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Welcome to PearsonAccess"*t

The Arizona PearsonAccess"™ website (https://az.pearsonaccessnext.com) provides access to AASA, AzSCl, and
AZELLA testing programs. This PearsonAccess™ User’s Guide will focus on tasks related to the AASA test
administration and the AzSCl test administration.

PearsonAccess"™*!

“ (7}

Home  Suppon

m Arizona Assessments |

Welcome to PearsonAccess™t

PearsonAccess™ is used 10 creale, defiver, score, and repor assessments

feponing services

nd provides many other custom online and paper-based lesting and

ARIZONA SCIENCE TEST

ARIZONA'S
ACADEMIC
STANDARDS
ASSESSMENT
PearsonAccess"™ (PAN) is the website to access the
AASA and AzSCI test administrations. Your Username and % Sign In
Password give you access to all test administration )
functions in the testing program(s) to which you have
been assigned. The Sign In button is located on the right Forgot Username | Forgot Password
side of the PAN Sign In screen. Your Username will be
your email address. Passwords must be reset each year. If . Contact Us
you forgot your password, use the Forgot Password link Email Pearson Customer Support:
to have the password reset.
Contact Arizona Support
Support
If you have questions about PearsonAccess™ (PAN), or To Contact ADE:
have trouble logging in, contact 1-888-705-9421 (option 1 AZELLA@azed.gov
for AzSCl; option 3 for AASA), Monday through Friday, AZSCl@azed gov
7:00 a.m. to 7:00 p.m. CST, except holidays. AASA@azed.gov
Pearson Client Services Center:
For email support, use the Contact Arizona Support link
. . 1.888.705.9421 Option 1 (AzSCI
under the Contact Us section of the PAN Sign In Screen. ption 7 ( )
1.888.705.9421 Option 2 (AZELLA)
To make changes to contact or shipping information in 1.888.705.9421 Option 3 (AASA)
PAN, send an email to AASA@azed.gov or Hours available:
AzSCl@azed.gov. Mon-Fri 7:00 am - 7:00 pm (CST)
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Accessing Support Documentation

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

To access support documentation in PearsonAccess"":

1. From the PAN Home Screen, select Documentation from the et
PearsonAccess
Support menu.

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

Setup

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

Reports

Test Config v

© Support 1 A

Support Requests

Documentation

Categories All Clear

Layouts AASA and AzSCI PAN User's Guide
Training AASA and AzSCI PAN User's Guide
File Type All Clear : :
AASA Spring Test Coordinator Manual (TCM)
Archive AASA Spring Test Coordinator Manual (TCM)
Excel Feb 28, 2023
Web Page b
Other Spring AASA Grades 3-8 District Test Coordinator Important Tasks Checklist
PDF Spring 1 AASA Grades 3-8 District Test Coordinator Important Tasks Checklist
PowerPoint 028,202
Word

Spring £¢i . AASA District Student File Layout
[@ Spring - s AASA District Student File Layout
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Changing Test Administration

If you have access to multiple assessment programs or have used PearsonAccess"* (PAN) in prior years,
you may need to change the test administration to complete tasks or view information in PAN.

To change the test administration in PearsonAccess"*":

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

2. From the Test Administration dropdown menu, select AASA Spring 2025 or Spring 2025 Arizona Science.

AASA~

[AASA Spring 2025 |

AZELLA~
AzSCl~

B S s e e e se e s EmeesEm s sEmssseeme e b e e weses s s eme 10

Change District or School View
To change district view in PearsonAccess"*:

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

2. Onthe Organization dropdown menu, select the District radio button.

3. Select the district organization name to view the district’s information.

To change school view in PearsonAccess"*:

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

2. Onthe Organization dropdown menu, select the School radio button.

3. Select the school organization name to view the school’s information.

Arizona = AASA = AASA Spring

[Bearch
@Al ¢ O District O School |

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

ccess” - (0005768) in Marana Unified District other
line ar apia Judd Elementary School (0008132) in Prescott Unified District
IA ‘ Abraham Lincoln Traditional School (0005274) in Washington Elementary

03}

Acacia Elementary School (0005244) in Washington Elementary
e, C

::. b
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Verifying Contact Information and Shipping Address

Achievement District Test Coordinators must verify their contact information and district shipping address in
PearsonAccess"™ (PAN) separately for both AASA and AzSCl. The district name displayed on the black task bar
across the top of the screen is the district contact information and district shipping address that is being verified.
Confirm that the correct test administration and district name are shown in the black task bar across the top of
the screen. If you need to change the test administration and/or district name, refer to the Changing Test

Administration section of this guide.

To verify contact information and shipping address in

PearsonAccess™*":

1. GotoSetup and from the dropdown
menu, select Organizations.

2. Click on the Parent Organization text field.
Select the district name from the
dropdown menu. The district and schools
will populate under the Organization
Name column.

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

4. Go to the Start dropdown menu, and
select Manage Contacts.

5. Under the district name on the left side,
select Achievement District Test
Coordinator for AASA or AZ Science
District Test Coordinator for AzSCl to
view CONTACT DETAILS.

6. The Achievement District Test
Coordinator’s contact information is
displayed. Verify the CONTACT DETAILS.
If the Achievement District Test
Coordinator’s name, phone number
(main), email, or address (including city,
state, and zip code) are incorrect, email
ADE at AASA@azed.gov or
AzSCl@azed.gov.

7. Select the Exit Tasks button.

8. Achievement District Test Coordinators with
more than one district must change the
district name in the black task bar across the
top of the screen. Repeat steps 1-7.

Arizona > AASA > AASA Spring v Tumbleweed Unified District (9999999) v & ~

Import / Export Data

Students
Testing Groups
Organizalions
Filters
Parent Organization

Select one or more

Clear Hide

= Organizati

I . Tasks =

thang s 4 Create / Edit Organizations

Q Searcn- " Edit Enroliment Counts

| Manage Contacts |
Delete Organizations
) Resulls
[] Organization Name® Organization Code® Type Parent Organization
Test District 00 District Arizona Dept of
(i) Education(az)

CONTACTS (2) CONTACT DETAILS

AZ Science District Test Coordinator

conta
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Reviewing and Entering Participation Counts — AASA only

Participation counts must be confirmed and/or entered for AASA in PearsonAccess"* (PAN) by Achievement
District Test Coordinators of both Computer-Based Testing and Paper-Based Testing schools during the
Participation Count Window.

Participation Count Window: January 6, 2025 — January 17, 2025 - AASA Grades 3-8 ELA and Math

Pearson will use the AASA participation counts to print the paper testing materials for schools, including paper test
booklets and return shipment materials for Paper-Based Testing schools, and the Test Coordinator’s Manual and
Test Administration Directions for both Computer-Based Testing and Paper-Based Testing schools. Only the
assigned Achievement District Test Coordinator for the AASA test administration has permissions to edit and
submit participation counts in PAN.

Pre-populated participation counts in PAN are based on student data that ADE extracted from AzEDS. The
extracted data may not include all eligible students. The Achievement District Test Coordinator must review and
confirm the pre-populated participation counts, edit participation counts, if needed, and submit participation
counts for each school and district they are responsible for. All students in Grades 3-8 are required to participate
in the Spring 2025 AASA assessment and should be included in participation counts, with the exception of
students who take the Alternate Assessment.
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Reviewing and Entering AASA Participation Counts in PearsonAccess"*

To review participation counts in PearsonAccess"":

1. Inthe black task bar at the top of the screen, verify the test administration is set to AASA Spring 2025
and that you are on the District Entity organization.

2. Go to Setup and select Organizations.

Import / Export Data

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

Testing Grol

4. Place a check mark in the Show all results box.
Organizations

Find Organizations Participating in AASA Spring v

Show all results

Filters Clear Hide 3 Results
Parent Organization

B0 R e e R R S O R N S R 7o S T S |

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

select all.
[] Organi Name* Organization Code* Type Parent Organization County Code* Non-State Funded Indicator
O Tes istrict 2023000 District Arizona Dept of 02

Education(az)

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

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

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

=

I AlTasks |

Create / Edit Organizations

Edit Enroliment Counts
Manage Contacts




next

PearsonAccess

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

PearsonAccess

Tasks for Organizatiors

Edit Enroliment Counts lanage Completion Statuses

8. On the Tasks for Organizations DETAILS screen, click the plus sign (+) to expand the participation
count information for the highlighted school.

Tasks for Organizations ©Add Task | < Previous Task | Next Task >

Manage Participation Edit Enroliment Counts Manage Completion Statuses

ORGANIZATIONS (6) DETAILS

George Hunt School (0000004) o Reset

X Prickly Pear Elementary

School (0000003) Enroliment Counts Entry Complete © Show Organization Details
X Prickly Pear High School

(0000001) AZ Spring AASAGr3-8 +
X Prickly Pear Intermediate * Required

School (0000005)
X Prickly Pear Middle School Save Reset

(0000002)
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9. Preloaded participation counts are displayed by grade. Review the counts and edit, if needed, based on
each school’s current enroliment.

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

11. Click the Save button.

12. If there are multiple schools, select the next school by clicking on the school’s name in the
ORGANIZATIONS list and repeat steps 9-11 for each school.

Note: For Paper-Based Tests, you must have had approval from ADE for Paper-Based Testing prior to this
Participation Count Window. The window to request Paper-Based Testing was open in ADEConnect
September 9 - October 4, 2024.

€ Preapin Tek . Feevl Tk

Manage Froielior Tialutes

ETALS 0
Tast Transfer School (2023001) Rl

E arranl ' i 1] i
n AASA T 3-8 =
Eomputer Baved Sears Fapad Baved Seune
LL& M LA L]
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Selecting Materials Due-in-District Window — AASA Only

The preferred AASA materials due-in-district window must be selected by Achievement District Test Coordinators
of both Computer-Based Testing and Paper-Based Testing schools.
Materials Due-in-District Selection Window: January 6, 2025 - January 17, 2025

e Materials due-in-district window 1: March 17 — March 20, 2025
e Materials due-in-district window 2: March 24 — March 27, 2025

Note: If the preferred materials due-in-district selection is not indicated in PearsonAccess"* (PAN) within the
specified window, then the district or charter’s delivery window will default to delivery window 1.

To select the preferred materials due-in-district window in PearsonAccess"*":

1. Inthe black task bar at the top of the screen, Arizona > AASA > AASA Spring
verify that the test administration is set to

AASA Spring 2025 and that you are on the
District Entity organization. £+ Setup

Import / Export Data

2. Go to Setup and select Organizations.

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

Testing Groups

4. Place a check mark in the Show all results box.
Organizations

Find Organizations Participating in AASA Spring v

[ Show all results

Filters Clear Hide
Parent Organization

B (o] T T S S DN U RN S R O I Y |

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

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

Test Transter Distri 3000 District Arizona Dept of 02
1] Education(az)

O Test Transfer Scho School Test Transfer 02

o District(2023000)
[] Test Transfer School2 2023002 School Test Transfer 02
(] District(2023000)
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6. Click the Start dropdown menu and select Edit

Organizations
Enroliment Counts.

B Taskx

Camait Tamek

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

Fng Organisastion:  Parbomateg i Al bprng - adle i3 1

it
Eddt Frrabe N
transse Cortarh

8. On the Tasks for Organizations AASA Spring 2025

I | NN AN

screen, click the Delivery Window dropdown to s s iy et

select the delivery window for the highlighted « Test Transer [ine: (2030040} Oigarinalion Mame* . Digantzalion Cade’ Typs | Pararl Ovgaaialin

dIStrICt- B Tesl Tiarvsler Districl  i00 Cisire Ariora Dol of
CHIRIEInNEN N o Eucatonar)

Note: The Participation Entry Complete box will appear
on this screen. This box does not need to be selected in
order to complete this task.

9. Click the Save button.

Tasks for Organizations ©Add Task | € Previous Task | Next Task > | Exit Tasks %

Manage Participation Edit Enroliment Counts Manage Completion Statuses

ORGANIZATIONS AASA SPRING

X Tumbleweed Unified District

(9999999) Reset

Participating Participation Entry Complete © Show Organization Details
© Show Audit Trail

Week 1=

Week 2 =

Delivery Window

Week 1 V.

Week 1

icipation and Contact Information are complete and accurate
Week 2

* Required

10
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Managing Users

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

AASA and AzSCI PearsonAccess™** User Roles

AASA/AZSCI AASA/AzSCI AASA/AzSCI
AASA / AzSCI AASA/AZSCI District Test AASA/AZSCISchool | AASA/AZSCISchool | = =7 District School
Coordinator Test Coordinator Test Administrator . ey Report Only Report Only
Coordinator
Access Access
View Contact
and Shipping View only View only View only View only View only View only
information
Yes
Create New Yes Yes Mav Create
User Accounts All Roles Beneath DTC All Roles Beneath STC No v No No
STCs and TAs
Place Additional Yes No No No No No
Orders
Import/Export Import/Export
Students Create/Edit Create/ Edit Students View Only Create/Edit No No
Students Students
Personal Needs Yes Yes No No No No
Profile
Student Test Yes No No Yes No No
Update
Import/Export Import/Export Import/Export
User Files Create/Edit Create/Edit No Create/Edit No No
Users Users Users
Student Import/Export Export, ) Create/Edit
Registrations Create/Edit Create/Edit Create/Edit Student Student No No
and Tests Student Registrations Student Registrations Registrations Registrations
Create/Edit
. Create/Edit Student Create/Edit Student Create/Edit Student StUd?nt
Testing Groups Testing Groups Testing Groups Testing Groups Testing No No
Groups
. ) Edit Test Sessions,
Create/Edit Test Sessions, Add Students to Test Add Students to
s Ad_d Stuﬁ:nts g(t) TdEStt Sessions, Move Test Sessions, Print | View/Edit Test
Online Test szts\'l\(l’:; Teos\;eSesl;ioenr; S Students bgtween Testing Tickets, Sessions, Edit
Sessions Print Testing Tickets, o Ie_?t i?SSI_?_nIS(, . Prepare Sessions, Custom No No
Prepare Sessions, rint Testing Tickets, Lock/Unlock Test Settings
Lock/Unlock Test Units Prepare Sessions, Units
Lock/Unlock Test Units
Student Request and Approve No No No No No
Transfers Student Transfer
. . Create/Edit
T
esting y Create/Ele Test No No Test No No
Irregularities Irregularities -,
Irregularities
Operational ] o ) View View View View
Reports View District View School School District District School
Published View District View School No No View View
Reports District School
Reporting Create/Edit/Delete/ Create/Edit/Delete/
. . . . No No No No
Groups Assign Reporting Groups | Assign Reporting Groups

11
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Creating New Users

Each test administration has its own set of users. User accounts may only be created as described in the User Role

Matrix table on page 11.

Users can be added manually or through a file import, depending on user roles. New users will receive a Welcome
email from noreply@mail.pearsonaccessnext.com with instructions on next steps to access their PearsonAccess"

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

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

Manually Creating New Users

To create a new user in PearsonAccess™*":

1. Toadd new users, go to Setup
and select Users.

2. Onthe Users screen, from the Start
dropdown menu, select Create/Edit
Users.

3. Clickon the Selected Organizations
field. Select your organization
(district or school) from the
dropdown menu.

4. Click on the Selected Roles field.
Select the appropriate User Role(s)
from the dropdown menu.

5. Fillinthe First Name, Last Name,
and Email Address of the user you
are creating.

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

7. When you have filled in and verified
the information on the entire form,
select the Create button and Exit
Tasks. A green Success Changes saved
confirmation message will appear.

# Setup A

Import / Export Data

Students

Testing Groups

Olganm°
| Users |

# 2 o 4 = 7]
Testing  Reports

Home Dashboard  Setup TestConfig  Support

= Users 0 Selected Clea

= Tasks 0 Selected

Select Tasks Manage

All Tasks

Reset Passwords

Find Users

QSearch -
Delete / Restore Users

QAdd Task | KPreviousTask  NexiTaskd f Exit Tasks x

Tasks for Users

Creale / Edit Users

USERS (0) DETAILS

© Create Users

e

New User

Selected Organizations™
x Prickly Pear Elementary School (0000003)

5

Selected Roles” |

 AZSCI District Test Goordinator
Account
Enable v
First Name® Active Begin Date
Leave Blank 5]
| Active End Date
Last pene Leave Blank "
Delete Date
4

Username”

P

Autopopulate

* Required

[EEEN  Reset

Success
Changes saved

12
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Manually Editing Users

H H next,
To manually edit a user in PearsonAccess™*": & Setup o

1. To edit users, go to Setup and select Import / Export Data
Users. Students

2. To search for all users, select the VS ek
Search button and place a check Orgznzz |
mark in the Show all results box.

[ Show all resu

3. Tosearch for individual users, in the
Find Users field, enter the user’s last
name or email. Select Search. Other
options for filtering can be found
under Filters: search by First Name,
Username, Account Status, Roles, or
Organizations.

& Tasks 0 Selected B Users 0 Selected Clear

Select Tasks Manage bt

Create / Edit Users

Reset Passwords

Q Search

Delete / Restore Users

Displaying 25 ~ Manage Columns-

[ Restrict to selected organization

Note: When reinstating users, check the
Disabled or Deleted users under the
Account Status filter.

First Name FirstName® Last Name® Email’ Disable Date Disable Reason

corbey bunn@pearson com Corbey Bunn corbey bunn@pearson.com
Li]

4 3

Usemame

4. Place a check mark next to the
user(s) to be updated. From the
Start dropdown menu, select All
Tasks_ USERS (1) DETAILS

Tasks for Users OAdd Task | CPEMOTaKY NextTask} | ExtTasks X

Caeate:/ Edit Users

0 Cret Uses corbey.bunn@pearson.com fiezl

5. The Tasks for Users screen will

X cotbey bunn@pearson com
e @ Show User Delads

open with the list of users on the e Ugmzaions b
Ieft S|de ¥ Anzona Dept of Education faz)
Selected Roles®
6. Selecta user to be updated, A:C::D'MMW"M
and user information will be e :
listed under DETAILS. Frstlame® Acte Begin Dite
Corbay 2018 =}
Note: Username and Email fields J # pcie EntDde
cannot be changed. If the Username L;m -
and Email need to be changed, the Rtas .
previous account must be deleted, and E:LWMW i
a new account must be created. T
corbeybunni@pearsan com
7. Update the userinformation and
SeIeCt Save. Tasks for Users © Add Task | € Previous Task = Next Task Exit Tasks X

Create / Edit Users, set Passwords Delete / Restore Users

8. Agreen Success Changes
saved confirmation message
will appear.

Success
Changes saved

9. Onceallupdates have been
saved, click Exit Tasks.
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Manually Editing Users — Changing User Account from Disabled to Enabled

Upon user account creation, the user’s account is set to Enabled status by default. At any point after creation, the
user’s account may be set to Disabled status to remove the user’s access. A user’s account in Disabled status may
also be set to Enabled status to restore access.

A Disabled status icon “@ is displayed in the Username column next to the user’s name if the user’s account
has been Disabled. Note: When Enabling a user account, if an Active End Date is displayed, ensure that it is a
future date.

. . [) Username® First Name* Last Name®
To change a user account from Disabled to Enabled in 00 - S Lt
] UserName1@azed.gov Irs ast
PearsonAccess"*: = :
[7] UserName2@azed.gov (i) First 2 Last 2

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

import / Export Data

Students

2. To search for all users, select the
Search button and place a check
mark in the Show all results box.

Tesling Groups

Organiza 1

Users

[ Show all resu

3. Tosearch for individual users, in the
Find Users field, enter the user’s last
name or email. Select Search. Other
options for filtering can be found
under Filters: search by First Name,
Username, Account Status, Roles, or
Organizations.

= Tasks 0 Selected B Users 0 Selected Clear

Select Tasks

Manage -
Al Tasks

Create | Edit Users
Resel Passwords

Delete / Restore Users

Filters Clear Hide Displaying 25 ~ Manage Columns~

[ Restrict to selected organization

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

First Name® Last Name™ Email’ Disable Date Disable Reason

corbéy bunn@pearson.com Corbey Bunn
(i ]

FirstName
corbey bunn@pearson.com

Usemname

4

Start button and select All Tasks.

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

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

7. Click on the Account dropdown
and select Enable and select
Save.

8. Agreen Success Changes
saved confirmation message
will appear.

9. Onceall updates have been
saved, click Exit Tasks.

USERS (1)

Tasks for Users

Create /Edi Users * Resat Passwords— Delela | Restore Users

DETAILS

© Creale Users corbey.bunn@pearson.com

X corbay bunnfipearson com
—_—

Selected Organizations™
x Anzona Dept of Educaten (az)
Selected Roles”
% AASA District Test Coord nator
Account

Disable v
Active Begin Date
12672018
Enable
Active End Date
o | X
Delete Date
7

Emall

corey bunni@peasson com

Usermame™

corbey bunn@pearson com

Tasks for Users ©Ada Task | CPIBVIOUSTASK | Next Task Exit Tasks X

Create / Edit Users setPasswords  Delete / R

Success

14
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Manually Deleting or Restoring Users

. (] Username* First Name* Last Name®
User accounts that have been previously deleted .
from PearsonAccess"™t (PAN) will show a red “X” [1] Yselamel@ezodgor SR - it Leatd
in the Users screen, under the Username column.  [] UseiName2@azedgov € First 2 Last 2

Any deleted user accounts will need to be restored in PAN in order to access the PAN website. Once the
deleted user account has been restored, the user account will need to be set to Enabled status, following the
instructions on page 14.

To manually delete or restore a user in

next,

1. To edit users, go to Setup import / Export Data
and select Users. Students

Testing Groups

Organiza 1

2. To search for all users, select the () Show all resu

Search button and place a check -

Users

mark in the Show all results box.

3. To search for individual users, in the
Find Users field, enter the user’s last
name or email. Select Search. Other
options for filtering can be found
under Filters: search by First Name,
Username, Account Status, Roles, or
Organizations. ey

£ Tasks 0 Selected E Users 0 Selected Clear

Select Tasks

Manage

All Tasks

Create / Edit Users
Reset Passwords

Delete / Restore Users

Filters Displaying 25 ~

() Restrict to selected organization

4. Place a check mark next to the

user(s) to be updated. From the First Name FirstName® Last Name® Email Disable Date Disable Reascn
tarts wit corbey bunn@pearson com Corbey Bunn corbey bunn@pearson com
Start dropdown menu, select 0
u
All Tasks. oo |

5. The Tasks for Users screen will open.
Select the De'ete/ReStore Users tab. Tasks for Users 5 ©Add Task | € Previous Task | NextTask® | Exit Tasks x

Create / Edit Users Reset Pass Delete / Restore Users

6. Place a check mark next to the
users(s) to be deleted or restored.

Delete / Restore Users Delefe /Restore ZEEEY

. Disable Date Disable Reason Delete Date Active End Dat
Click on the Delete/Restore E R
—lo
button.
7. Agreen Success Changes saved Tasks for Users ©Add Task | € Previous Task | Next Task
confirmation message will appear. Create / Edit Users set Passwords  Delete / Restore Users

Success
Changes saved

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

15
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Creating/Editing Users from a File Import

Achievement District Test Coordinators and School Test Coordinators may use the Import/Export Data function in
PearsonAccess"™ (PAN) to create or edit multiple users at one time.

To locate the current AASA and AzSCl User File Layouts, go to Support > Documentation in PearsonAccess"™
(https://az.pearsonaccessnext.com/customer/index.action).

**Excel tip: Microsoft Excel automatically removes leading
zeros from number values entered. The leading zeros are
required for certain fields of the PAN import files to work
properly. To change the number format, follow the steps
below:

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

1. Onthe Number tab, select Custom from the
Category Menu.

2. Onthe Type menu, select the “0”, then click in
the Type box and type zeros until the number
format matches the minimum length. For
example, to make an SSID Number on the Student
Registration Import file an 11-digit number with
leading zeros, you will type 11 zeros in the Type
box. Similarly, to make a school or district entity
number a 7-digit number on the User Import File,
you will type 7 zeros in the Type box.

3. Click OK to save the changes.

16
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To create or update PearsonAccess" users from a file import:

1.

Select the Test Administration to export the
User Data. You may select a previous
administration to export a list of all users
from the previous administration. To change
the Test Administration, click on the Test
Administration name in the black task bar
across the top of the screen. This will activate
the Test Administration dropdown menu.
Select the desired test administration.

Note: Only users with access to the previous
year’s test administration in PAN will be able
to export users from the previous year’s test
administration. The previous year’s test
administration will be available in PAN until
February 28, 2025 for both AASA and AzSClI.
After this date, users will be unable to export
from the previous year’s test administration.

Go to Setup and select Import/Export Data.

On the Import/Export Data screen, use the
Start dropdown menu to select
Import/Export Data.

On the Tasks for Importing and Exporting
screen, use the Type dropdown menu to
select User Export.

Click the Process button.

Import / Export Data

Students

Testing Groups

P P TN NPT IS PR

Organizations
Users
& 4 =

Reports  Support

= Tasks 0 Selected

Select Tasks

All Tasks
Find Fil ‘
EALERCS Import / Export Data
Mew File Details

Type™

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

User Export

Type”

User Export

Include Deleted Use:-,rse

User Import

17
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6. The next screen is the View File Details tab. Here you will see that the report is pending.
The report will take a few minutes to process.

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

import / Export Data View File Detads

FILES (1) 6 DETAILS O

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

Pending
File has been queved for processing

File Information

Type Organization
User Export Tumbleweed Unded Distnet (99594%)
Request Date User
06/11/2018 09.07 50 AM encadct
Total Records
No file is available for download

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

FILES (1) DETAILS

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

Complete
File is ready for download

File Information

Type Organization

User Export Tumbleweed Unified Distnct (999599
Request Date User

0671172018 09.07 50 AM encadct
Total Records

1 Download File ©
Successful Records

Error Records
0
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8. The User Export file is a .csv file that can be opened with Excel.

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

Row 1.
A B [3 D : F G H I ] K
First Last Authorized Active Begin Active End Disable
1 Action Usemame Hame Hame Ernail Organizations Roles Date Date Disabled Reason
r erica.balierra@tud.edu  Erica Baltierra  erica.baltiera@ied. edu 000004 testAdmin Ha
3w Lisa. Carten@tud.edu Lisa Cartes Lisa.Canteritud adu Q0000 schoobCoord Mo
Using the downloaded file as a template, the District or School Test Coordinator can update or fill in
rows to edit or create users using the User File layout information below.
Column: Row 1: Row 2:
A Tvoe Action e  Fillin a C to create a new record
yp e  Fillin a U to update an existing record
B Type Email Address | ¢ Type User’s Email Address
@ Type First Name o  Type User’s First Name
D Type Last Name e  Type User’s Last Name
E Type Email Address | o  Type User’'s Email Address
e  Type any or all Organization(s) Code(s) that the user’s account is authorized to access.
e Delimited field - A sequence of one or more characters used to specify the boundary between
separate, independent regions in plain text or other data streams.
F Z}L/ﬁﬁorized e  Multiple organization codes must be separated with a colon (:) (e.g.,1234567:3456789).
(0] izati . . - .
rganizations e Make sure to include any leading zeros. (If you want the user to see the district and all its
schools, you must list the district entity code. If you want the user to only see school level
information, use the school entity code (e.g., 0001234). Please note that all entity numbers are
7 digits long.
o Designated responsibilities in the system and designated data and system functions
determines what the user’s account can access and use.
e List of all roles that user has which control abilities to access and act upon data in the
system.
e Delimited field - A sequence of one or more characters used to specify the boundary between
separate, independent regions in plain text or other data streams.
Rol . .
G Type Roles e  Multiple roles must be separated with a colon (:) (e.g., dataEntry:schoolReport)
e  Type the Coding for Roles Column:
o schoolCoord = Achievement School Test Coordinator
o techCoord = Achievement Technology Coordinator
o testAdmin = AASA School Test Administrator OR
schoolAdmin = AzSCI School Test Administrator
o districtReport = District Report Only Access
o schoolReport = School Report Only
H, 1,J, KL Leave Blank Leave the columns H - L blank
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9. When all users are added or updated, save the file as a .csv using the Save as type menu so that the
file can be uploaded back into PearsonAccess"*.

10. Click the Save button.

'u Save As

e
File name  PearoniccessNen User brgon Fle

ve o1 type | CSV (Comma debmated) (".cav)

Toow R332109

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

Arizona Dept of Education (3

11

AASA~
AASA Spring

£ 3.8 ELA and Math
i S<Pooh

———— Welcome to

12. Go to Setup and select Import/Export Data.

#+ Setup A

Import / Export Data

Students 12

13. On the Import/Export Data screen, use the Start
dropdown menu to select Import/Export Data.

Testing Groups

Organizations
Users
B Al Tasks I

Import / Export Data
View File Details
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14. In the Type dropdown menu, select User Import.

Type®

d

Registration Reporting Group Export
Registration Reporting Group Import
Student Registration Export

. User Export @ ﬂ

H User Import

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

16. Click the Process button.

Tasks for Importing and Exporting

Import / Export Data

*

Type

User Import v

Source File Additional e-mails

| Choose File earsonAcce...nt Test.csv
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17. When the import is complete, you will see the Complete confirmation message below.

Complete

File Information

Type
User Import
Name

Request Date

Total Records
1

Successful Records
1

Error Records
0

Saved information for all records in the file.

PearsonAccessNext User Import File

Organization
Tumbleweed Unified District (999999)
User

CSV ericadct

Download File ©

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

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

e For AASA, the ADE upload of students will be visible in PearsonAccess"™* on February 3, 2025.
e For AzSCl, the ADE upload of students will be visible in PearsonAccess"®* on February 17, 2025.

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

Districts may begin reviewing students in PearsonAccess"®" any time after the initial SRI file upload. The initial SRI
file will not include information regarding student IEP requirements or accommodations. It will also not include
students who are concurrently enrolled in more than one school, students enrolled in participating Bureau of
Indian Education (BIE) schools, or students enrolled in participating private schools.

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

The following tasks are available for managing students in PearsonAccess™™.

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

e Add New Students — Any student enrolled in the school after ADE’s initial student upload must be added
in PearsonAccess"™*,

o Edit Student Demographic Information — Student demographic information can be edited in
PearsonAccess" after ADE’s initial student upload.

e Edit a Student Test Assignment — A student’s test assignment can be edited in PearsonAccess"™* after
ADE’s initial student upload.

e Create/Edit Students using the Student Registration Import (SRI) file — Students can be created using the
SRl file if they were not created during ADE’s initial student upload.
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View Student Registration Report

To view the Student Registration Report in
PearsonAccess"*:

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

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

3. On the Tasks for Importing and Exporting screen
and at the Import/Export Data tab, select the
Type dropdown menu. Select Student
Registration Export, and click Process.

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

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

5. The Student Registration Export file is a .csv file.
The file will contain all the students who are
registered to take the Spring AASA or AzSCl test.

& Selup

Impart / Export Data

Stugents

Testing Groups

9 Setup Testing Reports  TestCorfig
Import / Export Data

B Tasks 0 Selocter

Select Tasks

Find Files

import / Export Data

Tasks for Importing and Exporting

Impart/ £

fype

Sluden! Registration Expon v

Test Status Filter
L a:i.?ign x lesting

Includs tests with Do Nof

View File Details

© Adi Task Exil Tasks X

Tasks for Importing and Exporting

Import F Fxpord Data | View File: Details

DETAILS 2

Student Regisiration Fxport

2010 06 Pending

O7T14:56:43.677+0000.c5v

File Information

File s been queved lor processing

@ add Task | € Fievious Task | ekl Tk ® | Cxl Tasks %

Complete
File 15 ready for downkoad

o

Typse Organization
Student HE“(}I!}":!NJII = !pt)ll Tumbleweed Unified Distnct
Request Date (999999)
. . . 080772015 00:58:43 AM User
Note: This file is secure. All student level Tota) Recares rynoasITe
information must be used confidentially in Ne fle 15 avallabls for :
. . download NS EEE ’. Download File €@
accordance with state and federal privacy laws.
Steps
Step Meszage
A [] [3 [] 3 f [ H 1 ) 3
1 Organization Code Organization Name SSID Number Student Last Name Student First Name Student Middle Initial Date of Birth Hispanicor Latino White Black or African American Asian Americ
2 000003 Prickly Poar Elementary School 11111 Lastname ) Fustnamel 11/5/2006 ¥ Y
3 000003 Prickly Pear Dleenentary School 2000 ustname) Fustname L3 1S/200T N Y Y
4 00000) Prickly Pear [lementary School SI0I5 Lastname) Fugtname) L] AW N Y
b} 000003 Prickly Pear Elemnentary School 55555555 Lastnamed Firstnamed G S{U00T N Y
3 000003 Prickly Pear Elementary School COA60606 Lastnames Firstnames 1/17/2007 ¥ ¥
7 000002 Prickly Pear Middle School TITTITIT astnamed Firstnames P 6/29/2002 N Y
8 000002 Prickly Pear Middle School $8588883 Lastname? Firstname? 8/5/2002 N Y
9 000002 Prickly Paas Middle Sehool YIS Lstnased Firstnamed A &/5/200 N Y
0 0000021 Prickly Poar Middle School 10302010 Lastnaemed Fuytnamed ) Snnon 8 Y
un 000001 Prickly Pear High Schocl 12121212 Wstnamel0 Furstnamel0 C W2/ N Y
n 000001 Prickly Pear High School 13131313 Lastnamell Firstnamell C 1/31/2001 Y Y
&) 000001 Prickly Pear High School 14141414 Lastnamel2 Firstnamel2 12/19/2000 ¥ Y
b Q00001 Prickly Pear Hagh School 15151515 Lastnamel3 Fustnameld R 1/4/2001 ¥ Y
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6. Optional: You can log out of the View File PG&TSOHACC@SS ?eXt
Details screen while the file is being generated. Username
PearsonAccess"® will send you an email stating
that the export file is complete.
Password

When the export file is complete:

a. Login to PearsonAccess"™.

b. Go to Setup and from the dropdown
menu, select Import/Export Data.

Import / Export Data

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

=2 Tasks 0 Selected @ Files 1 Selected Clear

d. From the Start dropdown menu,

select View File Details. Select Tasks

Manage

All Tasks B

e. Selectthe Download File link. Find Flles import / Export Data

Name starts with (Rl | Vicw File Detalls o

Filters Clear Hide 14 Results
Status
Select one or more | Request Date Name pe Status  Total Records E
Type ° 10M17/2023 Student tudent Complete 149 M
12:17:156 PM  Test Update Fest Update
Export mport
202...

Download File ©@ °
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Manually Creating New Students

When manually creating a new student, the following three tasks (tabs) must be completed for each student.

These three tasks (tabs) must be completed in the following sequential order:

Task 1- Create Student
Task 2—- Register Student
Task 3— Test Assignment

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

Task 1 — Create Student

1. Goto Setup and select Students. Import / Expo
2. From the Start dropdown menu, select Students

All Tasks. Testing Groups
3. Onthe Tasks for Students screen and at the Organizations

Create/Edit Students tab, fill in the

New Student details. Select Create.

You will receive a green Success Changes
saved confirmation message.

= Tasks 0 Selected Students

Select Tasks

All Tasks

Create / Edit Students
should not be checked for students who have Student Last Name or SSID Number starts | Registration

withdrawn from the school. Check with your
Achievement District Test Coordinator before
selecting the Not Enrolled check box. ‘ : -
Achievement District Test Coordinators should ﬁmgmm @w
contact ADE for questions about selecting the oo
Not Enrolled check box. pr—

Sousent First Name: S50 Number
Firsmames EATATaE!

Student Last Name® Date of Birth”

Note: The Not Enrolled box is rarely used and Find Students  Registered to AASA Spring 2023 ~

sberds | Rogishes Shuderks  Munsge Studee Teshs  Mansge Tesling Groups  Marage Ervolimens

[I—— N0 -]
Student Midle Initial Gender™
Farale
Ettnicily (HispaniciLating} #ian
o

White American Indian or Alaskan Native

Black of Adrican American Matlve Hawaian of Other Pacific Islander

* Recired

Success
Changes saved
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Task 2 — Register Student

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

5. Under the details, place a check mark in the

STUDENTS (%
E Listnamedd, Frstamedd (1ITI1) [ e I
box next to Registered to activate the form.

. . @ e © 7 Dder [wiehy
The student will not appear in BT 1 s ot 0t e Sociutond chcioc o v e s 3 ok o ot
PearsonAccess"™ (PAN) as a registered

student unless this box is checked.

6. Complete the form with the student’s
Grade or Cohort. Select Save. You will
receive a green Success Changes saved
confirmation message.
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Create [ Edit Students Register 5t 7 Manage Student Tests Ma

Task 3 — Test Assignment

Test Filter Filter by Test Status

Complete Assigned | Apply

7. Select the Manage Student Tests tab on the
task bar. STUDENT TESTS (0) TEST DETAILSh

| KR Now Student T
8. In the TEST DETAILS section, under ew Student fest

Student, select the student’s name from Ctudent*

the dropdown menu. . h
9. Under Test, select the appropriate test

from the dropdown menu.

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

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

12. Under Format, select Online for either the

TESTDETAILS

regular online tests or the Special Paper T
Version tests. For AASA paper-based

Student” Test”
testing only, select Paper. . sl GRADE T

Organization’ Testing Group

Prickly Pear Elementary School (0000003) x »

13. Under Non-Embedded Accommodations,

Format® Form Group Type

place a check mark in the box for any . .
accommodations required by the student’s ~ #wtes= st
IEP/504 Plan. Click Create. N g pm—_— = -
Noen-Embedded Accommodations
14. When finished selecting accommodations, n m”mmy —
go to the Student Tests to select the st Gone

[J Simplifed Directons

student’s test.

15. For Visual Assistance Tools, place a | Visual Assistance Tools |
check mark in the box for any BTUDENT TESTS (3] |
accommodations required by the
student’s IEP/504 Plan. Click Save. © Create Student Tests

] PNP Answer
» LAST NAME 230, FIRST NAME
(22222222230) p ) PNP Line Reader

» i AzSCI GRADE 11

W

) PNP Magnifier Tool
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Adding Students to a Test Session

The instructions below are for students who are newly enrolled in a school and are not currently in a test session.
This task may be completed by Achievement District Test Coordinators, School Test Coordinators, and

Test Administrators. Achievement District Test Coordinators, School Test Coordinators, and Test Administrators will
not create their own test sessions and will only use the sessions that have been created by Pearson.

PearsonAccess"e*t

£ Setup v

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

1. Go to Testing and select Sessions from

the dropdown menu. & Testing

Student Tests

T

Students in Sessinns

2. Click the down arrow next to the
search button and place a check mark
in the Show all results box to bring up
all sessions for this organization. Place
a check mark next to the test session [] Show all results
for the correct school. AR A e S e

Q Search ~

3. Onthe Sessions screen, select All Tasks
from the Start dropdown menu. .
SessiONS  cow sudents m Session »

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

tab Find Sassions

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

Tasks for Sessions

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

Tasks for Sessions ©Add Task | € Pravious Task  Next Taskd | Exit Tasks x

6. Under the DETAILS section, select the
Find by Name field to select students to silfl

add to the session.

SESSIONS (1) DETAILS

X AASA Grade 6 ELA

AASA Grade 6 ELA

Add Students
Find by name or ID within George Hunt Scheol ~
x 07 Test, O7 Student (00000000157)

] Student Testing Group

Reset
7. Place a check mark in the box next to each
selected student.

Organization

8. Select Save.

07 Test, 07 Student (00000000157 gaorge Hunt Sehool

Assigned Students

Note: If a student has not been assigned a test,
they will not be able to be placed into a session.
If a student still needs a test assignment, refer to
page 27 and complete Task 2, Register Student.

08 Test. 06 Student (00000000158

* Required

-
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Removing Students from a Test Session

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

1. Goto Testing and select Sessions from
the dropdown menu.

2. Onthe Sessions screen, click the arrow
on the Search button, then place a
check mark in the Show all results
box.

Student Testis

Sessions

Students in Sessions

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

[C1§Show all results

[[] Session
4. Select Add/Remove Students in oo
rage
Sessions from the Start dropdown
menu. Grade 3 ELA p2 @
[ [Grade 3 Math @

5. On the Add/Remove Students in [ [Grade 3 ORF @ l T—
Sessions screen, you can move 0 ferade 3 writing @ i s
between selected sessions by clicking All Tasks

[ Grade & @

on the session names on the SESSIONS

menu. Create [ Edit Sessions

Delete Sessions

Add/Remove Students in Sessions

6. Foreach session, Assigned Students will

be listed with a check mark by each Generate Test Tickets
name. Names with a blue check box are .
eligible to be removed from the test
session. Uncheck the box for each
student to be moved out of the session.

Tasks for Sessions

Add/Remove Students in Sessions

7. Click the Save button. Then repeat for SESSIONS (2)
each session with students to be
Grade 3 ELA
removed.

Grade 3 ELA p2

Assigned Students

}\e Grade3 Online (00087654321)
* Requi
= 7]
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Editing a Student Test Assignment (Changing Grade or Cohort)

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

If a student is currently in a session, they must be removed from the session before their test assignment can be
removed or changed. If the student is not in a session, skip to the next section to update the student’s test

assignment.

To remove a student from a session in PearsonAccess™*:

1. Goto Testing and select Sessions.

2. Onthe Sessions screen, select the search
dropdown menu and place a check mark
in the Show all results box.

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

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

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

6. Select the student that should be removed
from the session.

7. Select All Tasks from the Start dropdown
menu.

8. Atthe top of the Tasks for Students in
Sessions screen, select Remove
Students from Sessions.

9. Place a check mark in the box next to the
student who should be removed and click
Remove.

% Setup

W Testing

%
[J] Show all results

Student Tests

Rejected Studaat Tests
1

Sessions

Go to Students in Sessions »

E Tasks 0 Selected

Select Tasks

:

Find Sessions

Filters Clear Hide 81 Results

Session Status
Select one or more m

' ASA Grade 03 ELA Part 1@
or more [ AASA Grade 03 ELAPart1@

Session Status
Organization Not Prepared
Not Prepared

Students in Sessions

B Tasks 0 5 0 Students

-

All Tasks

Select Tasks Manage

AASA Grade 03 ELA Pal  Student Test Statuses

Students

Session List Add a Session

AASA Grade 03 ELA Part 1 Not Prepared

Student Tests

ons | Clear
Find Students In the selected session(s) above ~

Filters Clear Hide
Organization

12 Results

[] 8SID Number me  FirstName Middie Name |

SSID Number 67800000013 @ [INTAASANP  INTAASANP
AAM AAM

Tasks for Students in Sessions

| onsa ek [ ¢ Previen

SESSION STUDEMT TEST

P AAM (BTB00000013) & AASA Grace 03 ELA Fart 1 AASA Grade 03 ELA Part 1

INTAASANP AAM, IN

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

Go to Setup and select Students.

Search for an individual student by
entering either their name or
SSID Number and select Search or place

a check mark in the Show all results box.

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

Place a check mark in the box next
to the student’s name(s) to be
updated. From the Start dropdown
menu, select All Tasks.

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

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

Test Details will auto-populate for the
student. Uncheck the Assigned box.
Select Save. The student’s test
assignment has been

removed.

Select the Register Students tab on the
black task bar across the top of the
screen. Select the correct grade or
cohort for the student from the Grade
or Cohort dropdown. Select Save.

Note: For AzSCl, the Grade dropdown
menu will display grades 5 and 8. The
Cohort dropdown menu will display
2026 for High School.

&% Setup
Import / Export Data

Testing Groups

Organizations

Users

&= Tasks 0 Selected Students 0 Selected Clear

Select Tasks

All Tasks

Find Students Registered to AASA Spring 2023 ~ Create / Edit Studen
Registration
Move Student Tests (selfict exactly 2 students)

Unenroll Students

Filters Clear Hide 1 Result
[J Across All Orga ions Qolite: Studonis
$SID Number [] SSIDNumber Student Last Name®
00000000001 [ 00000000001 ©@ 01 Student LI Test

Create / Edit Students  Register Students | Manage Student Tests sting Groups ~ Manage Enrollments  Move Student Tests (select exactly 2 students)

Test Filter Filter by Test Status

[JComplete [JAssigned| Apply

STUDENT TESTS (1) TESTDETAILS

O Create Student Tests

STUDENTO1, TESTO1 (32132132132)

AZSCI GRADE 11

O Show Audt Trail
Assigned

Organization*

Testing Group

Prickly Pear Elementary School (0000003) x |«

STUDENTS (1) SPRING 2028 ARIZONA SCIENCE

% Example, Student (01123456789)

Example, Student (01123456789)

51 Check e Registered Checkbox above and Then sesect et 3 Grade of & CORON

Special Educaton
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10.

11.

12.

13.

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

Student, select the student’s name. Success
8
Select Organization. Select the correct b L “ L -
school.
STUDENT TESTS (0) TESTDETALS
New Student Test 1 3 Reset

Select Test. Select the appropriate test.

Student’ Test

sdent01, Testo1 (321321321 AZSCI GRADE 11

Testing Group

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

Select Format. Select Online.

Note: Not all formats will be Online. The format for AASA Computer-Basted Testing school test
assignments should be Online while the format for AASA Paper-Based Testing school test assignments
should be Paper. All AzSCI test assignments should be online.

Select Create.
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Editing Student Demographic Information

Demographic information in PearsonAccess"™ (PAN) includes the student’s name, SSID Number, date of birth,
gender, and ethnicity.

To edit a student’s demographic information in PearsonAccess"":
1. Toeditstudent demographicinformation,
go to Setup and select Students.
Impaort / Export Data
2. On the Students screen, search by either

Last Name or SSID Number, and click
Search. An additional option would be to
click Search and place a check mark in the
Show all results box.

Find Students by Ignoring Spring

Filters

Across All Organizations

SSID Number SSID Numbe. R T R Student First Name*
Note: The “by ignoring” filter is necessary e 28999955050 QN SeRes st
ogle seC y Titers:

to find students who have not been
registered or assigned a test in PAN.

3. Place a check mark in the box(es) next

= Tasks 0 Selected B Students 1 Selected (Clear
to the student’s name(s) to be
Select Tasks Manage
u pdated : Al Tasks Ll
Find Students by Ignoring Spring o
4. Onthe Students screen, from the Start E;Za:r::n" —
. Q Search ’ :
dropdown menu, select Create/Edit _ Move Student Tests (select exactly 2 students)
Students. Eiiters Sl e Delete Students
[ Across All Organizations
5. On the TaSkS for Students screen and SSID Number [J SSID Number* $; t Last Name® Student First Name* Stud
. 32132132132 %] 32132132132 @ 1 Test01
under the STUDENTS list, select the

student to be edited.

Tasks for Students ©aAdd Task | € Previous Task  Nexi Task > W Exi Tasks x

Create  EQH Students

6. Editalldemographicinformation for the STUBERTE pETALS 7
student and select Save. A green Success el (01, Test01 (32132132132) o il
Changes saved confirmation message will e ST
appear. T

7. Continue editing any additional students, stgens o e e .

Studento
Gender

if necessary. Click Exit Tasks when all e r—
students have been edited.

Ethnicity (Hispanic/Latine)" Asian

Vs o "

Note: The Not Enrolled box is rarely used and should e Ao o sk i
not be checked for students who have withdrawn from .
the school. Check with your Achievement District

Test Coordinator before selecting the Not Enrolled L
check box. Achievement District Test Coordinators
should contact ADE for questions about selecting the
Not Enrolled check box.

Black or African American Native Hawallan or Other Pacific isiander

Success
Changes saved
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Creating/Editing Students from a File Import

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

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

1.

Go to Support and select Documentation.
Download the blank AASA/AzSCI Student
Registration Import File Layout/Template.

Fill in the SRI file template, tab name:
Template, according to the Student
Registration Import File Layout, tab
name: A. Student Registration.

Save the SRl file as a .csv file to your
desktop.

Toimport the SRl file, go to Setup and
select Import/Export Data.

PearsonAccess

2
Home

Dashboard

Support Requests

Documentation

next

o > = )

&~ ] = (2}
Setup Testing Reports TestConfig  Support

Categories All Clear
BRI . q . "
Other Spring AASA Student Registration Import File Layout and Template
PDF [ Spring 2024 AASA Student Registration Import File Layout and Template
BT
O PowerPoint e
A B c D E F G H 1

On the Import/Export Data screen, from the

Start dropdown menu, select All Tasks.

On the Tasks for Importing and Exporting
screen, from the Type dropdown menu,
select Student Registration Import.

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

Select Choose File to find and select the
AASA/AzSCI SRl file you created earlier.
Select Process.
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Organization Code Organization Name

3 Prickly Pear Elementary School
000003 Prickly Pear Elementary School
000003 Prickly Pear Elementary School

SSID Number Student Last Name Student First Name Student M Date of Birth Hispanic c White
44444244 Student

55555555 Lastnamed
66666666 Lastname3
TIITITT Lastnamed

Gradefour 4{4f2008 ¥
Firstnamed. G 5{2/2007 N ¥
Firstname5. M 117/2007 ¥

6/19/2000 N

Firstnamef

Organize ~ Mew folder

' Favorites B
Bl Desktop 3

& Downloads

] Recent Places

4 Libraries
[f Documents

& Music

R m |

= - @

Documents library
Art

Arrange by:  Folder ~

Name

H- Student Registration Export 2018-08-07T14_58_43.877+0000.csv

e

[ZLET St udent Registration Import.csv]

Save as type: omma delimited) (.csv) -
Authors: Rigjas, Norma Title: Add a ti
Tags: Add atag Subject: Specify the subje

= Files 0

Manage

= Hide Folders
Import / Export Data
ﬁ Setup 4 £ Tasks 0 Selected
Select Tasks - Start  ~
Import / Export Data 5 Al Tasks

Import / Export Data

Type*

Student Registration Import ¥

Don't modify student tests

Source File

Choose File &

Additional e-mails

file chosen

Process

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

Find Fil
ind Files Import / Export Data

View File Details

View File Details

f you don't
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At times, when the SRl file has completed processing in PearsonAccess"™ and issues/errors are encountered, the
message Complete with Issues will display on the screen. This issue may be due to a student who was in the SR
file but already exists in PearsonAccess"™* with another school or district. Refer to the image for a sample of this

error message.

When this occurs, the Achievement District Test Coordinator needs to submit a Work Request in
PearsonAccess"*. This will request for the student to be transferred from one school/district to another
school/district. If the Work Request has not been processed within 3-4 days, contact ADE at AASA@azed.gov or

AzSCl@azed.gov.

Refer to directions for Work Requests beginning on page 44.

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

charter adds the student to their registration.

omplete with issues
S Pecls wETe NOL aaWEd, SRe The emer 2L s datsils

File Information

Type Organization

Sthudert Reqistration Impart Samghe Sehood Diabeic] (000000
Hame User

Sompk: Shoosy ], R R ks, or g
Request Date

D29 111811 AM Downioad File €&
Total Records

s Download Students Created €
Sucoesstul Recards

[ ]
Error Records

Steps

SR Message

Foimial Verdcaton Complele

Impar Encauntanad Z43 records wilh Bsues, data lor thesa records was nol saved
Genemis Eror Files Complele

Errors

Download Records in Error €

Download Error Messages @&

Resord Mumbss  Medaage

2 Tast ATPDM B already assigned To e shidant in arganizatian Prickly Pear B2
12 The Test AZFO4 in akaady assigned be this siuden! n organization Prickly Paar Schoal
16 e Tieal ATPO4 is abacedy asakyrad be 1hs siudem i organzation Prickly Pasr Schioal
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Creating Testing Groups Using the Student Test Update File

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

Note: Students may only belong to one Testing Group at a time.

To create and populate testing groups with

students in PearsonAccess™*:

Import / Export Data

1. Goto Setup and select
Testing Groups.

Students

Testing Groups

2. Select All Tasks from the Start
dropdown menu.

Testing Groups
3. Select the Create/Edit Testing Groups — BB Testing Groups 0 Seletted
tab. Select the Organization, fill in the
Select Tasks ~ | B Manage
Name field and, if desired, a :

Description.

Tasks for Testing Groups © Add Task Next Task

4, Select Create. The form will reset after

crea t| ng ea Ch g rou p Re peat th iS Create / Edit Testing Groups id / Remove Student Tests in Testing Groups Assign Users to Testing Groups

process until all groups are created. Delete Testing Groups

5. You must manually add one student TESTING GROUPS (0)  DETAILS
to each of your testing groups in . New Testina o
PearsonAccess™™ to use the STU file.
Click on Add/Remove Student Tests Oroamzation”
. . Prickly Pear Intermediat... x |»
in Testing Groups.
Name*
6. Search for a student in the Find by Mrs Smih Grade 4
Name or ID search bar. Description
Lab Room 123
7. Select each of the student’s tests by e
selecting the box next to Test. o
Create Reset

Exit Tasks %

Reset

Note: If you prefer to add students to a
testing group without using the Student
Test Update file, follow steps 6 and 7 Cresle | Ed Tesng Groups | Add / Remove Student Tests i Testng Groups 4
until all students have been added to -

Tasks for Testing Groups ©Add Task | < Previous Task 9 !‘ Exit Tasks %

ers to Testing Groups _icie Testing Groups

the testi ng group TESTING GROUPS (3) DETAILS
Test Group O =
8. Click Save e
’ ' Test Group 3 Add Student Tests
9. Select the Exit Tasks button. o Find by name or ID within INT MANUAL CR8 D151
»® INTTESTLNAMEA, INTTESTFNAMEA (78546507905)

o St
INTTESTLNAMEA, INTTESTFNAMEA (78548507905)

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

AASA Grade 03 ELA Part 2

AASA Grade 03 ELA Writing
AASA Grade 03 Math
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10. Go to Setup and select
Import/Export Data.

11. Select All Tasks from the Start

dropdown menu.

Select Student Test Update Export i
from the Type dropdown menu. K

12.

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

included in the export.

14. Click Process.

15. The file may take a few minutes to
process. You can click on the
DETAILS < refresh button to update

the status on this screen.

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

Download File.

Complete

o 4 =
SN Testing Reports

I Import / Export Data

‘

Students ‘ All Tasks
1

h

Import / Export Data

Testing Groups
Organizations

Users View File Details

Type*
Student Test Update Export v

Grade

| Select Grade(s) to limit resulfs |

Subject

Select Subject(s) to limit results |

Assignments

nclude Tests In Progress

Process

DETAILE 3] @

File is ready for download

File Information

Type

Organization

Student Test Update Export

Request Date

User

12/30/2021 10:48:44 AM

Total Records
253

Download File &

16 g
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17. Once the file is open, you will see that
columns Testing Group and Testing

Group ID are populated for the students ‘Testing Group Testing Group ID Status

that were placed into Testing Groups in Z

step 5. For each of the other students, TestGroup 1 3658 ‘ass!gn
you must enter the Testing Group name | I€st Group 2 3659|assign
in the Testing Group columnand copy and | Test Group 3 3660(assign

paste the Testing Group ID into the
Testing Group ID column.

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

18. Ensure that the Organization Code — —
. Organization Code |Organization Name  |S51D Number
column has seven digits, and that the ool
SSID Number column has 11 digits. ] 000000411 George Hunt School | 00000000001
| 0000004 (1 George Hunt School | 00000000001
0000004 (1 George Hunt School | 00000000002
0000004 (1 George Hunt School | 00000000002

19. Save the file as a .csv.

" [ Desktop > q
| CSV (Comma delimited) (*.csv) - E—j'/ Save ‘
| IS

More options...

20. In PearsonAccess"™, go to Setup FoY & =

and select Import/Export Data. S Testing Reports
21. Select All Tasks from the Start I Import / Export Data |

dropdown menu. Students

Testing G

22. Select Student Test Update Import e ms _mUpS BpOLE EXpor Dala

from the Type dropdown menu. 1 Organizations ' View File Details

- Users

23. Click the Browse button under
Source File and select your Student
Test Update file. Type"

24. Click Process Student Test Update Import @

Source File

| Browse... | Student Test Update.csv

[] lgnore Error Threshold

Process @
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Indicating Accommodations and Tools

Students who require specific embedded online testing accommodations and tools must have those set before
the student signs into TestNav to begin testing. The selections made in PearsonAccess"™* will turn on the tools,
such as Color Contrast, Answer Masking, Line Reader, and Magnification, as soon as the student signs into
TestNav. If a student’s accommodations are not set prior to signing in, the student needs to sign out of the test so
the accommodations can be updated in PearsonAccess"™™. The student may also turn on/off tools manually within

their test in TestNav.

Follow the directions below to set the accommodations

in PearsonAccess™*:

1. Go to Testing and select Sessions.

2. Onthe Sessions screen, select Search and place a

check mark next to the Show all results box.

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

a. Option 1 - Place a check mark in the
box next to each session name you
want to work with.

b. Option 2 - Place a check mark in the
box in the header row to select all
sessions.

4. Select the Go to Students in Sessions link.

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

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

7. Onthe Tasks for Students in Sessions
screen, select the Manage Student Tests
tab.

Student Tests

Rejected Stugam

_Sessions

SESSIonS Go to Students in Sessions » 4

= Tasks 0 Selected &= sessions

Select Tasks Manage

Find Sessions

Show all results

Filters Clear Hide 5 Results - B -
Session Status = e .

Select one or more session N |
Organization m - AzSCIGRADE 11 @ Mot Prepared  10/13/2020
Select one or more [ AzSCI GRADE 11 SPV @ Mot Prepared  10/13/2020

Students in SesSSIONS o to sessions »
= Tasks elected Students In Sessions 2 Selecte Clea

Select Tasks Manage

gnore Schedule & Re:

SessionList Add 3 Sesson AzSCI GRADE 11 SPV
> Combined View Ready
AZSCI GRADE 11
AZSCI GRADE 11 SPV

Clear

Find Students In the selected session(s) above ~

Displaying 25 |~

Filters car Hide
Organization
=]
$SID Number canggaeggga Bowerman  Margaret 7600200703 ® AzSCI @SR SPV Form
® 11s GRADE

Number LastName FirstName Middle Name Username Session Student Test Status Form Group T)

Create / Edit Students Register Students Manage Student Tests Testing Groups

Delete Students
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8.

Find the Visual Assistance Tools section.

Use the PNP Color Contrast dropdown menu
to select specific color contrast settings, use
the PNP Alternate Mouse Pointer dropdown
to select a specific mouse pointer size or
color, use the PNP Magnification Percentage
dropdown to select a specific magnification
percentage, or place a check mark in the
boxes for each of the desired tools.

Note: Students who use non-embedded
accommodations during testing must have
those indicated in PearsonAccess"™ after
testing.

41

PHFP Color Contrast

Grades 3-8 Computer-Based Testing

| PHF Answer Masiong
| PP Linsg Raier

| PHIP Mugnafsr Tool

8

PNF Altermate Mouse Painter

PHP Magnification Percentage
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Assigning Student Accommodations Using the Personal Needs Profile Import File

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

test.
& & =
GO Testing  Reports

|| Import / Export Data oj‘

Students

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

emi -

1 All Tasks 9 I

1. GotoSetupand select I

Import/Export Data. i

2. Select All Tasks from the Start
dropdown menu.

3. Select Personal Needs Profile
Export from the Type dropdown
menu.

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

4. Click Process.

5. The file may take a few minutes
to process. You can click the
DETAILS < refresh button to
update the status on this screen.

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

Testing Groups Import / Export Data

Organizations _ _ _
Wiew File Details

Type®

Personal Needs Profile Export v

DETAILE < e

Test Status Filter
% assign | | = testing

Grade
Select Grade(s) to limit results

Subject

Select Subject(s) to limit results

[] Include tey Do Not Report

Complete

File is ready for download

File Information

Type Organization
Personal Needs Profile Export
Request Date User

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

4 6 Download File ©

Cunnraceful DamrAarde

42



PearsonAccess

next

10.

11.

12.

13.

14.

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

PMP ColoPMP AnswPNP Line |PNP MagrlPNP Alter|PNP Magnification Percentage
black-lma| TRUE TRUE TRUE TRUE 200
FALSE FALSE FALSE
FALSE FALSE FALSE
FALSE FALSE FALSE

Note: Refer to PearsonAccess™™ (https://az.pearsonaccessnext.com/customer/index.action) to

locate the Personal Needs Profile (PNP) Import File Layout under Support > Documentation. The
PNP Import File Layout contains information on what data will be accepted in each of these

columns.

Ensure that the Organization Code
column has 7 digits, and that the SSID
Number column has 11 digits. Use
leading zeros if needed in these
columns.

Save the file as a .csv.

" [ Desktop >

Organization Code

Organization Name  |SSID Number,

L5,

0000004

1 George Hunt School | 00000000001

0000004

1 George Hunt School | 00000000001

0000004

1 George Hunt School | 00000000002

0000004

1 George Hunt School | 00000000002

| CSV (Comma delimited) (*.csv)

- & save ‘

More options...

In PAN, go to Setup and select
Import/Export Data.

Select All Tasks from the Start
dropdown menu.

Select Personal Needs Profile Import
from the Type dropdown menu.

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

Click Process.

&

Setup

&

Testing Re

ports

emi -

|| Impaort / Export Data

Students

Testing Groups

Organizations

Users

43

‘ 1AIITaSI-c5 0 I

Import / Export Data

View File Details

Type®

Personal Needs Profile Impo

Source File

| Browse... | PNP Import.csv @l

[7] lgnore Error Threshold
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Managing Work Requests

When a student transfers into your district or within schools in your district, and the student requires an AASA
and/or AzSCI test, the Achievement District Test Coordinator will need to submit a Work Request in
PearsonAccess"™ to have the student transferred from the releasing school to the new school. This work request
will be sent to the releasing school for approval. If the work request is for transfers within your own district, the
Achievement District Test Coordinator will create the work request and then approve the work request.

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

e SSID Number
e Last name
e  First name

e Middle initial - optional
e Date of birth Work Requests

= Tasks 0 Selected = Work Requests 0 Sele:

To submit a work request for a new student who transferred into the district: Seect Tass Y | Vere

T Tasie e
f

e e Request  Delete Enollment Transfer

1. Go to Setup and select Work Requests.

Approve / Reject Enrollment Transfer

Filters Clear Hide No Results

2. Go to Start and select All Tasks. i Tasks for Work Requests
il Request / Delote Envoliment Transfor ove [ Regect Enrofiment Transfar
Testing Groups
3. From the Tasks for Work Requests screen, s 1 ENRSLLENLIRANCERRE)  DEINLR °
Users New Enroliment Transfer
select the Request/Delete Enrollment
quest/
Transfer tab. 00000000001
Student Last Nama™
01 Student

4. Complete the information on the e —
New Enrollment Transfer. ores

Student Middle Initial

5. Select Search. Date of Birt
G200 &
. * Requred Y
6. Youshould receive a green message bar

showing Student found. Enter the new
organization below.

Tasks for Work Requests K PevotsTask | NexiTask> | Ewt Tasis x

Request / Duhebe Creoliment Trnsfe Approve | Rejec] Enrollment Transfes

ENROLLMENT TRANSFERS (0] DETAILS

7. Change Enrollment From — will indicate the RS e
school where the student is currently 510 Humbar
enrolled in PearsonAccess™. i et
1 Student

Student First Name*
1 Test

8. Complete Change Enrollment To —select the P
Date of Birth’

school name (not district) where the student p— e
needs to be transferred. e
e

9. Click Send Request. e T b

Ricuires]

Send Roquest TR
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10. A green Success Changes saved confirmation
message will appear. An email will be sent
to the releasing district.

11. Select the Exit Tasks button.

12. To confirm or view requests that are Work Requests
pending approval, use the filter status S

Waiting for Approval.
Find Work Requests i
13. If the student is transferring schools within (— DSt Work hpe. Requested 8y
g s

oliment  corbeyDTC

the same district, the Achievement “ =
District Test Coordinator must create a

New Enrollment Transfer and must also

approve the transfer from the releasing

school.

Approving or Rejecting Work Requests

After students have been uploaded to PearsonAccess" by ADE, Achievement District Test Coordinators should
check regularly for work requests that are pending their review. The Achievement District Test Coordinator will
receive an email notifying them of a pending work request and will also have a red bell on the black task bar
indicating that a transfer request requires action.

Arizona > AASA > AASA Spring

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

e Ifastudent has not started testing, approve the transfer request.

e |[f astudent has completed one or more test units, but has not completed the entire test, approve the
transfer request.

e If astudent has completed all test units of the assessment, reject the transfer request and indicate in the
comments field, “Student has already completed testing.”
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Requesting Student Transfers with an Enrollment Transfer Import File

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

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

1. Download the Enrollment Transfer Import File

- Categories All Clear
LaYOUt from the support > Documentatlon & Training AASA Spring 2023 Test Coordinator Manual (TCM)
screen in PearsonAccess"™" and enter your E— =
students’ information into the file. ARSAArid ASSCI PAN Désirs Gl

Excal B AASA and AZSCI PAN User's Guide
e Fage r

1 Clher
POF AASA and AzSCI Enroliment Transfer Import File and Template

Note: The import file must be saved as a [ 5 A o Tt g T
. . B \ord *
.csv file. Refer to page 16 for tips on how to

format your .csv file in Excel.

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

al

I} A Tasks |

Import / Export Data

3. Go to Start and select All Tasks.

Students Impart / Export Data

View File Details
Tasks for Importing and Exporting

Testing Group

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

Tasks for Importing and Exporting

Import / Export Data View File Details

Import / Export Data View File Details

Type*
Enroliment Tra v
Source File
Choose File | Mo file chosen

) lanore Error

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

Enroliment Transfer Import

6. Click Process.

Tasks for Importing and Exporting

7. Youshould receive a blue message bar [N . Fic Dt

indicating that the file is processing.

. ~ FILES (1) DETAILE
You can click the DETAILS =~ refresh
. 3 Enroliment Export

button to update the status on this 2023-01-26T21:27:39.682+0000 5V Pending

Screen . File has been queued for processing
8. When complete, you will receive a green s I

message bar indicating that the import is p— e

co m p | ete ] Fike is ready for downicad

File Information

e organizat
Envolment Transler Export
Request Date
0172812023 05 27 40 P corbey bunnggpearson com
Total Records
N

diale School (0000003)

Download File §
Successiul Records

Error Recorss.
0
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Moving a Student into an Active Session from a Transfer Session

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

must be moved into an active session.

To move a student into an Active Session from a Transfer Session in

PearsonAccess"*:

1. Goto Testing and select Sessions.

2. Click on the Find Sessions Search button and
place a check mark in the Show all results

box.

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

4. Click on the Go to Students in Sessions
link near the top of the screen.

Student Tests
Rejected Student Tests

Sessions

Students in Sessions

Find Sessions

Name starts with
| Show all results
Filters Clear Hide 113 Res| L -
Session Status - LI
Select one or more M SessiL
[] Session Session Status

Grade 3ELA O Not Prepared

TRANSFER - AASA Grade 3 ELA Oral Reading © Not Prepared

next

PearsonAccess

& = o
Home  Dashboard  Setup  Testing

SesSiONS | Goto Students in Sessions »
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5. Click on the TRANSFER session in the Session List.

Session List S
6. Check the box next to the student’s name in the @ Combined View

lower center of the screen. AASA Grade 04 ELA x

| TRANSFER - AASA Grade 04 ELA |

7. Select Students from the Start dropdown
menu. G S$SID Number Last Name First Name Middle Name
00000000011 11 Student 11 Test

o TTS

I Manag
6.
¢ Student Test Statuses [
Students

- it
11. Continue transferring any additional students, if Student Tests

Lo}

8. Select the Move Students between Sessions
tab on the black task bar.

9. Place acheck markin the box for the Session that

you are moving the student into. All Tasks

10. Click the Move button.

necessary. Click Exit Tasks when all students have

been transferred.

Move Students between

Exit Tasks X

Tests Sessions
AASA Grade 04 ELA v x AASA Grade 04 ELA Create Session

x TRANSFER - AASA Grade 04 ELA

Intpvtesh testschool (1500001)
Student [] AASAGrade 04 ELA [ TRANSFER - AASA Grade 04 ELA

08 Student, 08 Test (00000000008) @ yo |
TRANSFER - AASA Grade 04 ELA AASA Grade 04 ELA
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AASA Work Requests - Transferring a Student from a Computer-Based
Testing School to a Paper-Based Testing School

Once the Work Request has been approved to transfer a student to your Paper-Based Testing (PBT) school from a
Computer-Based Testing (CBT) school, you will need to first remove the student from the online test session. Once
the student has been removed from the online test session, assign a new paper-based test to the student. Refer
to page 30 for instructions on removing students from test sessions.

To transfer a student from a CBT school to a PBT school in PearsonAccess™*:

1.
2.

10.

11.
12.

13.
14.

Go to Setup and select Students.

Search for an individual student by
entering either their name or

SSID Number and select Search or select
Show all results.

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

From the Start dropdown menu, select
All Tasks.

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

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

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

The student’s test assignment has been
removed.

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

Select Organization. Select the correct
school.

Select Test. Select the appropriate test.

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

Select Format. Select Paper.

Select Create.

# Setup v

| Import / Export Data

o]

i Testing Groups
Organizations
Users

| Published Report Access

£ Tasks 0 selected E Students 0 Selected Clear

Select Tasks ~ Start | ~

All Tasks

Create / Edit Students

———
Registration

Move Student Tests (select exactly 2 students)

Manage

Find Students by Ignoring Spring 2021 Arizona Science Registrations ~

Delete Students

Filters Clear Hide 1 Result

[ Across All Organizaj

$SID Number [0 $SID Number* Student First Name*

Student Lajt .
Student Test

5 Testing Groups

Student Midc

11111222223 o 11112222230

Create / Edit Students  Register Students | Manage Student Tests Manage Enroliments ~ Move Student Tests (select exactly 2 students)

Delete Students

Test Filter Filter by Test Status

[JComplete [JAssigned | Apply

STUDENT TESTS (1) TESTDETAILS

euentm, Test01 (32132132132) —
AzSC| GRADE 11 V

© Create Student Tests

()

© show Student Details
@ Show Audit Trail

STUDENTO1, TESTO1 (32132132132)

AzSCI GRADE 11

Organization* Testing Group

Prickly Pear Elementary School (0000003) x |«

Create/EGR Stucents  RegsterStudents | Manage Stugent Tests | Manage Testing Groups  Manage Envolments  Move Student Tests (se

Test Filter

Complete [)Assigned| Apply

STUDENT TESTS (0) TESTDETALS

© Creale Student Tests New Student Test

Student’ Test

01 Test, 01 Student (0000000 v AASA Grade 03 ELA Part 1

Organization’ Sting Group

NT AWESOME D151 (2023001

Format'
Faper 3 13

Form Group Type

Insubmitted
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AASA Work Requests - Transferring a Student from a Paper-Based Testing
School to a Computer-Based Testing School

Once the Work Request has been approved to transfer a student to your Computer-Based Testing (CBT) school
from a Paper-Based Testing (PBT) school, you will need to assign a new online test to the student.

To transfer a student from a PBT school to a CBT school in PearsonAccess"*:

1. Go to Setup and select Students.

2. Search for an individual student by
entering either their name or SSID
Number and select Search or place a
check mark next to the Show all results
box.

Import / Export Data

= Tasks 0 Selected B Students 0 Selected Clear

Select Tasks Start | ~

Manage

3. Place a check mark in the box next to

the student’s name(s) whose test(s) —
need(s) tO be reassigned. Find Students by Ignoring Spring 2021 Arizona Science Registrations ~ Create | Edit Students
Registration
Move Student Tests (select exactly 2 students)
4. From the Start dropdown menu, select . —— S
liters lear Hide esul
A" TaSkS' [ Across All Organizal
S$5ID Numb §5ID Number* Student Lat 3 Student First Name* Student Mid
5. Select the Manage Student Tests tab on e [ | St Lot 6 et rrstiiame o
11111222223 O 1111222223 @ Student Test

the black task bar across the top of the

screen.
6. On the left side of the screen under Create /Edit Students ~ Register Students | Manage Student Tests | & 5 Testng Groups  Manage Enrolments  Move Student Tests (select exactly 2 students)
STUDENT TESTS, select the assigned Dekte Students
test that is identified under the — .
student’s name. Dcompite DAssigned Apply
7. Test Details will auto-populate for the STUDENT TESTS (1) TESTOETALS
student. Uncheck the Assigned box. © Create Student Tests euentm,Testm (32132132132) ”éaeset

STUDENTO1, TESTO1 (32132132132)

AZSCI GRADE 11

Select Save. AZSCI GRADE 11 @ Show Student Details

@ Show Audit Trail

Assigned

8. The student’s test assignment has been oanzater Tt G
removed Prickly Pear Elementary School (0000003) x |» ot

9. Toadd anew test assignment, remain on
the Manage Student Tests tab, and
under Student, select the student’s
name.

STUDENT TESTS (0)

TESTDETALS

New Student Test

10. Select Organization. Select the correct
school.

Test

AASA Grade ¢

ELA Part 1 x |» m
5ting Group @

11. Select Test. Select the appropriate test.

Form Group Type

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

13. Select Format. Select Online.

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

To add the student’s test to the proper test session in PearsonAccess"*":

1. Goto Testing and select Sessions.

Student Tests

2. Search for the test session that was

i i Rejected Student Tests
created under Find Sessions. = itenti s

Click Search. Under Search, you can
also click on the dropdown arrow Students in Sessions

and place a check mark in the Show

all results box. Sessions consu

B Tasks 0 Selected
3. Place a check mark next to the test e e
session for the correct school.

Find Sesslons

4. Go to Start and select All Tasks.

5. Onthe Tasks for Sessions screen, select :;n’e'rlsmm Gerfde | 4ot
the Add/Remove Students in Sessions

[ Session

Sessions 0 Selected (i

Manage

Al Tasks

Create | Edit Sessions

Dikte Sessons

AddRemove Sludents In Gessons

Ik Student Tesls Complede  Slop Sessons
C Displaying | 25 |v| Manaqe Columns=

FIE O O Mare Session Status Seheduled Start Date_Jest U Students Actual StartDate Organization
tab. Organization [] AZSCIGRADE 1@ T AUENCE Prickly Pear infemegle Sthool (000

6. Onthe left side of the screen, select the
session name from the SESSIONS list.
Success
7. Under the DETAILS section, select the Shatges g
Find by name field to select students to

. SESSIONS (1) DETAILS
add to the session. QS
C| GRADE 11

AZSCIGRADE 11

OnnaTask | €Prevous Task | NedTaskd | Eil Tasks x

8. Place a check mark in the box next Acd Studenis

tO eaCh Selected Student. Find by name or ID within Tumblevreed Unified District =

« Doviemian, Marjaret (D00300990]

9. Select Save.

7] Student

A Bowerman, Margarel (00000006020)

Testin Organization

-

Prckéy Pear Intermedizte School

hsslgned Students

No stuge

* Regiired

ied fo session
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Managing Additional Orders

AASA and AzSCI test administrations have separate Additional Order Windows. If an additional order is needed,
the Achievement District Test Coordinator is to place one consolidated additional order per test administration for
the entire district. All additional orders are reviewed for approval by ADE prior to being shipped.

ADE will place an order for any approved Special Paper Version (SPV) tests (braille, large print, or regular print) for
AASA and AzSCI. Achievement District Test Coordinators will not need to place these orders but may check in
PearsonAccess"™* to track the shipment of these tests.

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

Before submitting an additional order, in the black task bar at the top of the screen in PearsonAccess"™, verify
you are on the District Entity organization or change to the District Entity.

PearsonAccess™™
To submit an additional order in PearsonAccess"*:

1. GotoSetup and select Orders & = Orders
Shipment Tracking.

Import / Export Data Manage
Students
Testing Groups

2. Onthe Orders & Shipment Tracking screen,
click the Start dropdown menu, and select
All Tasks.

Organizations

3. The Organization (Code) auto-fills with the ok ek s e
organization name. Verify that the
Organization (Code) is for the correct

district.
4. Inthe Date Needed field, enter today’s :::T: — 5 Y
date. Note: The Reason and Special — R

Instruction fields are not required and
may be left blank.

5. Verify the Ship To information is correct. s0z5425345 =
If there is an error in the address, do not -
continue with this order. Immediately
contact AASA@azed.gov or
AzSCl@azed.gov to update the
contact information.

Edit Materials Order Gancel
6. Select Add Items tO Open the Q Find Materials Filters (ciear) 8
Edit Materials Order screen.

£= show al ftems " 3 r Displaying

Descrpton neme | sunect | ype |orace

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

01 AASA Grade 3 Math Test Baok AZ00003855 | AASA Math ‘ Student Test Books l Grade 3
02 AASA Grade 4 Math Test Book AZ00003857 | AASA Math ‘ Student Test Books | Grade 4

03. AASA Grade 5 Math Test Book AZOD0D3859 | AASA Math ‘ Student Test Books ’ Grade 5

04. AASA Grade 6 Math Test Book AZ00003861 | AASA Math ‘ Student Test Books | Grade 6

8. Select Save.
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9. The Edit Materials Order screen will close
and take you back to the Materials Order
screen. The Materials Order section will s [T
update and show your selections and Descripton e
quantities. Verify that the information S e
entered is correct. 06 S TESTROOKNIT GRADE AN st AR

Materials Order

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

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

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

Date Newded

13. Select Exit Tasks.

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

PearsonAccess"™* contains detailed information regarding testing materials for AASA initial orders and AASA and
AzSCl additional orders. The steps for tracking orders in PearsonAccess"* apply to both initial orders and
additional orders.

To track an order in PearsonAccess™:

1. Inthe black task bar at the top of the screen, verify you are on the District Entity organization
or change to the District Entity for the order to be tracked.

PearsonAccess™!

2. Goto Setup and from the dropdown menu, select Orders &
Shipment Tracking.

Import / Export Data

3. Onthe Orders & Shipment Tracking screen, click on the Students
blue information icon € for the Order # you want to track. Testing Groups

Organizations

Users

Work Requests

Orders & Shipment Tracking

Orders & Shipment Tracking

I Orders

Lunage

Find Orgers Placed or Updated In

'

Dates
Status  Receiving Organization (Code) Ordered  Last Delivery
delivered  TumSieweed Unitied Schoot District ($99953) 070872018
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4. The Order Details screen will pop up in a separate window. Click on the Shipments tab to track
the order.

Order Details

Order #
802

Sales Order #/ Line #
6470332/1

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

Status
delivered

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

Order Details

Order # e

3551

Sales Order #/ Line #
7099646 / 1

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

Shipment 1

Box Number Status  Expected Arrival Delivery Date Tracking Number
1 delivered 02/09/2019 02/09/2019 1Z1Y36200303081190
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Preparing for Testing

The Achievement District Test Coordinator, School Test Coordinator, or Test Administrator can access

Session Resources in PearsonAccess" to prepare for testing day.

Session resources can be accessed on March 10, 2025 for AzSCl and March 24, 2025 for AASA.

Session Resources

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

e Scheduled Sessions provides a list of all the sessions created and session status for an organization.

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

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

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

To access the various session resources in
PearsonAccess"":

1. Goto Testing and select Sessions from the
dropdown menu.

2. Onthe Sessions screen, select Search and
place a check mark in the Show all results box.

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

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

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

6. Select the Resources dropdown menu to
see the list of session resources. Select
the Resources needed. Each of the
session resources will open in a new tab.

PearsonAccess"X!

# Setup

& Testing

Student Tests.

Sessions

Students in Sessions.

SeSSIONS | co to students in Sessions » 4

= Sessions

= Tasks 0 Selected

Select Tasks Manage

Find Sessions

- Search ~ 2

[ Show all results

Filters Clear Hide 5 Results

Session Status
Session
K AzSCI GRADE 11 @
AzSCI GRADE 11 SPV @

Go to Sessions »

Organization Not Prepared  10/13/2020

Not Prepared  10/13/2020

Students in Sessions

= Tasks 0 Selected E students in Sessic

Select Tasks Manage

Ignore Schedule IE=TESITEERAN € Details)

AzSCI GRADE 11

a Mot Prepared

Session List Add a Session

Seal Codes

@ Combined View
AZSCI GRADE 11
AZSCI GRADE 11 SPV

Prepare sion
Scheduled Sessions

Session Student Roster

STUDENT TESTING
TICKETS

Print all for this session
zEme e Gy Print selected for this

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

To access the Scheduled Sessions report in PearsonAccess"*:

1. Onthe Resources dropdown menu,

select Scheduled Sessions. AASA Grade 03 ELA Part 1
. . lgnore Schedule O Details ¢ Edit

2. The Scheduled Sessions report will ¢

open in a new tab in your internet Not Prepared Seal Codes

browser. | Scheduled Sessions |

Session Student Rost
3. Close the tab on your internet
. STUDENT TESTING
browser that displays the Scheduled TICKETS

Sessions report when finished. Print a8 for this Session

Print selected for this
session

g Students in Sessions - Arizona X Scheduled Sessions X

C @ O a

(ON *4 ¥ In @ @

Scheduled Sessions spring Arizona Science

(2

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

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

To access the Session Student Roster report in PearsonAccess"":

1. Onthe Resources dropdown menu,
select Session Student Roster.

= Tasks 0 Selected

Select Tasks

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

Session List Add a Session

@ Combined View
AzSCI GRADE 11
3. Close the tab on your internet browser FESCIGRADETT SPY
that displays the Session Student

Roster when finished. o Sessions | Glear

Session Student Roster

Students in Sessions Go to Sessions »

Not Prepared

Test Administration AASA Spring Precaching Computer
Session Status Not Prepared Scheduled Start Date
Session Name AASA Grade 05 Math Scheduled Start Time
Organization intpvfesh testschool Actual Start Date
(1500001)
Test AASA Grade 05 Math Actual Start Time
Proctor Reads Aloud No Lab Location
Form Group Type Computer Based Test
4 Results
Preferred First Student Date of Form/Form
Student Name Name Code Birth Status Group
intpvfedsh testel, intpvfedsh testef  n/a 90000000004 2013-01-01  Battery
(TTs)
intpviesh di, intpviesh df (TTS) n/a 10000000003 2014-01-03  Baltery
intpvfesh testbal, intpviesh testbal  n/a 50000000036 2013-01-01 Battery
(TTS)
intpvfesh testbml, intpvfesh testomf n/a 90000000050 2013-01-01 Battery
(TTS)
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:

01:57 PM

Username

1708765901

5856769026

0368848608

2442632669

Igno

cOome

Prepare Sestion

Signature

B Students in Session

Manage

Seal Codes

Scheduled Sessions i

Session Student Roster

STUDENT TESTING
TICKETS
Print all for this session

Print selected for this
session
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Secure Testing Tickets

Secure testing tickets are printed for each student. A secure testing ticket provides the student’s username and
password for logging into TestNav, Pearson’s online testing platform.

There are two methods you can use to print secure testing tickets.

To print secure testing tickets in PearsonAccess"*:

Method 1

1. While on the Students in Sessions screen,
on the Resources dropdown menu, you can
select whether to print secure testing tickets
for all students in a session (Print all for
this session) or just for selected students
(Print selected for this session).

2. To print secure testing tickets for select students:

a. Search for students by entering
information into Filters.

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

c. From the Resources dropdown
menu, select Print selected for this
session.

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

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

5. Close the tab on your internet browser that
displays the Testing Tickets when finished.

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

= o = = =
Seluo  Testing Reports  TestConfig  Support

Students in Sessions o sessions»

B Tasks 0 Selected

= Students in Sessions 0 Seleciad Cloar

Select Tasks

Session List
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3A Math

Add a Saesion lgnere Schedule |8
Seal Codes
Scheduled Sessions

Sassion Student Roster

e e o

Seal Codes
= '
Scheduled Sessions

Session Student Roster

Session List AdaaSession

O Combined View
AzSCI GRADE 11
AZSCI GRADE 11 SPV

Not Prepared

Clear Print selected for this

session

Find Students In the selected session(s) above,

Clear Hide 1 Result

Filters
Organization

[0 SSID Number

Last Name First Nam¢ Middle Name Username

S$SID Number 4 32132132132 @ Studento1  Testo1

TS

5451167258

Testing Group

Joagie secondary fllSrs

Students in Sessions - Arizona X

Student Testing Tickets X

c ® AR +4 Yy in@D ® =

LEEEEN 184t 1 Per Page v 4

0 a

STUDENT TESTING TICKET
Student: Student01, Test01

SSID: 32132132132

Session: AzSCI GRADE 11

Date of Birth: 10/12/2010

Test: AzSCl GRADE 11

Select Arizona in the application.

Username: Password:
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To print secure testing tickets in PearsonAccess™*":

Method 2
1.

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

Click Start, then select Generate Testing
Tickets.

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

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

SesSIONS 6o to Students in Sessions »

= Tasks 0 selected £ sessions 1 selected

Select Tasks Manage

All Tasks

Find Sessions Create / Edit Sessions

N Delete Sessions

Add/Remove Students in Sg

Mark Student Tesis Compféte / Stop Sessions
Filters Cl 1 Results

Session Status 1 Generate Test Tickets

Selectone ormore [] Session Session Status  Scheduled Start Date  Test

Organization Test Session @ Not Prepared  11/05/2020

Generate Test Tickets

Generate Test Tickets

fewer students

Session Name Test
Test Session @
* Required

STUDENT TESTING TICKET

Student: Student 02, Test 02

SSID: 12345678910

Session: Test Session

Date of Birth: 11/05/2004

Test: AzSCIGRADE 11

Select Arizona in the application.

Username: Password:
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Increasing the Font Size of a Testing Ticket:

SSID Number Last Name First Name Middle Name Username Session

1. While on the Students in Sessions screen, 00000000156 06 Test 06 Student o 5267761354  AASA

Grade 6
ELA
(AASA
Grade 6

e TTS

select the testing session that you would like
to print testing tickets for.

ELA)

2. Gotothe Resources link and select either
Print all for this session or Print selected for
. . B & Resources -
this session. - J

Seal Codes

Scheduled Sessions

3. Onthe Test Ticket screen, select the

. 3 Session Student Roster Select a print format QEEEIRENE
1 Per Page print format. 1 Per Page L3

I STUDENT TESTING

TICKETS STUDERIT T

Multiple Per Page
Grid
Student: o;t List i

4. Use CTRL + P on your keyboard to bring up
the Print dialog box. Scroll down and click
. Print selected for this
on the arrow to show More settings. cession

Print all for this session B

5. Under More settings, scroll down to select

the scale menu. T .
Print 2 sheets of paper
6. Select Custom from the Scale dropdown Destination & Adobe POF v
menu, then enter 200 in the scale field. This . .
ages ~
will double the font size of the testing ticket.
Color Color v

7. Click Print on the bottom of the Print dialog
box. More settings

Scale Custom Print

Scale Default E -
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Preparing a Session

Preparing a Session assigns students their testing form in TestNav. This step must be completed prior to testing.
Itis recommended to complete this step in advance of the scheduled testing day. Depending on the number of
students assigned to the session, preparing the session can take several minutes.

To prepare a test session in PearsonAccess"*:

1. Goto Testing and select Sessions.

2. Onthe Sessions screen, select Search and
place a check mark in the Show all results box.

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

a. Option 1 - Place a check mark in the
box next to each session name you
want to work with.

b. Option 2 - Place a check mark in the
box in the header row to select all
sessions.

4. Select Go to Students in Sessions link.

5. Onthe Students in Sessions screen, there are
two ways to view the sessions:

a. Option 1 - Select the Combined View
to manage all the sessions at the
same time.

b. Option 2 - Select a session name from
the Session List.

6. Click the Prepare Session button.
7. When the session has been prepared, the

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

Student Tests

.

Students in Sessions

Sessions | oo Studentsin Sessions » || 4]

= Sessions *

= Tasks 0 Selected

:

Select Tasks Manage

Find Sessions

Name starts with
Show all results
Filters Clear Hide 18 Results

Session Status

@ InProgress  10/06/2023

@ InProgress  10/06/2023

Session List [P /20 Sesson AzSCI GRADE 11
AZSCI GRADE 11
AZSCI GRADE 11 SPV

Students in Sessions <o sewons »

AZSCI GSADE 1

AISCIGRADE 11 8PV
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Testing Day Activities

Locating a Student’s Test Session

To locate a student’s test session in PearsonAccess™:

1.

Go to Setup and select Students.

On the Students screen, search for the
student using the filters on the left side of
the screen or select Search and place a
check mark in the Show all results box.

Click the blue information icon “ & ” to
the right of the student’s SSID Number
to open the student information box.

Click the Sessions tab, then click the session you

wish to view.

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

Students

Import / Export Data

Students

Find Students Registered to A&SA Spring 2023 ~

[ Show a8 results,
Filters Clear Hide
[ Across All Organizations
S3I0 Number (m} SEI0 Numbs, ANl
O 00000000006 & 08 Student
T T O 0000000000 & IntA-Z 0-9 8-z -
O 55I1D Number* dent Last Name*
O 00000000008 @ tudent
O 9000000000 ntAZ0-9az-'
0 10000000000 & intpvfedsh al
(] 90000000002 €@ intpvfedsh testcl

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

AASA Spring 2023 v

Details

Organization Enroliments

Test Administration Registration  Student Tests | Sessions

AASA Grade 08 Math - intpvfesh testschool (1500001)

Close

AASA Grade 08 ELA - intpvfesh testschool (1500001)

AASA Spring 2023 v

Details  Organization Enrollments ~ Test Administration Registration

AASA Grade 08 Math - intpvfesh testschool (1500001)

Test Assigned
AASA Grade 08 Math

Proctor Reads Aloud
false

Form Group Type
Computer Based Test

AASA Grade 08 ELA - intpvfesh testschool (1500001)

Close

Int A-Z0-9 a-z - Int A-Z 0-9 a-z - * (90000000008)

Student Tests

Sessions

Go fo Students in Sessions »
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Starting a Session

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

PearsonAccess"®™!

can log into TestNav.

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

1. Goto Testing and select Sessions.

2. Onthe Sessions screen, select Search and place a

check mark in the Show all results box.

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

a. Option 1 - Place a check mark in the
box next to each session name you
want to work with.

b. Option 2 - Place a check mark in the
box in the header row to select all
sessions.

4, Select Go to Students in Sessions link.

5. There are two ways to find the student:

a. Option 1 - Select Combined View in
the Session List and enter
information into the Filters section.

b. Option 2 - Select a session name from
the Session List and scroll through the
list of students assigned to each of the
sessions.

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

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

7. 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 log into TestNav
to begin testing.

# Setup

@ Testing

Student Tests

e

Students in Sessions
SessioNS | Goto Students in Sessions » 4
£ Tasks 0 Selected

= Sessions

Select Tasks Manage

Find Sessions

@

Show all results
Filters Clear Hide 18 Results ™

Session Status

Organization AzSCIASL Grade 11 @ @ In Progress ~ 10/06/2023

@ In Progress ~ 10/06/2023

AZSCIASL Grade 5©

Test

Students in SesSiONS oo sessions »

= Tasks = Students In Sessions

Sesect Tasks Manage

AN Tasks

Session List (IS /99 2 Sesson AzSC| GRADE 11 SPV  Student Test Statuses

Students
Ready L
Student Tests

A2SCI GRADE 11

AZSCI GRADE 11 SPV

b

Find Students  In the selected session(s)fbove ~

Filters
Organization

o Displaying

[] SSID Number LastName FirstName Middie Name Username Stlllo] Student Test Status Form Group T)

§SID Number 2 00099999999 Bowerman Margaret

8 15

SPV Form

7699200793 ® Azscl| [NGREaaY
GRAD|

AzSCI ASL Grade 11

Ignore Schedule &Rt

@ in Progress
AzSC| GRADE 11 (4 Student Tests) o
AZzSC| GRADE 11 Unit 1 a !
4
AzSC| GRADE 11 Unit 2 a LS
4
AzSC| GRADE 11 Unit 3 a o
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To use the Student in Sessions Filter in PearsonAccess™*!:

1. On the Students in Sessions screen, under
Student Test Status, select Ready.

2. Under Form, select the correct Unit.

3. After selecting the Unit, a list will show all the
students in Ready status.

2 Results

[Student Test Status

' Ready |

[Form

(% AzSCI Grade 11 Unit 2 -
23SC11SPONEN000710210

(] SSID Number LastName First Name Middle Name Username

[ 22222222241 Last Name First Name

0 TS 241 241

() 22222222311 Last Name First Name

o TTS n 31

65

22222222241

22222222311

Session AzSCI GRAD

=]
AzSCI
GRADE
11
(AzSCI
GRADE
1)

®
AzSCl
GRADE
1
(AzSCI
GRADE
11)

& Ready

@ Ready

nit 1
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Unlocking Student Tests

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

Method 1

1. Thereare two ways to unlock tests for Sassiaiint PR AZSCI GRADE 11 SPV [llgnore Schedule & Resc
Students. St Shom sopsesson [N

AZSCI GRADE 11 8PY (1 Student Tes) ‘

a. Option1-To unlock alltestsina
session, click and drag the lock/unlock
switch. This method may be used for a

single session, or with multiple T (R
sessions using the Combined View.

b. Option 2 - Forindividual Students, go e P S
to Student Test Status. Select Unlock e AT T e A

[ 00020000000  Bowerman Margaret 7600200793 @ A25CI an A25C Prol
oS GRADE 11 5P 205CHSSH
for each student present for testing. iy Skl

Testina Groun

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

[] SSID Number Last Name First Name Middle Name Username Session Student Test Status

[ 32132132132 Student0?  Testo1 6451167258 @ AZSCI | @Ready =
0 TTs GRADE
1
(AzSCI
GRADE
1)
[ 00BBT7EE554 Testd Student3 225521 Ready
o TTs

1)

Method 2

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

Filters Clear Hide| () SSID Number LastName First Name Middie Name Username Session AASA Grade 04 ELAUnit1 AASA Grade 04 ELA Unit2 AASA Grade 04 ELA
Organization (] 26541507806 YFTTESTLNAMEB YFTTESTFNAMES 4150133718 G AASA (g - a  Ready a Ready
oTTs Grade
04 ELA
SSID Number (AASA
F Grade
04 ELA)
Clip UIN 0 94541567906 PJTTESTLNAMEB PJTTESTFNAMES 5795557954 ® AASA
byl Wk @ Completed & Reagy & Ready
04ELA
Testing Group (AASA
Grade
04 ELA)
Toggle secondary filters AR = an =
Sl O 42548531902 VRTTTSTLNAMEB VRTTESTFNAME I 0080363561 ®AASA - a | Ready & [Ehe
oTTs Grade
. 04ELA
(AASA
Test Grade
‘ 04 ELA)

Test Status

Student Test Status.
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Resuming a Student Test

When a student signs out of TestNav or if a test times out,

the student’s test status changes to Exited.

The student’s test must be resumed to complete testing in TestNav. This task can be completed by the
Achievement District Test Coordinator, the School Test Coordinator, and the Test Administrator.

To resume a student test in PearsonAccess™*:

Method 1
1. Goto Testing and select Sessions.
2. Onthe Sessions screen, select Search and place
a check mark in the Show all results box.
3. On the Sessions screen, there are two ways to
select sessions:

a. Option 1 - Place a check mark in the
box next to each session name you
want to work with.

b. Option 2 - Place a check mark in the
box in the header row to select all
sessions.

4. Select the Go to Students in Sessions link.

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

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

7. Go to Start and select All Tasks.

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

9. A confirmation screen will show the

Student Test Status as Resumed. The
student may sign into TestNav with the
credentials supplied on the test ticket.

& Testing

Student Tests

Rejected St

Sessions

Students in Sessions

1 sts

4

SesSsions | 6o to Students in Sessions »

= Tasks 0 Selected

Select Tasks

Find Sessions

Show all results
Filters Clear Hide 18 Results

Session Status

:

on ignores search and

= Sessions

Manage

filter criteria and dis)

B Tasts

Sols Tk

@ In Progress

@ In Progress

10/06/2023

10/06/2023

Session List AIMS SCIENCE GRADE &

@ nBrogress

AIMS SCIENGE GRADE 8 (3 Studant Teats]

1

Fiers
Organization

SSID Nombsr

Studert Teat Stalius  Form Group Type

Tasks for Students in St

Resume Student Tests

ETAILS
SESSION (STUDENT TEST)

STUDENTS IN SESSIONS (1)
STUDENT NAME [CODE]
IENCE GRADE & (AIMS SCIENCE GRADE B)

AN

@ Lesinamed, Firsinamed A (%

* Required

@ —

STUDENT TEST STATUS

Tasks for Students in Sessions

Mark Siudent ompleie  stesume Stusent losts AGG Sudens fo Sesgions Remove Shidenss fom Secsions

Success
hanges saved

Resume Student Tests

DETALS
SESSION (STUDENT TEST)
@ AIMS SCIENCE GRADE § (AIMS SCIENCE GRADE §

STUDENTS N SESSIONS (1)
‘STUDENTNAME (CODE}

Fistnames A (95

Lastrames,
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To resume a student test in PearsonAccess™*:
Method 2

1. Goto Testing and select Sessions.

2. Onthe Sessions screen, select Search and place
a check mark in the Show all results box.

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

a. Option 1 - Place a check mark in the
box next to each session name you
want to work with.

b. Option 2 - Place a check mark in the
box in the header row to select all
sessions.

4. Select the Go to Students in Sessions link.

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

PearsonAccass"™!

& Setup

& Testing

Student Tests

Sessions

Students in Sessions

SessionS | coto Students in Sessions »

= Tasks 0 Selected

Select Tasks

Find Sessions

Name starts with

Filters
Session Status

Clear Hide

Session List

Add a Session

6. Click the down arrow next to the red Exited

© AASAASL Grade 4 ELA

tile and select Resume.

7. Thetile will turn yellow, and display
Resumed.

8. The student may now log into TestNav and
continue testing. The student may need to
refresh TestNav to see the available test.

[J 00000000007 O7 Student 07 Test
o TTS

[ 00000000007 O7 Student OF Test

e TT1S
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4

= Sessions -

Manage

:

Show all results

18 Results

AzSCIASL Grade 11 @ ® In Progress ~ 10/06/2023

AZSCIASL Grade 5@ ® In Progress  10/06/2023

AASA ASL Grade 4 ELA

Ignore Schedule & Resources ~ @ Details ¢ Edit

@ In Progress

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

7106583391 @ AASA
Grade
04
Writing
SAFT
(AASA

Resume

& Lock

7106583391 @ AASA

0e

Resumed
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The table below gives a brief description of each testing status.

Status ‘ Description ‘
Ready The student has not yet started the test.

Active The student has logged in and started the test.

Exited The student has exited or signed out of TestNav but has not submitted test responses for

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

Completed The test has been submitted by the student through TestNav. The test unit is not eligible
to be reopened.
Marked Complete The student’s test was launched but not submitted properly. At the end of each day, any

test that was not submitted properly is placed in the “Marked Complete” status.
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Reporting Test Irregularities

To report a Test Irregularity in PearsonAccess"*:

1. Confirm that the correct test administration is
shown in the black task bar across the top of
the PearsonAccess"* (PAN) Home Screen.
2. Goto Testing and select Student Tests. We Ico me to
PearsonAcces!
3. Atthe Find Student Tests field, type in the - )
student’s last name and click on Search. & Testing N
You can also enter the student’s SSID in the e
SSID Number field under Filters. Haent 1ests
Rejected Studen
4. Place acheck markin the box by the Student
name and applicable tests. Sessions
Students in Sessions
Find Student Tests
o Swaer |e
Filters Clear Hide 2 Results
Organization
Select one or more o 0 Student Organization
$SID Number 01 Student, 01 Test @ George Hunt School (0000004)
5. From the Start dropdown menu, select Manage Irregularities.

l All Tasks e [E—

Update Student Test Details

Manage Irregularities
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6. Atthe Manage Irregularities tab, place a check mark in the box next to the Student Name and applicable
test unit(s).

Irregularity Date/Ti

Apply I S

Organizatior

Prickly Fear F
School (0000

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

If multiple students are affected by the same irregularity:

a. Complete the options at the top of the Manage Irregularities screen: Irregularity Date/Time,
Irregularity Type, and Comment.

b. Place a check mark next to the Student Name box for all students impacted. To select all
student names displayed on the Manage Irregularities screen, place a check mark in the
Student Name box.

¢. Once all corresponding students and units have been selected, click Apply to Selected. Doing
this will apply the same irregularity details to all selected students.

For test units that are affected by multiple incidents, an irregularity should be submitted for each
irregularity type.

8. Click the Save button then select Exit Tasks.

Tasks for Student Tests © Add Task < Previous Task  Next Task » Exil Tasks X

Manage Iregularilies

Irregularity Date/Time Irregularity Type Comment

= v
Apply to Selecled e

[] Student Name Organization Test Type Status |Irregularity Date/Time Irregularity Type it

[ Test Grade 3 K Prickly Pear Elementary  AzSCI online attempt =] % +
(1 OOOOO@ School (0000003) GRADE &

b

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

ADE will not alert District Test Coordinators of invalidations. District Test Coordinators will need to check
the Do Not Report Tests operational report.
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To access the “Do Not Report Tests” Operational Report in PearsonAccess"*:

1. Goto Reports and select Operational Reports.

| Operational Reports

2. On the Operational Reports screen, in the Report
Categories box, place a check mark in the Students & Reporting Groups
Registrations box. e S

3. Select Do Not Report Tests from the list of reports.

Operational Reports

4. Onthe Do Not Report Tests screen, select the Test

Report Categories
you want to view. This field can be left blank to view (] Organization
all tests for the selected organization. | Students & Registrations
] Online Testing
5. After the Test has been selected, click on the [J Orders & Shipment Trackin
Display Report or Download CSV to view or download the O Users
report.
Students & Registrations o
Note: One week after the test window closes, a final
Do Not Report Tests Operational Report can be run for Do Not Report Tests |

Completed student tests which are set to Do

the selected organization. If a submitted test irregularity -
Not Report. Do Not Report Reason is included.

is not on the final report, then the test unit was not
invalidated.

Do Not Report Tests

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

Report Parameters

Test Administration
Arizona > AASA > AASA Spring

Organization
Lumbleweed Unified District (9999999)
Test
[ AASA Grade 3 ELA Unit 1 v

Display Report Download CSV 6
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Accessing Dashboards

The Dashboard feature in PearsonAccess"™* (PAN) provides access to testing status information during
the test window. The Dashboard may be used to quickly view both session and student test statuses.

To view the Dashboard in PearsonAccess™*:

1. Gotothe Dashboard dropdown menu,
and select Dashboard.

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

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

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

4. Onthe Dashboard User Settings screen,
you can customize your Dashboard, so
you have access to the information you
need. You may remove any
unnecessary graphs and change the
graph type, so the information is readily
accessible to you.

l»» Dashboard

Dashboard

Dashboard User Settings

Dashboard | co o pasnooara user settings »

Student Test Status by Subject 2
No Data Available

Session Status

No Data Available

Test Status - Online Test Status - Paper

No Data Available No Data Available

Test Status - Alternate

No Data Available

Dashboard User Settings

AVAILABLE DASHBOARDS (0]
Your Dashboards Save

Number of Calumns

2 w

+} Session Status +}+ Student Test Status by Subject
Graph Type Graph Type

Bar Graph - Bar Graph
Bemave Bamoye

- Test Status - Online - Test Status - Paper

Graph Type Graph Type

Spesgomeler Graph - Spesdameter Graph v

b Test Status - Altemate

Graph Type

Speagomeler Graph -
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5. On the Dashboard screen, you will see Dashboard | cotoDashboar ser Seings»
the different information you selected
previously in your Dashboard User
Settings. You will also see a list that will Session Status by Subject Session Status by Grade

[Tumbleweed Unifled Dis_ x |« 5

help you better understand the graph - : 2 :
and the information depicted. s —
I Freparing W Preparing
6. Once you have made your selection ey \ e \
from the list provided, you can then G g
click on any of the colored shading on
the graph and it will bring you to the Temmm——— Hemm———
part of PAN depicted in the graph.
Results will vary based on what is Student Test Status by ?ﬂubject : Student Test Status by (furade :

selected and what information is
available in the graph.

Ready Ready

Resumed/Resumed Upload Resumed/Resumed Upload
I Active
— Exied

N Completed/Marked Complete

Reireshed on 04/28/2023 11°50.04 PM Refreshed on 04/28/2023 11:50:56 PM

74



next

PearsonAccess

Operational Reports in PearsonAccess™*t

Several Operational Reports are available in PearsonAccess" which may provide the user with helpful
information. A few of the commonly used Operational Reports are listed below:

e Claim Codes (AASA only)
This report provides all student claim codes for a school or district. The claim codes are required for
families to retrieve the AASA Student Report (Individual Student Report) from the optional AASA
Parent Portal.

e Students Enrolled but not Registered for Test Administration
This report is useful for finding students who have not yet been registered for the AASA/AzSCI test.

e Students Registered but not Assigned to a Test
This report is useful for finding students who have been registered for the AASA/AzSCI test but have
not been assigned a test.

e Students with Online Test but not assigned to Session
This report is useful for finding students who have not yet been assigned to a session.

e Student Tests that have been Assigned but have not yet Completed
This report is useful for listing all students who are registered for a test administration and have a
student test assigned to them, but the test has not yet been completed.

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

e Do Not Report Tests

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

These reports can be found by selecting Operational Reports in the Reports dropdown menu, then checking the
box next to Students & Registrations on the Operational Reports screen.

Setup

Operational Reports

Testing Report Categories

Organization

Reports

# |Students & Registrations

Operational Reports Online Testing

Crders & Shipment Tracking
Published Reports Users
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Published Reports in PearsonAccess"*
Student level results will be available in PearsonAccess™. Published reports include the District Student Data File
and the PDF versions of the Student and Roster Reports.

For AzSCl, a Summary Data File is also available.

For AASA, the following additional reporting features are available: Performance Level Dashboards, Historical
Student Data, OnDemand Reports, and the Summary Cluster Performance Report.

Refer to the AASA Reporting Guide and the AzSCI Reporting Guide for further information regarding specific
reports available for each assessment.

H H next,
To access the Published Reports in PearsonAccess"*": & Setup

1. GotoReportsandselect Published Reports.

A Testing

2. Onthe Published Reports screen, = Reports
there are two ways to find reports:

Operational Reports
a. Option 1 - Entersearch

information into the
Find Reports filter.

| Published Reports |

Published Reports

= Published Reports

b. Option 2 - Enter search = Tasks
information into the Select Tasks Manage
Filters section.

Find Reports

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

Organization Type

1 File Name Size (KB) Date Put
Organization Name O AzSC| Confige r Report with Summary 251 05/08/20

O B Azsc Studdnt Report 780 05/06/20
a AzSCI Sumnfary Concept Performance Report 285 05/06/20

Published Report Date Range

=
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Creating Reporting Groups in PearsonAccess"®*t — AASA Only

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

Note: Students may belong to more than one Reporting Group. If Reporting Groups are set up prior to the end of
the test window, then reporting data will be available by these groups in the AASA Performance Level
Dashboards and in the AASA Summary Cluster Performance Report.

District Test Coordinators and School Test Coordinators have access to create Reporting Groups and assign them
to other users. Any users that have been assigned to a Reporting Group will be able to access this data on the
AASA Performance Level Dashboards and in the AASA Summary Cluster Performance Report.

To create Reporting Groups in PearsonAccess"":

Operational Repol

cm| -
1. Go to Reports and select Reporting

B Al Tasks 1
Groups. Reporting Groups

| Create / Edit Reporting Groups

Published Reports = =
l Manage Student Tests in Reporting Groups

2. Onthe Reporting Groups screen, from the
Start dropdown menu, select Create/Edit

. . REPORTING GROUPS (0) DETAILS
3. Onthe Create/Edit Reporting Groups
New Reporting Group

screen, select your Organization and

Name Your Reporting Group. ":“"‘“:“;S e
eorge Runt 5choo! . x| ¥

Name*

4. Select Create. ELA Group 1

Description

5. Once you receive the green Success
Changes saved confirmation message,
select Exit Tasks.

Tasks for Reporting Groups ©Add Task | € Previous Task  Next Tasicd f  Exit Tasks x
Create / Edit Reportiry
Success
Ghanges saved
REPORTING GROUPS (1) DETAILS
© New Reperting Group ELA Group 2 ﬁ Reset
Organization™
George Hunt School {00... x
Name™
ELA Group 2
Description
* Required o
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Assigning Users to Reporting Groups in PearsonAcc
To assign users to Reporting Groups in PearsonAccess"":

Go to Reports and select
Reporting Groups.

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

ess"et — AASA Only

Reporting Groups

Published Reports

Find Reporting Groups
Select the Reporting Group name.

ELA Group 1|

From the Start dropdown menu,

Operational Reports

select Assign Users to Reporting
Groups.

Enter the User’s email address
under Authorized Users.

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

Select Save and Exit Tasks.

Authorized Users

x corbey.bunn@pearson.com

Assign to selected reporting groups :

Assign Users to Reporting Groups

Reporting Group
ELA Group 1

Organi:

George Hunt School

1 Results

Name

==

B Al Tasks

ELA Group 1

Create / Edit Reporting Groups

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

Delete Reporting Groups

Assign Users to Reporting Groups

Authorized Users

% corbey bunn@pearson.com

zation Authorized Users

x corbey bunn@pearson.com

oo N

7
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Reporting Groups Export and Import in PearsonAccess"* — AASA Only

PearsonAccess"*!

To assign users to Reporting Groups using the Reporting
Groups Export and Import process in PearsonAccess"*":

1. Go to Setup and select Import/Export Data.
2. Select All Tasks from the Start dropdown menu.

3. On the Tasks for Importing and Exporting screen,
select Student Test Reporting Group Export from
the Type dropdown menu.

Place a check mark in each box to include tests in
all statuses.

Click the Process button.

6. When the extract is complete, a .csv file will
generate. Click the Download link to download the
file.

7. Edit the Student Test Reporting Group Export .csv
file to enter the reporting group name in the
Reporting Group column.

Note: The Reporting Organization Code and
Reporting Group fields must be filled in. The
Reporting Organization Code must be the school’s
7-digit entity code. Also, ensure that the SSID field
is formatted to be 11 digits.

Save the .csv file.

9. Click the Import/Export Data tab on the Tasks for
Importing and Exporting screen.

10. Select Student Test Reporting Group Import from

the Type dropdown menu.

11. Click the Choose File button to browse for the
edited Student Test Reporting Group Export .csv

file.
Click the Process button.

Click the DETAILS < refresh button to update the
status of the upload until the file processing is
complete. If there are errors with the file, they
will be noted in this status.

12.
13.

PearsonAccess"e*!

Tasks for Importing and Exporting

Import / Export Data, pew Flie Details

2
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2 Dashboard v

& S
Import / Export Data 1
Students

Testing Groups
Organizations
Users

Work Requests

PearsonAccess™*

Tasks for Importing and Exporting

Import/ Export Data ~ View File Details

PearsonAccess™™

Tasks for Importing and Exporting

o K 2 |

Import / Export Data
View File Details

PearsonAccess"®*

Tasks for Importing and Exporting

View File Details

Import / Export Data

Type'

Import /Export Data  View File Detatts

FILES (1) DETAILS &

X Student Test Reporting Group
Expont 2024-03-
12718:15:05.15140000 csv

Complete

s 1eady for Sownioad

File Information

Type
Student Test Reporting Group Export
Request Date

3/12/2024 01:15.05 PM

Total Records

Organization

User

School (0000004;

EnicaDT

4 Download File

Successtul Records

Error Records

6

A 8 < o

Student Test UUID

40d56a22-c54a-410d-82b0-3f2a086047f
1bd5e09d-821b-4457-9a2b-12e093928944
830762ca-7fcb-4977-97bb-80102fe3f79¢
c743edf3-2a53-4671-bifd-92010edfc57a

~

IS

Reporting Group 3

T = Desktop >

tudent Code First NamiLast Name Middle NiDate of Birth Gender  Stu
00098765432 TESTOL
00000000002 02 Test
00000000002 02 Test
00098765432 TESTO1

E F G

H |
STUDENTOL
02 Student
02 Student
STUDENTOL

2/22/2014 M
3/5/2011 M
3/s/2011 M

2/22/2014 M

| CSV (Comma delimited) (*.csv)

More options...

PearsonAccess"™*!

Tasks for Importing and Exporting

Import / Export Data ~ View File Details

Type'

Student Test Reporing Group e
Source File
Choose File 1 1 Dsén

va [9' Save
e ——

DETAILS &

Complete

I Saved information for all records in the file
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Accessing OnDemand Reports in PearsonAccess"* — AASA Only

The AASA OnDemand Reports will be available in PearsonAccess™* and can be accessed by both District Test
Coordinators and School Test Coordinators. Reports can display by testing groups and/or reporting groups if these
were set up by the school before the end of the test window. Filter and sort options will be available for use in the

OnDemand Reports.

Refer to the AASA Reporting Guide for details on the reports available in the OnDemand Reports.

To access OnDemand Reports in PearsonAccess"®*:

1. Go to Reports and select OnDemand
Reports.

2. The use of filters will help narrow down
the list of students displayed or
downloaded. The Organization Name
filter will only display the organizations
for which the user has permission to view

Reporting Groups

Published Reports

(District-level user or School-level user).

All filters are multi-select fields, meaning QnDeaand Repofis

that the user will be able to choose one

Operational Reports

Performance Level Dashboards

or more options from the list.

Historical Student Data

OnDemand Reports

Find Stucents Reports

Fiters.
Organzation Name

Test Name

Grage

Pertormance Level

Test Session
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Accessing Performance Level Dashboards in PearsonAccess"*'— AASA Only

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

To access the Performance Level Dashboards in PearsonAccess"* (AASA only):

Performance Level Dashboards. T Tl i

. Reporting Groups
2. Use filters on the Performance porfing F

Level Dashboards screen to Published Reports
display the comparisons of
student data.

OnDemand Reports

Performance Lavel Dashboards

Histarical Student Data

|1 [}
Home  Dashboard  Selup Reports

Performance Level Dashboards
Create Report

AASA Spring 2023 - EPT OF EDUCATION (az)

€ Back | & Pom ~ COMPARE Clear
Parent Organization

ARIZONA DEPT OF EDUCATION

@ Performance Levels by Subject and Grade -
Preliminary

O Performance Levels by Demagraphic
Prei

© Pertormance Leveis by Student Test -
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O Perfermance Levels by Reporling Category -
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© Performance Levels by Administration
Preliminary
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]
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(1% Toas [ [ram | [zo% oz [2om [ram [ American Indian o [] Hispanic or Latino
Alaska Native
— e [ Native Hawaiian or
05 - & D
[s0% [z [2o% [ 0% | 7% [ar [asw [11 | D) Astan Gither Pacific
islander
= E— -
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o5 2% (3 ECIED o
| [7=] 3% [2r= [21% [1a= | it 0w
= =
” o 3% [ o% | [54= [1e% [row [1sn
special B¢
e e 0 ves
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