduled Start Date Tes

Orga AIMS SCIENCE GRAD 8 SPV @ Not Prepared  03/08/2018 Alv
Sel @ AIMS SCIENCE GRADE 4© Not Prepared  02/20/2018 Al
@ AIMS SCIENCE GRADE 4 SPV @ Not Prepared  02/21/2018 Al

Students in Sessions cow sessions»

Session List AIMS SCIENCE GF  Student Test Statuses
— BRssarees - @
SPY =

Clear Hide Displaying | 25 ¥| Manags Columns=

Ber LastName FirstNome Middie Name Username Sesslon  Student Test Status Ft

SSID Numbar

08120  Lastametd Frsinamels 18181816 @ AMS (IR

Manage Student Tests : 7 ‘ections
——

STUDENTS IN SESSIONS (1) DETAILS

ST ER FRET D Lastname18, Firstname18 (18181818) Save |
(15161818)
AIMS SCIENCE GRADE 4 (SN @ Show Student Details
sV etals @ Show Audit Trai
Group Test & Form
Organization

Test
AIMS SCIENCE GRADE 4 SPV

Renee-District01-School01 (100001)

Session Name

AIMS SCIENCE GRADE 4 SPV Fom

Grade 4 Science SPV Online Entry -

04012AIMSSPVD (04012AIMSSPVD)
Proctor Reads Aloud

Format

online

Special Education EL Classification Migrant

Non-Embedded Accommodations

Adult Transcription Sign Test Content Translate Directions

Assistive Technology

Visual Assistance Tools
0 PNP Color Contrast

Simplified Directions Translation Dictionary

PNP Answer Masking PNP Magnifier Tool

@ PNP Line Reader




PearsonAccess "™
Testing Day Activities

Starting a Session and Unlocking Student Tests
On testing day, a test session must be started. Students present for testing must be unlocked before the students
can login to TestNav.

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

1. Go to TESTING section, select Sessions. ESR
2. On the Sessions screen, select Search and check Selectanacton ¥
the Show All Results box. Student Tests
Sessions 0

3. On the 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,

5eSSioNS | coto Swdents in Sessions »

= Tasks 0 Selected = Sessions 2 Selected Clear

Select Tasks - Manage

or Find Sessions
b. Place a check the box in the header e
1 @ Show all results
row to select all sessions. a—— e L
Session Status s actonteas e
. . . Selectone o Sessit n Status. Start Date Tes
4, Select Go to Students in Sessions link. Orga 'AIMS SCIENCE GRAD 8 SPV @ Not Prepared 03/0812018 Al
Select % AIMS SCIENCE GRADE 48 Not Prepared 0272002018 Al
. o AIMS SCIENCE GRADE 4 57V @ Not Prepared 0272112018 Alv

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
b. Select a session name from the Session N AIMS SCIENCE GRADE £ SPV
List and scroll through the list of Por i BResoures - O Detals # Edt

students assigned to each of the
sessions.

Students in Sessions Go o Sessions »

= Tasks 0 Selected = Students in Sessions 1 Selected Clear

Select Tasks Manage -

===

AIMS SCIENCE
GRADE & SPY

6. Test Administrators can start each session 2 Sessons | Clear
individually by clicking on each session in the
Session List or starting multiple sessions by
using the Combined View in the Session List.

Find Students  In the selectglfsession(s) above -

Clear Hide

Filters
Organization

7. Click the Start Session button for individual Select ons ar e
sessions, or the Start All Sessions button if you i

5 Resulis

SSID Number LastName FirstName Middle Name Username Session [Student Test ¢

¥ 18181818@ Lastnamel8 Firstname18 18181818 AIMS @ Ready

are using the combined view.

8. When a test session is started in
PearsonAccess™, all tests are locked. Test
Administrators must unlock a student’s test
before the student is able to login to TestNav to
begin testing.
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To unlock a session on the day of testing in PearsonAccess"*:

9. 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

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

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

h
s AIMS SCIENCE GRADE 4 5PV S Resoues « QUetsie fEm
session List Aleims
0 Combioed View @ inProgss
A3 SCENCE GRADE £ 39V
AMIS SCENCE GRADE SPY AINS SCIENCE GRADE & SPY (5 Student Tests] Stugant Tost
Status Key.
saons | Csar
Find Stucknts 1 the slected sessionls) dawe *
Fillrs Clor Hite isplayig | 25 ¥ | Manage Cohemrn+
Ongenizston
SSID Mumber ISIB1E1E0  Lasramelt Fusinane1s 1ate1aie R T Accommodetsd
e E
Tesiing Gravp « w5 modted
Togge escrsy s
IDO  Lssreme) Frramen) € 2 mmoseizs

156181818  Lastnamel18 Firstname18

¢ 191919198  Lastnamel19 Firstname19 R

S5ID Number Last Name First Name Middle Mame Username Session Student Test Status orm Group Type

18181818 @ AIMS @Ready ~
SCIENCE
GRADE 4 SPV
(AIMS SCIENCE
GRADE 4 SPV)

19191919 @
g UNLOCKED
GRADE 4 Spy —
(AIMS SCIENCE
GRADE 4 SPV)
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Managing Test Sections
PearsonAccess"™™ may be used to monitor a student’s testing progress. It may be used to see if a student is testing
out of order or to begin students at a specific test section. The Manage Sections screen may be used to manage
the entire session, or individual student tests. The top portion of the screen is used for managing the entire
session. The lower portion of the screen is used to monitor status and manage test sections for individual

students.

1.

Go to TESTING section, select Sessions.

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

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

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

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

Select Go to Students in Sessions link.

On the Students in Sessions screen, select a
session from the Session List. Click on Manage
Sections.

Top Portion: Each row represents a test section.
To set a session to the desired test section, click
the Set Current Section for All button on the
desired test section. Click Save.

. Lower Portion: The Section Status columns
monitors a student’s test progress. In each
student row, a bubble reports the status for each
test section

N - Not Started
S - Started
C - Completed

The Current Section may be used to move
students to a desired test section. Click the radio
button to the desired test section. Click Save.
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TESTING

Selectan action =

Student Tests

Sessions

ruder

A Sessions

5essions | coto Students in Sessions »

E Tasks 0 Selected B Sessions 2 Selected

Select Tasks = Manage

Find Sessions

@ Show all results

Filters Clear Hide

Session Status

Select one or mor

h Status

Clear

Start Date Tes

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

Not Prepared  03/06/2018 Al
Not Prepared  02/20/2018 Al
Not Prepared  02/21/2018 Al

= Students in Sessions

0 Selected

= Tasks

Select Tasks 3 Manage

1 Selected Clear

AIMS SCIENCE GRADE 4 SPV

Session List

9 Deig

Add a Session & Resources ~

@ AIMS SCIENCE
GRADE 4 SPV

n Progress

AIMS SCIENCE GRADE 4 SPV (5 Student Tests)

5

Student
Test Status
Key

&/ Mixed |+

MANAGE SECTIONS

[ Top Portion - Manages entire session. ]

Session:

® AIMS SCIENCE GRADE 4 SPV (5 Student Tests)
AIMS SCIENCE GRADE 4 SPV +

Not Started Started

Section 1 5 o

Completed

Section 2 5 o o

5 Resuls

[ Lower Portion - Manages individual students. ] Students.

Student Number Last Name First Name Student Test Status

® ® ® ®

18181618 Lastnamets Firsiname13 il

19191919 Lastname19 Firstname19 Ready

20202020 Lastname20 Firstname20 Ready

Manage Sections *

2 Refresh

Current

Section
1 2

pooe
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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.

1. Go to Testing, select Sessions. TESTING
2. On the Sessions screen, select Search and check Selectanaction  ~
the Show All Results box. St Rl
[0
3. On the Sessions screen, there are two ways to $e55i0NS | Goto Students in Sessions »
Select sessions: 2 Tasks 0 Selected B Sessions 2 Selected Clear
a. Place acheck in the box next to each Select Tasks plsgsa
session name you want to work with, ot Soesions
or 2 )
b. Place a check in the box in the header st e
Filters Clear Hide e T A
row to select all sessions. Session Status ‘
Select one or mor Sessil n Status Scheduled Start Date Tes
Orga AIMS SCIENCE GRAD & SPV €& Mot Prepared 03/08/2018 AlN
H H H Select one or mol @ AIMS SCIENCE GRADE 4@ Mot Prepared 02/20/2018 AlN
4. SeIeCt Go to StUdents In seSSIons Ilnk. Toat @ AIMS SCIENCE GRADE 4 SPV @ Not Prepared  02/21/2018 Al
5. On the Students in Sessions screen, select a -
session from the Session List. s scmes e 8 ar
6. Place a check by the student test that is in
Exited status.
7. Go to Start, select All Tasks.
8. On the Resume Student Tests tab, place a
check on the student that needs to be onts 5o
resumed in the Students in Sessions. Click e —
RESU me. Resume Student Tests 8 @ Seset
STUDENTS IN SESSIONS (1) DETAILS
S e TR
9. A confirmation page will show the Student e -
Test Status as Resumed. The student may
sign in to TestNav with the credentials

supplied on the test ticket.

Success
Ghanges saven

ons Remove Stdents from Sessians

©add Task | ¢ Previous Task  NextTask> | ExitTasks

Move Students between Sessins Manage Student Tests

Resume Student Tests Resel
STUDENTS IN SESSIONS (1) DETALLS

STUDENT HANE (CODE) SESSION (STUDENT TEST) STUDENT TEST STATUS

Lastnames, Fisiname A (353%56%) O @ A3 SCIENCE GRADE 8 (AIMS SCIENCE GRADE 8) Resumed
Recuired
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Reports

Student level results will be available in May. Published reports include the District Student Data file and the PDF

versions of the Student and Roster Reports.

To access the reports in PearsonAccess"™":

1. Go to REPORTS, select Published
Reports.

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

a. Enter search information into
the Find Reports filter,
or

b. Enter search information into
the Filters section.

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

REPORTS

Select an action

Published Repo

Published Reports

£ Tasks 0 Selected

= Published Reports 0 Selected Clear

No tasks available Manage

Find Reports
Enter File Name
Filters Clear Hide S
Organization Type
Select one or more |} File Name Q Date Published Organization Name
Organization Name | AIMS Science Confidential Roster 05/24/2018
I Report with Summary 02:21:44 AM
Select one or more
i 12 AIMS Science Student Data File 43 05/22/2018
Published Report Date 05-16:44 P
Range
| AIMS Science Student Report 985 05/24/2018
mm/dd/yyyy E | 02:22:41 AM
to | AIMS Science Summary Concept 285 05/24/2018
y - = Performance Report 02:24:05 AM
mmirid
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Work Requests

When a student transfers into your district or within schools in your district and the student requires an AIMS
Science Test, the administrator may submit a Work Request from inside of PearsonAccess™ to have the student
transferred from the releasing school to the new school. This work request will be sent to the releasing school for
approval. If this work request is for transfers within your own district, the DTC will create the work request and
then approve the work request.

The following is the information you will need to submit a student transfer Work Request:

e SSID
e Last name

Work Requests

B Tasks 0 Selected = Work Requests 0 Sele
Select an action
Select Tasks Manage

e First name

Import / Export Data

Students

. T . All Tasks
e Middle initial - optional Testng Groups \0
A Organizations Find Work Requests Request / Delete Enrollment Transfer
° o
Date Of b l rth Approve / Reject Enrollment Transfer

Filters Clear Hide No Results

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

Tasks for Work Reguests © Add Task | € Previous Task  Next Task » | Exit Tasks x

1. Go to Setup, select Work Requests.

Request / Delete Enroliment Transfer 3  /Reject Enrollment Transfer

ENROLLMENT DETAILS
2. Go to Start, select All Tasks. TRANSFERS (0)
New Enrollment Transfer
3. From the Tasks for Work Requests screen, i dd
select the Request/Delete Enrollment Student Last Name*
Transfer tab. = 0
Student First Name®
KPT
4. Complete the information on the New Student Middle Inital
Enrollment Transfer. .
Date of Birth*
07/02/2014 =
5. Select Search.

6. You should receive a green message bar
showing Student Found. Enter the new
organization below.

Tasks for Work Requests ©Add Task | € Previous Task | NextTask > | Exit Tasks %

Request / Delete Enroliment Transfer  Approve / Reject Enroliment Transfer

ENROLLMENT DETAILS
TRANSFERS (0)
7. Change Enrollment From — will indicate the New Envaliment Tansior (0 e
. . . $SID Number
school that the student is currently listed in sagT01012
Student Last Name™
PAN. e

Student First Name*
KPT
Student Middie Initial

8. Complete Change Enrollment To — select the
school name (not district) where the student
needs to be transferred to.

Date of Birth*
07/02/2014

Student found. Enter the new organization below. | e

Change Enrollment From
Prickly Pear Elementary School (0000003)

. Change Enroliment To* o
9. Click Send Req uest. [ Prickly Pear Elementary School (0000003) x |« |

* Required

Send Request JEEEE
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10. A green Success Changes saved confirmation

Taasks for Wark Requests

message will appear. An email will be sent : et TR RO
to the releasing district. @
. EEEEC I 1 Enoment Transtr
11. Select the Exit Tasks button. LT AT

S50 M

12. To confirm or view requests that are pending .. & & 5o o2

approval, use the filter status Waiting for Skadine
Approval. ﬂec - EM =
Find Work Requests -
13. The Arizona Science District Test Coordinator Fie — T
from the releasing district will receive an e Y s e o o
email notifying them of the work request. —— 0 eeeeeen) sepeeeoeeens) - cadosaA

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

Arizona = Arizona Science = Spring 2020 Arizona Science -

14. If the student is transferring schools within
the same district, the Arizona Science District
Test Coordinator must create a New
Enrollment Transfer and must also approve
the transfer from the releasing school.
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