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Presenter Notes
Presentation Notes
Welcome to the ACT Aspire Test Administration training. This training addresses the steps required for ACT Aspire assessment preparation, test delivery, and post-test cleanup. We recommend this training be viewed by Administration Test Coordinators and Test Coordinators, but anyone involved in test administration is welcome to view this webinar.
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Presenter Notes
Presentation Notes
We’re going to cover: 
Accessing and Navigating PearsonAccessnext (note that this will be a brief overview, because we cover this in more depth in the ACT Aspire Technical Readiness for Online Testing webinar)
Resources for ACT Aspire testing
And the ACT Aspire testing process.

We’re going to cover both paper and online testing processes. Note the symbols on the screen designating paper vs. online process steps. We use these symbols throughout the webinar to indicate which steps apply to which administration type.





Presenter Notes
Presentation Notes
We’re going to cover some of the basics of accessing and navigating PearsonAccessnext.  

Screenshots displayed in this training may not be exactly as you see them on your screen as they come from our testing environment, or it may be due to the PearsonAccessnext role you were assigned.  


ACCESSING AND NAVIGATING

NAVIGATING PearsonAccessnex! —
= MAIN MENUS

MT Aspire Arizona Aspi Summative Spring

# & c4 = = (2]
Home Setup Testing Reports Test Config Support

TESTING REPORTS

Select an action > Select an action = Select an action =

. Contact

% Program Information

Email Pearson Customer Support:

Contact Arizona Support

Test Dates
Paper Testing Window: March 31 to April 9, 2025 Pearson Client Services Center:
Online Testing Window: March 31 to April 25, 2025 1.868.705.9421 Option 4 (ACT Aspire)

Hours available:
Monday through Friday 7:00 am to 7:00 pm {CST)

% Links .
N\

Arizona Assessments Support Page
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Presenter Notes
Presentation Notes
On the main page there are three main menus: Setup, Testing, and Reports. 

On the home screen they can be accessed from the middle or the top left of the page. 

Either way, they contain the same options.



.

ACCESSING AND NAVIGATING

. CHANGING ADMINISTRATIONS

Arizona Aspire v

2024-.2025~
Summative Spring 2025
2023-2024 ~

2022.2023 ~
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Presenter Notes
Presentation Notes
To navigate between multiple administration years, open the Administration dropdown menu and click the desired administration year.

One other thing to note throughout the webinar: the screenshots we’ve included are samples based on what an Assessment Test Coordinator will see. The critical steps for navigation are accurately represented in this webinar’s slides, but it’s okay if things look slightly different for you than they do here.


ACT ASPIRE RESOURCES

LTI
/ )
o

( | ASSESSMENTS

ACT Aspire

# Home |l Aspire B NAVVY

Test Type Date/Window
ACTE Aspire® Test — Paper March 31 — April 9, 2025
ACTE Aspire® Test — Online March 31 — April 25, 2025
1 Schedule of Events @ PearsonAccess"e*

Schedule of Events » PearsonAccess™ »

Arizona ACT Aspire Overview and Test Administration Resources
TestNav

Managing Users

Managing Students

Accommodations and Supports

Exemplars

Managing Test Sessions and Testing Tickets

Additional Resources

Reporting

ACT Aspire https://az-support.mypearsonsupport.com/aspire/



Presenter Notes
Presentation Notes
Now, let’s talk about ACT Aspire resources. The Arizona ACT Aspire Support Page is your source for test administration manuals, tutorials, and additional resources. We recommend starting with the Schedule of Events document posted on the Support Page. 

You can find the Arizona ACT Aspire Support Page at the link provided on this slide.

https://az-support.mypearsonsupport.com/aspire/
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Presenter Notes
Presentation Notes
We’ll be looking at the ACT Aspire testing process for tasks associated with administering both paper and online testing. 


ACT ASPIRE TESTING PROCESS T o

COMBINED FLOW -y

Student

Invite Users G 2 Registration Perscl)Dr;g]Ic”l\eleeds =) Delivery Date =) BRI GEETE

Import

Set Up Test ; Receive Test ; Prsegssr% ;I]'gst > Print Tickets

Technology
Sessions Materials

Setup &
Configuration

Return Test

Post Test
' Materials

Administer
Clean Up

Start Test

Sessions the Test

Bl Shared process
Paper

A(:T®Aspireg
@R Online



Presenter Notes
Presentation Notes
There are many steps to the ACT Aspire testing process – for both paper and online. This process flow shows all steps for both types of delivery. 

A separate technical readiness training session covers information for the Technology Setup & Configuration step.


ACT ASPIRE TESTING PROCESS am

. ORGANIZATION INFORMATION

Administration Test Coordinator

(ATGgE
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Presenter Notes
Presentation Notes
School & District organization information is provided by ADE.  ADE designates Administration Test Coordinators (ATCs) for each organization in PearsonAccessnext. The ATC for Aspire is the same as the Achievement District Test Coordinator (DTC).


ACT ASPIRE TESTING PROCESS T o

INVITE USERS 7,

Student

Personal Needs  EENQEENLINTWNGE I (| /Classes

Registration Profile

Import

Set Up Test ) Receive Test > Prsegssr?o ;I]'(;st ) Print Tickets

Technology
Sessions Materials

Setup &

Configuration

Return Test

Post Test '
Materials

Administer
Clean Up

Start Test
Sessions

the Test

Bl Shared pr\ocess
Paper
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Presenter Notes
Presentation Notes
The first step for ATCs is to invite users into the system, either by loading a file through the User Import process, or by creating user accounts individually.  When creating new users, you’ll assign them the appropriate role that will give them the access they need.  Search for the User Role Matrix in the Arizona ACT Aspire Support Page to know what role to assign to each user.



ACT ASPIRE TESTING PROCESS

L , "1\»‘.'*
m.

#« & &~
Home  Setup  Testing

INVITE USERS INDIVIDUALLY
= SETUP > USERS

= e
Reports  Support

Select an action

Select an action e

REPORTS

Select an action e

% Program Information

Import / Export Data
Students

Groups/Classes
Organizations

Users

Notifications

Review / Send Emails
Orders & Shipment Tracking
TestNav Configurations

Precache By Test

A(:T®As pire’

*. Contact

By Phone:

§55-730-0400

By Email:

actaspire@act.org

Hours available (excluding ACT holidays):
Monday - Friday

7:00 AM to 6:00 PM Central Time

% Links

Product Information

Documentation and Training


Presenter Notes
Presentation Notes
To create users individually, follow these steps:
From the Setup menu, select “Users”




ACT ASPIRE TESTING PROCESS

INVITE USERS INDIVIDUALLY
» SETUP > USERS > CREATE / EDIT USERS

= Tasks 1 Selected

Select Tasks

v Create / Edit Users

Reset Passwords
Delete / Restore Users

A(:T®Aspireg



Presenter Notes
Presentation Notes
Select “Create/Edit Users” from the dropdown menu




ACT ASPIRE TESTING PROCESS

INVITE USERS INDIVIDUALLY

= SETUP > USERS > CREATE / EDIT USERS

= Tasks 1 Selected

Select Tasks

Create / Edit Users

[ | Reset Passwords

[ Delete / Restore Users

'Last Name or Email Starts with

A(:T@)Aspireg


Presenter Notes
Presentation Notes
Now click “Start.”
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ACT ASPIRE TESTING PROCESS e

INVITE USERS INDIVIDUALLY -
= SETUP > USERS > CREATE / EDIT USERS > NEW USER |

DETAILS

New User

Selected Organizations*
» SAMPLE SCHOOL (UAT-9992-0)

Selected Roles™

= Tasks 1 Selected

» Full Access Educator

I Account
Select Tasks
Enabled
Creatﬂ IIIr Edlt Users First Name* Active Begin Date
John 08/19/2019 i
[} Reset Passwords ) active End Do
[ Delete /| Restore Users Last Name 05/29/2020 £
) Jefferson
- - Delete Dat:
"CastName or Email starts with 4 el
Email* i
john jefferson@school.com

Username*

john jefferson@school.com

* Required

A(:T®Aspireg el
h



Presenter Notes
Presentation Notes
On the Create/Edit User task screen, you’ll add details about the new user, as shown.  Users can be assigned to multiple schools, if they have roles at multiple organizations. It is recommended that users only have one role assigned to them, because adding multiple roles will limit the user’s access to that of the lowest-access role they’re assigned.

You can choose to add an Active Begin and End Date, but those are not required. Those dates indicate when a user will start having access and when their access will be cut off. If a user will need access to reports, please keep the reporting schedule in mind if you are selecting an End Date.



ACT ASPIRE TESTING PROCESS o

INVITE USERS INDIVIDUALLY ew ey
= SETUP > USERS > CREATE / EDIT USERS > NEW USER N MQ

DETAILS

New User

Selected Organizations*

» SAMPLE SCHOOL (UAT-9992-0)

Selected Roles™

= Tasks 1 Selected

% Full Access Educator

Account
Select Tasks
Enabled
¥ Create / Edit Users _ First Name* Active Begin Date
John 08/19/2019 55
| Reset Passwords Y
Delete / Restore Users s oSt 0512912020 &
| Jefferson
! Beisal sk i Delete Dat:
Last Name or Email starts with 4 P =
Email*

john jefferson@school.com

Username*

john jefferson@school.com

* Required

ACT aspire B3 D


Presenter Notes
Presentation Notes
Click “Create” when complete.

The navigation process (using the menu, getting to the action screen, and then using the tasks buttons) is the same navigation structure that you’ll use throughout PearsonAccessnext.

Note that there are multiple ways of creating users – we’ve just reviewed adding users individually, but you can also add them by file import. The process steps are the same as adding students by file import.


ACT’AspirE'

ACT ASPIRE TESTING PROCESS = e

STUDENT REGISTRATION IMPORT w oy

Student

Invite Users — Registration
Import

Perscl)Dr;g]Ic”l\eleedS —Pp  Delivery Date =) BEEIIIS[GEETS

Set Up Test ; Receive Test ; Prsegssr% ;I]'gst > Print Tickets

Technology
Sessions Materials

Setup &
Configuration

Post Test Return Test

Administer
Materials

Start Test

Sessions the Test Clean Up

Bl Shared process
Paper
@ Online



Presenter Notes
Presentation Notes
The next step in the process is importing students.  First, ADE uploads students for the state in January based on the student enrollment data in AzEDS. After the ADE import, only newly enrolled students and any students missed in the ADE import will need to be added by the school or district.

Users with the Administration Test Coordinator and Test Coordinator roles are able to import student registration information.

There are two ways to add students. You can add students individually or by file import. Since it will be most common for you to add students by file import, that’s the process we’re going to outline in detail here. Using the Student Registration Import (or SRI), you’ll add student information and register them for tests at the same time. 

If you individually add students, you’ll follow the same general process steps you followed when creating Users, just using the Students page.  If you add a student individually, you’ll need to add their student information and in a separate step you’ll need to add their test registration.  There are step-by-step guides in the Arizona ACT Aspire Support Page that walk you through this process.



==

ACT ASPIRE TESTING PROCESS o

M) L0 ==

STUDENT REGISTRATION IMPORT oy
= SETUP > IMPORT / EXPORT DATA S

™ =
Testing  Reports

import / Export Data % Import / Export Data

Students

Groups/Classes

= Tasks 1 Selected

COrganizations
Select Tasks

Users

Motifications l# Impaort / Export Data

Review / Send Emails I [ View File Details

Orders & Shipment Tracking

| TestNav Configurations

|  Precache By Test

ACT aspire D


Presenter Notes
Presentation Notes
Use the resources under the Managing Students menu of the Arizona ACT Aspire Support page to guide you through the process for importing student registration information.

If you’re testing on paper, you’ll need to ensure your Student Registration Import (or SRI) is complete prior to the deadline listed in the ACT Aspire Schedule of Events. 

To import an SRI file, go to the Setup menu, and select “Import/Export Data.” Select the “Import/Export Data” task.


ACT ASPIRE TESTING PROCESS

STUDENT REGISTRATION IMPORT

Tasks for Importing and Exporting

Import / Export Data Tasks for Importing and Exporting

Import / Export Data View File Details

v FILES (1) DETAILS

Student Registration Export 2019-07-11T14:03:35.171+0000.csv 13
Complete

Organization Export
Organization Import
Organization Participation Export FEE sl el
Organization Participation Import
Registration Reporting Group Export
Registration Reporting Group Import
Student Registration Delete

Student Registration Export Type Organization

File Information

Student Registration Import R:tu.,?.::: E:f;stration Export Ufg:ﬂF’LE SCHOOL 2 (SAMP-9992-9376)
Student Test Update Export 0?;11;2019 00:03:35 AM

Student Test Update Import Total Records

User Export Download File €

User Import ) | S

User Reporting Group Export | S

User Reporting Group Import

ACT aspire D


Presenter Notes
Presentation Notes
The first step is to complete a Student Registration Export file. To access the file layout header, on the tasks screen, select the “Student Registration Export” type, then click “Process.”

The file will show in pending status until the download is complete. You can click on the refresh button next to “Details” to see the status change, but you’ll also get an email when the file is Complete.  When the file is ready to download, the status will change to Complete, and you will be able to download the file.

All files exported out of PearsonAccessnext  are CSV files, so it will be important that you download and open the files in a way that preserves leading zeros and number formatting. 


ACT ASPIRE TESTING PROCESS o

E STUDENT REGISTRATION IMPORT oy

'||III. :}
W
® . . ) i
AC ——— Student Registration Import File Layout
I Aspire
Field Title Min. Max. Required? Valid Values Comments
Order Length = Length

A(:T®Aspire® D


Presenter Notes
Presentation Notes
Download the SRI File Layout instructions from the Arizona ACT Aspire Support Page in the Managing Students section.

Use the SRI File Layout instructions to add all required information to the file. The layout instructions let you know which fields are required and what characters are accepted in each column of the student registration file.

When you have completed the file, save it as a CSV file format. You will get a prompt that asks whether you want to keep that file format or change it. Say “Yes” you want to keep the file using that format.  

Save the file with a recognizable file name and in a location where you’ll be able to find it easily to import to the system.


ACT ASPIRE TESTING PROCESS

STUDENT REGISTRATION IMPORT

Tasks for Importing and Exporting

Import / Export Data

Type’

Student Registration Import =

Deon't auto-create Test Sessions for online testing

Note: If this test administration is set to auto-create test sessions but you do not want test sessions created from this import, check the box above.

Don't modify student tests

Note: This import modifies students, student registrations and student tests. If you don't want student tests modified, check the box above.

Source File Additional e-mails
Choose File No file chosen Enter a valid e-mail address

Ignore Error Threshold

S
A(:T Aspire’


Presenter Notes
Presentation Notes
Once you have completed and saved the file, navigate back to PearsonAccessnext, and the Import/Export task screen.  When importing the SRI file, review the text next to the checkboxes carefully and check them only if they apply to your file.  In general, in your first import of students or when you're adding brand new students, you should NOT check any of the checkboxes.

Note that the checkboxes on the screen are different for different files. Every time you're importing or exporting a file, review the checkboxes carefully and make the appropriate selections.




ACT ASPIRE TESTING PROCESS i

STUDENT REGISTRATION IMPORT s

| e’

= SETUP > IMPORT / EXPORT DATA > START / ALL TASKS > STUDENT REGISTRATION IMPORT- /" .

Tasks for Importing and Exporting

Import / Export Data ~ View File Details

FILES (1) DETAILS &

subjectalltest csv

Pending

File is queued for processing.

File Information

Organization

Type
Student Registration Import SANMPLE STATE (SAMP)
Name User
subjectalliest.csv
Request Date
Download File @

07/11/2019 09:54:34 AM
Total Records

ACT aspire D


Presenter Notes
Presentation Notes
If the file is done, it will change to Complete. If it isn’t done, wait a little longer and click refresh. 

Again, your file will process, and you will see a notification when the file upload is Complete.

On the “Complete” page, you’ll also be notified if there are any errors in your file.  The errors will show on the page, or you’ll be able to download the records in error, correct them, and upload them again.


ACT ASPIRE TESTING PROCESS = e

PERSONAL NEEDS PROFILE ey

Student
Personal Needs — ENGEEN,INTWIRVE PONBIINY 0 \0s/Classes

Invite Users —> Registration .
Import Profile

Set Up Test y ReceiveTest Prsegssrﬁ) :]'gSt BN print Tickets

Technology
Sessions Materials

Setup &
Configuration

Post Test Return Test
—> Materials

Administer

Start Test
Sessions the Test Clean Up
IS
Bl Shared process
ACT aspire Paper
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Presenter Notes
Presentation Notes
The next step is to complete the Personal Needs Profile information. 

Personal Needs Profile (PNP) for each student determines what, if any, accommodations and supports are available for the student to use
Examples include extended time and text-to-speech
Refer to the Accessibility Supports Guide for guidance

As with most tasks in PearsonAccessnext, PNP information can be added in 2 ways, either by manually adding the information or by importing a file. Since the file import process is so similar no matter what type of file you're importing, we're covering the process for manually adding student PNP information.


ACT ASPIRE TESTING PROCESS T

PERSONAL NEEDS PROFILE - MANUAL ENTRY ““ o

= SETUP > STUDENTS

Select an action

' Import / Export Data

Pr  Students k
G

roups/Classes D

Organizations

‘ Users
Notifications

‘ Review / Send Emails

| Orders & Shipment Tracking |
TestNav Configurations
>

Precache By Test

ACT aspire D



Presenter Notes
Presentation Notes
We’ll start adding PNP information via manual entry:
Go to the Setup Menu, then click on “Students”


ACT ASPIRE TESTING PROCESS Jﬂﬁ

I - Tasks o

‘ Create / Edit Students ‘

|  Wiew Historical Student Data |

220 Rezults

[] Student ldentifier* Lazst Name*

k 02024091001 © ZFOLNAMEEMM

02024091002 € ZFOLNAMEEMHM

02024091003 © ZFOLHAMEEMO NS
\

A(:T®Aspire® D


Presenter Notes
Presentation Notes
Select a student by checking the box next to their name
Select Start > All Tasks


ACT ASPIRE TESTING PROCESS

» REGISTRATIONS AND PNP

Tasks for Students

Registrations and PNP Manage Student Tests Manage GroupsiClasses Manage Enroliments

STUDENTS (3)

X ZFOLMAMEBEMM, ZFOFNAMEBMM M {02024091001)
X ZFOLMAMEEMM, ZFOFNAMEBMMN M (02024091002)
X FFOLMAMEBMO, ZFOFMAMEEMO O (02024091003)

A(:TQ?AspireD

SUMMATIVE SPRING 2024

PERSONAL NEEDS PROFILE — MANUAL ENTRY

ZFOLNAMEBMM, ZFOFNAMEBMM M (02024091001)

Registered 6
Actual Grade*

Grade 9 W

Demographics

IEP Gifted
Migrant Homeless
Section 504 Parent in Military

[

Economically Disadvantaged
In Foster Care

Other Accoms Plan
ELL

Yes



Presenter Notes
Presentation Notes
On the Tasks for Students screen, in the Registrations and PNP tab, select the student you would like to edit.


ACT ASPIRE TESTING PROCESS

PERSONAL NEEDS PROFILE — MANUAL ENTRY
= REGISTRATIONS AND PNP

Accessibility Supports

Presentation Supports
English TTS Audio @

English TTS Audio + Crienting Description @
American Sign Language (ASL): Full Translation €
Signed Exact English (SEE): Full Translation €
Human Reader, English @

Signed Exact English (SEE): Directions Only €
Human Reader, English + Orienting Description @

Interaction & Navigation Supports
Abacus

A(:TEAspire@

Word-to-Word Dictionary €

Cued Speech @

American Sign Language (ASL): Directions Only €
Braille Contracted, Unified English (UEB) €

Large Print

Custom Masking

Response Supports
Keyboard, AAC + Local Print Respond in Test Booklet or on Separate Paper

Electronic Spell Checker €@ Dictate Responses @

General Test Conditions (Settings and/or Timing Supports)

Audio Environment Breaks - Supervised within Each Day
Visual Environment Breaks: Securely Extend Session over Multiple Days
Location for movement Special Seating / Grouping
Physical / Motor Equipment Home Administration
Extra Time

Individual Administration

Other Setting


Presenter Notes
Presentation Notes
Select the appropriate Accessibility Supports from the categories on the screen, then “Save.”

You can also use the file import process to add PNP information to multiple students at once. That file process is very similar to all other file import processes.


ACT ASPIRE TESTING PROCESS = e

II DELIVERY DATE — PAPER TESTING ONLY oy
o T8

Student

Invite Users G 2 Registration Pers%Tg}igeeds =) Delivery Date =) BRI GEETE

Import

Receive Test Prepare Test S
Materials - P md  Print Tickets

Technology
Setup &
Configuration

Set Up Test ;
Sessions

Return Test

Post Test
—> Materials

Administer
Clean Up

Start Test
Sessions

the Test

Bl Shared process
Paper
@ Online
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Presenter Notes
Presentation Notes
If your school is testing students on paper, you'll receive paper materials according to the dates published in the Schedule of Events on the Arizona ACT Aspire Support Page. 


ACT ASPIRE TESTING PROCESS = e

SET UP GROUPS/CLASSES "y

Student
Registration
Import

Pers%r;gllc“l;l}eeds —) Delivery Date = BRETIIOSIOIEEEEE

Invite Users G 2

ACULHCC Y Prepare Test BN byt Tickets

Technology
Materials Sessions

Setup &
Configuration

Set Up Test ;
Sessions

Return Test

Administer Post Test
_} M )
aterials

Clean Up

Start Test

Sessions the Test

Bl Shared pl:ocess
Paper
@ Online
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Presenter Notes
Presentation Notes
Setting up Groups or Classes is an optional activity for Online Testing.

The primary purpose of having groups or classes is to assist you in creating test sessions. 

This task may be completed by the Administration Test Coordinator and Test Coordinator roles. 



a
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ACT ASPIRE TESTING PROCESS e A

CREATE GROUPS/CLASSES S
= SETUP > GROUPS / CLASSES

Groups/Classes

E Tasks 0 Selected GroupsiClasses 0 Selected Clear

Select Tasks l4anage

All Tasks

Find Groups/Classes Creale | Edit Grouos/Cla
Salactar action Create / Edit Groups/Classes
Q Search Agdd | Remove Student Tests in ':Jw Classes
Import / Export Dat: Delete Groups/Classes
or  Students Filters Clear Hide 4 Resulls
Groups/Classes i cimamcsitl
Organizations Name Organization # of Student Tests
Users ¢ 5TH PERIOD SAMPLE SCHOOL (SAMP-9992-0) 1
Notifications HORACE SAMPLE SCHOOL (SAMP-8992-0) 1
‘ . PEG SAMPLE SCHOOL (SAMP-2992-0) 4
Review / Send Ems
SMITH SAMPLE SCHOOL (SAMP-8942-0) B
Orders & Shipment 11 avniny
TestNav Configurations
Precache By Test : o

A(:T®Aspireg



Presenter Notes
Presentation Notes
Start by going to Setup > Groups/Classes

Click the dropdown to the right of the “Start” button. Click Create / Edit Groups/Classes.


-0
ACT ASPIRE TESTING PROCESS
= SETUP > GROUPS / CLASSES
DETAILS
Groups/Classes
E Tasks 0 Selected [ GroupsiClasses 0 NEW CIESS}JG rﬂup
_ Select Tasks Manage Organization®
All Tasks 1 _
S v
Find GroupsiClasses T S e
Select an ac Create / Eant Groups/Classes Name*
Add | Remove Student Tests in Groups/Classes

Impon / Export Delete Groups/Classes
Students Filters Clear Hide 4 Resulls o
Groups/Classe Organizations Description
Organizations SEDERCIN £F T Name Organization
Users v 5TH PERIOD SAMPLE SCHOOL (SAMP-8992-0)
Notifications HORACE SAMPLE SCHOOL (SAMP-2992-0) " Required

. PEG SAMPLE SCHOOL (SAMP-2992.0)
Review / Send

: SMITH SAMPLE SCHOOL (SAMP-8992-0)
Orders & Shipn._.._ . Reset
TestNav Configurations
Precache By Test ~
N \

A(:T®Aspireg
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Presentation Notes
On the details screen, complete all required fields.

Then click “Create.”


ACT ASPIRE TESTING PROCESS e

GROUPS — ADD BY GROUPS/CLASSES o
= SETUP > GROUPS/CLASSES

All Tasks n

Create / Edit Groups/Classes
lﬁclasses

m Add / Remove Student Tests in Gro

Delefe Groups/Classes

Select an action

23 Results
Import / Export Data
or  Students n Mame Organization
Cxoupsiiissses ) DIST1- SCH1-GRO9-E912C PV DIST1 SCH1

Organizations

‘ Users
Notifications

‘ Review / Send Emails
Orders & Shipment Tracking
TestNav Configurations
Precache By Test ~
_ Y
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Presenter Notes
Presentation Notes
Now that you’ve created your groups, you’re going to add students to the group.  There are three ways to do that; the first is by groups/classes, where you pick a group and add the specific students to that group.


From the Setup menu, select “Groups/Classes.”
Select the checkbox next to the Group/Class for which you want to add or remove students. 
Click “Start,” then “Add / Remove Student Tests in Groups/Classes.”


;JUE

ACT ASPIRE TESTING PROCESS 1 TR

—— -

GROUPS — ADD BY GROUPS/CLASSES oy

= SETUP > STUDENTS > START > ADD / REMOVE STUDENT TESTS IN GROUPS/CLASSES \Q
\C

DETAILS

DIST1- SCH1-GRO9-E912C

Add Student Tests

Find by name or ID within PV DIST1 SCH1

| [% ZFOLNAMEBMM, ZFOFNAMEBMM (02024091001 |

[ st
kLHAMEBMM, ZFOFNAMEEMM M (02024091001)
EHE 8 English

[[J] EHS 9 Mathematics

[J EHS 9 Reading

[] EHZ 9 Science

[ EHS @ Writing
ﬂ S
\
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Presenter Notes
Presentation Notes
Type the student name or ID into the Find box and select the student to add.
Click the checkbox next to the desired student test to add to the group/class. 
You will also see a "Select All" Checkbox on this screen. That will allow you to select all students to add to the new group/class, if you're adding many students at once.

Then click “Save.”

You can add multiple students to the “Find” box and can check the box next to multiple tests.


ACT ASPIRE TESTING PROCESS e
GROUPS — ADD BY STUDENT =

= SETUP > STUDENTS

Students

E Tasks 0 Selected = Students 0 Selected Clear

Select Tasks Manage

Find Students Registered to Summative Spring 2024 ~

Last Mame or Student ldentifier starts with

Filters Clear Hide 220 Results Digplaying 25 | Manage Columns~

[ Across All Organizations
Student ldentifier

Staris with

State Student ID

Starts with

Toggle secondary filters
Actual Grade

Select one or more
First Name

Startz with
Middle Initial

Starts with

Date of Birth

Starts with

] 00 o0 o0|0o0co0|0oogooiga

Student ldentifier*
02024091001 &
02024091002 €
02024091003 &
02024091004 &
02024091005 &
02024091006 €&
02024091007 €
02024091008 @
02024091009 €&
02024091010 €
02024091011 €&
02024091012 €
02024091013 @

AT ANACGANAd 4 %

Last Name*

ZFOLMAMEBMM
ZFOLMAMEBMMN
ZFOLMAMEBMO
ZFOLMAMEBMP
ZFOLNAMEEMCQ
ZFOLMAMEEBMR
ZFOLNAMEE%S
ZFOLMAMEBMT
ZFOLMAMEEMU
ZFOLMAMEEBMY
ZFOLMAMEBMW
ZFOLMAMEBMX
ZFOLMAMEBMY

o BIARAICDREA—T

First Name*

ZFOFMNAMEBMM
ZFOFMAMEBMN
ZFOFMNAMEBMO
ZFOFMAMEBMP
ZFOFNAMEBMQ
ZFOFMAMEBMR
ZFOFMAMEBMS
ZFOFMAMEBMT
ZFOFMAMEBMU
ZFOFNAMEBMY
ZFOFNAMEBMW
ZFOFNAMEBMX
ZFOFMAMEBMY

ARl AMICEDRAT

Middle Initial

-{}{E{CAUTIZUD'UOEE

<

Actual Grade
Grade 9
Grade 9
Grade 9
Grade 9
Grade 9
Grade 9
Grade 4
Gade 9
Grade 8° N\
Grade 9
Grade 9
Grade 9
Grade 9
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Presenter Notes
Presentation Notes
The second way to add students to groups/classes is by Student.

Go to Setup and select “Students.”

On the Students page, click the “Show all results” box on the Search menu. 

Select the students you want to edit by placing a check in the check box.
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Create / Edit Groups/Classes . ) )
Create / Edit Students Register Students Manage Student Tests Manage Groups/Classes
Add / Remove Student Tests in Groups/Classes

Delete Groups/Classes
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Presenter Notes
Presentation Notes
After students are selected, click “Start” then “All Tasks.” 

Then, on the Tasks for Students page, click the Manage Groups/Classes tab.
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[ Test Group/Class
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Presenter Notes
Presentation Notes
A list of students will appear. Use the dropdown menu for each test subject to assign a group to the student.

The third way to add students to groups is via the Student PNP & Test Information file, which we reviewed in the PNP section.  The process is the same when adding students to groups as it is when adding student PNP information.
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Presenter Notes
Presentation Notes
When you’re administering tests online, there are additional Technology Setup and Configuration activities to complete. A separate webinar is available about technical readiness that dives into detail about the technology setup steps. It is recommended that Technical Coordinators, Administration Test Coordinators, and Test Coordinators watch that webinar.
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Presenter Notes
Presentation Notes
Setting up Test Sessions is an activity for online testing.  Sessions do not need to be set up for students testing on paper. 

This task may be completed by the Administration Test Coordinator, Test Coordinator, and Full Access Educator roles.

*TestNav Configurations, which are part of Technology Setup & Configuration, should be completed prior to creating test sessions. There is a separate webinar covering technical readiness, posted to the Arizona ACT Aspire Support webpage.

In addition, student PNP selections should be made in PearsonAccessnext prior to placing students in their test sessions.

Sessions can be created in bulk by file import or individually. The file import method uses the Student PNP & Test Information file import process, similar to the import process for all other files. Now we’ll talk through the method for adding test sessions individually.
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SETUP TEST SESSIONS — INDIVIDUALLY

= TESTING > SESSION

=

B A Tasks

‘ Create / Edit Sessions
‘ Precaching Test Content
Delete Sessions

Add / Remove Students in Sessions

Mark Student Tests Complete / Stop Sessions

Select an action ¥

Generate Test Tickets

Student Tests Create Reporting Groups
i Lock / Unlock Multiple Sessions

Rejected Student Tests

Cessions

Students in Sessions k
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DETAILS

New Session

Session Name™

PEG'S TEST SESSION

Test & Form

Test Assigned™

| Grade EH Reading ®

Proctor Reads Aloud

Form Group Type*

| Main %

Use Custom TestNav Settings

Precaching Computer*

= |

A pre-caching computer is required when there is one or more available.

| Add

Find by Group «

Organization®

A |

|SAI‘\.'1PLESCHOOL(SA... ®

Scheduling

Scheduled Start Date*

06/02/2019 =

Scheduled Start Time
01:00 AM CDT @

Lab Location

|

5TH PERIOD - SAMPLE SCHOOL (SAMP-9992-0)
HORACE - SAMPLE SCHOOL (SAMP-9992-0)
PEG - SAMPLE SCHOOL (SAMP-9992-0)

SMITH - SAMPLE SCHOOL (SAMP-9992-0)

R
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Presenter Notes
Presentation Notes
Select “Sessions” from the Testing menu. Use the Select Tasks dropdown and select “Create/Edit Sessions.”

On the Create/Edit Sessions screen, you’ll need to fill in all required fields and add students, either individually or by group, if you have created groups. To toggle between adding students individually or adding groups to a session, use the “Find by…” dropdown on the task screen.

Click “Save” when finished.
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SETUP TEST SESSIONS — INDIVIDUALLY

= TESTING > SESSIONS > SESSION DETAILS

@ PEG'STEST SESSION ©

Not Prepared 06/02/2019

Grade EH Reading 6

Select an action

Student Tests
Rejected Student Tests
SESRiONS

Students in Sessions
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Session Details

Session Name

PEG'S TEST SESSION
Session Status

Not Prepared

Test & Form

Test Assigned
Grade EH Reading
Proctor Reads Aloud
No

Form Group Type
Main

Precaching Computer

Computer Name
Mine
IP Adrira=s

Close

Organization

SAMPLE SCHOOL (SAMP-9982-0)
Actual Start Date

Session has not been started

Scheduling

Scheduled Start Date
06/02/2019
Scheduled Start Time
01:00 AM

Lab Location

Response File Backup Locations

Windows, Primary Location
Windows, Secondary Location
MAC Primarv | neatinon
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Presenter Notes
Presentation Notes
To verify your session information, navigate via the Testing menu to “Sessions.”

Then click the information icon next to the session name to view details about the test session.
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SETUP TEST SESSIONS — INDIVIDUALLY

= SETUP > STUDENTS > SESSION DETAILS
NEW STUDENT (491979211694) |

Summative Spring 2020 v Details  Organization Enroliments  Test Administration Registration ~ Student Tests

Details =~ Organization Enroliments  Test Administration Registration  Student
Grade EH English | SAMPLE SCHOOL (SAMP-3392-0)

Student Identifier: State Student ID” )
491979211594 3844466369 Grade EH Mathematics | SAMPLE SCHOOL (SAMP-9992-0)
Local ID Grade EH Reading | SAMPLE SCHOOL (SAMP-8992-0) | 5TH PERIOD
First Name™ Middle Initial Grade EH Science | SAMPLE SCHOOL (SAMP-9992-0)
NEW
Grade EH Writing | SAMPLE SCHOOL {SARMD 0005 M
Last Name™ . R . - : . . .
Details Qrganization Enrollments Test Administration Registration Student Tests Sessions
STUDENT
Date of Birth* Gender ENGLISH JB 9 - SAMPLE SCHOOL (SAMP-9992-0)
04/05/2007 Male
PEG'S TEST SESSION - SAMPLE SCHOOL (SAMP-9392-0)
Fthnicity

Close ‘ :
\
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Presenter Notes
Presentation Notes
The information icon by the student name will also show their registration and session information.
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Presenter Notes
Presentation Notes
Your test materials received in district date is available in the Schedule of Events document.

Test materials are delivered to the shipping address as listed in PearsonAccessnext. 
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Protect
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Presenter Notes
Presentation Notes
Within 24 hours of delivery
Check to ensure all items on packing slip are accounted for
Check test booklet serial numbers against the packing slip
Count test booklets and answer documents
Notify Pearson of any discrepancies or concerns
Save the boxes used for shipping – they will be used for the return shipment
Reseal boxes and lock them in secure storage
Protect materials from damage, theft, loss, or any conditions that could allow prior access or knowledge of test content


Please note that hard copies of the Test Coordinator’s Manual and Room Supervisor Manuals are not shipped to districts or schools. The manuals may be accessed electronically. 
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Presenter Notes
Presentation Notes
There will be some preparation steps needed when you receive paper testing materials. We recommend completing these steps prior to test day. You may find it easiest to complete these steps at the same time as checking in materials, so you don’t need to take the materials out of secure storage prior to test morning.

You’ll need to:
Affix barcode/pre-id labels to each student’s answer document for every test.
Grid the required information on blank answer documents if a student doesn’t have a barcode label

You may also choose to sort materials by testing room, so they’re easier to distribute on test day.
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Presenter Notes
Presentation Notes
When you’re testing online, you’ll need to prepare your test sessions prior to test day. This task can be completed by the Administration Test Coordinator, Test Coordinator, Room Supervisor, and Full Access Educator roles.
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SESSi'D NS Goto Students in Sessions =

Select Tasks

Find Sessions
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Session

GRADE 9 ENGLISH &
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Session Status
Mot Prepared
Mot Prepared
Mot Prepared
Mot Prepared
Mot Prepared
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04/01/2024

Test

EHZ 9 English
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Presenter Notes
Presentation Notes
From the Testing menu, navigate to the Sessions page.

Select the sessions you wish to prepare.
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Presenter Notes
Presentation Notes
Then, navigate to the Students in Sessions page by clicking on the “Go to Students in Sessions” button on the Sessions page, using the Tasks menu, or using the main Testing menu.

In the Session List on the left side of the screen, select the session you want to prepare, or click “Combined View.”

If you’ve selected “Combined View,” click on the “Prepare All Sessions” button. If you’ve just selected one session, click on the “Prepare Session” button.
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Presenter Notes
Presentation Notes
Next, you’ll need to print student testing tickets. This can be completed by the Administration Test Coordinator, Test Coordinator, Room Supervisor, and Full Access Educator roles. 

There are a few ways to print student testing tickets:
Print all tickets for a single session
Print selected tickets for a single session
Print all tickets for multiple sessions
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Presenter Notes
Presentation Notes
To print all examinees in a single session, an individual examinee, or a small group of examinees, navigate to the Students in Sessions page after selecting the session you’d like to print tickets for from the Sessions screen. 

Select the desired session in the Session List and navigate to the Resources dropdown menu.

If you’re printing all tickets for the selected session, use the “Print all for this session” button.

If you’re printing only selected tickets for the session, use the “Print selected” button. Before you use the “Print selected” button, you’ll need to select the specific students from the Students panel on the Students in Sessions page.
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Presenter Notes
Presentation Notes
To print testing tickets for multiple sessions, navigate to the Sessions page from the Testing Menu. Select the sessions for which you would like to print testing tickets.

Then use the Start menu to select the “Generate Test Tickets” task.




ACT ASPIRE TESTING PROCESS

PRINT TICKETS FOR MULTIPLE SESSIONS

Tasks for Sessions

Generate Test Tickels

Sezzion Name
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Test

EHS 9 English

EHS 9 Mathematics
EHS 9 Reading
EHS 9 Science
EHS 9 Writing

Session Status

£ Students
3
3

© Add Task 4 Previous Task  Mext Task ¥ Exit Tasks %

= Generate Test Tickets

Organization

PV DIST1 SCH1 (AZ-DISTOOD1-SCHODOT)
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PV DIST1 SCH1 {AZ-DISTOOD1-SCHDDOT)
PV DIST1 SCH1 (AZ-DISTOOD1-SCHODOT)



Presenter Notes
Presentation Notes
On the Generate Test Tickets task screen, confirm the selection of all the sessions for which you want to print testing tickets. 
�Then, select the “Generate Test Tickets” button to create the testing tickets for each session. A PDF of the testing tickets will be generated and sent to your downloads queue. 

Keep in mind: before you print, make sure your print settings are not set to print two-sided. Each testing ticket will print on one page, with a header sheet separating each session.
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Session:
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STUDENT TESTING TICKET
Student: ZFOLNAMEBMM, ZFOFMAMEBM... M
Student ID: 02024091001

Sesslon: DIST4- SCH1-GRO9-E212C

Date of Birth: 02/15/2001

Test: EHS @ English

You are authorized to take the electronic version of this test. You will
be asked to provide the following information in order to access the
test on the device. Please wait for the instructions from the test

monitor before proceeding.

Select ACT Aspire in the aoolication.
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Presenter Notes
Presentation Notes
Header sheets separate test sessions. Student testing tickets may be printed one per page or up to 6 tickets per page in a list or grid format.

This graphic shows an example of the header sheet and a single testing ticket. 
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Presenter Notes
Presentation Notes
Finally, on the morning of testing, test sessions will need to be started and unlocked. This can be completed by the Administration Test Coordinator, Test Coordinator, Room Supervisor, and Full Access Educator roles. 

Once each session is started and immediately before testing begins, when students are admitted to the test room and completely prepared for testing to begin, Room Supervisors can unlock the test session they’re responsible for.

Starting a test session marks it as In Progress.
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Presenter Notes
Presentation Notes
Navigate to the Sessions page from the Testing Menu. Select the session or sessions you’d like to start.

Note that on the Sessions screen, you can search for specific sessions. In the Search dropdown menu, select “Show all results” to see a list of all sessions. You can also apply a filter by entering additional details.
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Presenter Notes
Presentation Notes
Use the “Go to Students in Sessions” link on the Sessions screen to navigate to the Students in Sessions page. ��On the Students in Sessions page, use the Session List to select the session you'd like to start or use “Combined View” to start all sessions. Then click “Start Session(s).”
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Presenter Notes
Presentation Notes
The final step to launch testing is unlocking sessions.  Before examinees can log into the test session in TestNav, the test session must be unlocked. 
Sessions can only be unlocked individually. Tests should not be unlocked for students who are not present for testing.

From the Students in Sessions screen, use the slider to unlock each session.
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Presenter Notes
Presentation Notes
The Student Test Status changes from Ready with a padlock, to Ready (no padlock). 
If this step isn’t performed, examinees can’t access the test session. An error message will appear indicating it is locked.

Leave PearsonAccessnext running on the Room Supervisor’s computer during the test session so Room Supervisors can monitor students’ testing status.

Tip: An examinee’s test session should be locked if the examinee is provided a break. 
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Presenter Notes
Presentation Notes
Let’s review how to administer the test. Always use the appropriate Room Supervisor Manual to assist you on test day. There is a separate Room Supervisor Manual for online testing and for paper testing.
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Presenter Notes
Presentation Notes
Room Supervisors and, if applicable, proctors, are responsible for a single testing room. Whether testing online or on paper, Room Supervisors are responsible for:
Ensuring testing rooms are set up according to ACT guidelines for each testing mode listed in the Room Supervisor’s Manual
Admitting and seating examinees 
Note that ACT recommends planning test room rosters in advance, and you can plan seating charts in advance, if you choose.


ACT ASPIRE TESTING PROCESS

ROOM SUPERVISOR'S ROLE

started.

VERBAL INSTRUCTIONS
Introductory Steps

Study these instructions before test day. On the test day, follow the instructions for the subject test being

administered in your room. ACT Aspire test subjects may be administered in any order and may be
administered in a single day, but this is not required. A test session must be completed on the day it is

A(:T®Aspireg

During the test, do the following

a.

b.

Record the Start, Stop, and 5 minutes remaining time on the lines below.

START 5 minutes remaining STOP

If an examinee finishes their tests before others, instruct them to sit quietly until everyone has completed the
test. They should not be allowed to do other work or look at any materials while they wait.



Presenter Notes
Presentation Notes
Room Supervisors are also responsible for:
Reading the verbal instructions to examinees, using the appropriate Room Supervisor Manual
Monitoring the testing room throughout the test
Timing the test appropriately, strictly following the timing outlined in the Room Supervisor Manual


ACT ASPIRE TESTING PROCESS =

ADMINISTER THE TEST ONLINE ~%I

» STUDENT LOGIN MG

TestNav
ACT Aspire

Username

Password @

A(:TEAspire@ -



Presenter Notes
Presentation Notes

When administering the ACT Aspire test online:

The student will use their Student Testing Ticket to login to TestNav to begin testing
If students are having trouble logging in to TestNav, use the "show password“ button to help administrators ensure that passwords are being entered correctly 

Room Supervisors should follow test day instructions in the appropriate Room Supervisor Manual, which will also include the verbal instructions that direct students' what steps to take.


ACT ASPIRE TESTING PROCESS

0|

O

ADMINISTER THE TEST ONLINE
= STUDENT TEST MANAGEMENT

Student ldentifier
02024091003 €

02024091005 6

02024091006 &

02024091008 ©

02024091009 &

A(:T®Aspire@

Last Name

ZFOLNAMEEBMO

ZFOLNAMEEMO

ZFOLNAMEEMR

ZFOLMNAMEBMT

ZFOLNAMEBMU

First Name

ZFOFNAMEBMO

ZFOFNAMEEBMOQ

ZFOFNAMEEBMR

ZFOFNAMEBMT

ZFOFNAMEBMU

Middle Name Username

0

Q

418853077

4945609965

4967673955

0204312641

4661177281

Sessjon

® GRADE 9 ENGLISH
(EHS 9 English)

® GRADE 9 ENGLISH
(EHS 9 English)

® GRADE 9 ENGLISH
(EHS 9 English)

® GRADE 9 ENGLISH
(EHS 9 English)

® GRADE 9 ENGLISH
(EHS 9 English)

—— — —
—— ——
—— -

c}\ D
go

/\..

Student Test Statuz  Form Group Type

iain

hdain

iain

idain

idain



Presenter Notes
Presentation Notes
Students’ progress can be monitored on the Students in Sessions screen




ACT ASPIRE TESTING PROCESS

a g

O

O

ADMINISTER THE TEST ONLINE
= STUDENT TEST MANAGEMENT

Student Identifier Last Name

020240910032 &

02024091005 &

02024091006 &

02024091005 &

02024091009 &

A(:T®Aspire@

ZFOLMNAMEEBMO

ZFOLNAMEBMC

ZFOLMAMEEMR

ZFOLMNAMEBMT

ZFOLMAMEBMU

First Name

ZFOFNAMEEMO

ZFOFNAMEEMQ

ZFOFNAMEEMR

ZFOFNAMEBMT

ZFOFNAMEEMU

Middle HName Username

0

Q

Session

4418853077 @ GRADE 9 ENGLISH
(EHS 9 English)

42345608965 @ GRADE 9 ENGLISH
(EHS 9 English)

GI6TET2955 @ GRADE 9 ENGLISH
(EHS 9 English)

0204312641 @ GRADE 3 ENGLISH
[EHS 9 English)

4661177231 @ GRADE 9 ENGLISH
[EHS 9 English)

-
;-"‘.]‘\O =Z==

Student Test Status Form Group Type

Iain

I ain

Main

hain

Iain



Presenter Notes
Presentation Notes
Different statuses may require action by the Room Supervisor.

The Ready status indicates the Student has not launched the test yet. It may require the Room Supervisor to provide the student testing ticket so the test can be launched.


ACT ASPIRE TESTING PROCESS

ADMINISTER THE TEST ONLINE
= STUDENT TEST MANAGEMENT

Student Identifier

W

02024091003 &

O

[ 02024091005 &
[ 02024091006 &
[ 02024091008 &

[ 02024091009 €

A(:T®Aspire@

Last Name

ZFOLNAMEBMO

ZFOLNAMEEBMQ

ZFOLNAMEEMR

ZFOLNAMEBMT

ZFOLNAMEBMU

First HName

ZFOFNAMEBMO

ZFOFNAMEBMQ

ZFOFNAMEEMR

ZFOFNAMEBMT

ZFOFNAMEEBMU

Middle Name Username

o

Q

Session

8418553077 @ GRADE 9 ENGLISH
(EHS 9 English)

42343609965 @ GRADE 9 ENGLISH
(EHS 9 English)

a367E75955 @ GRADE 9 ENGLISH
(EHS 9 English)

0204312641 @ GRADE 9 EMNGLISH
[EHS 9 Englizh)

4661177281 @ GRADE 9 ENGLISH
[EHS 9 English)

-
;-"‘.]‘\O =Z==

Student Test Status Form Group Type

o' Ready

kaim

kaim

kaim

ki ain

kaim



Presenter Notes
Presentation Notes
An Active status indicates a student is testing.


ACT ASPIRE TESTING PROCESS

o g

ADMINISTER THE TEST ONLINE
= STUDENT TEST MANAGEMENT

Student Identifier
02024091003 €

02024091005 ©&

02024091006 &

0202409100& ©

02024091009 &

A(:T®Aspire@

Last Name

ZFOLNAMEBMO

ZFOLNAMEEBMQ

ZFOLNAMEEMR

ZFOLNAMEBMT

ZFOLNAMEBMU

First HName

ZFOFNAMEBMO

ZFOFNAMEBMQ

ZFOFNAMEEMR

ZFOFNAMEBMT

ZFOFNAMEEBMU

Middle Name Username

o

Q

Session

8418553077 @ GRADE 9 ENGLISH
(EHS 9 English)

42343609965 @ GRADE 9 ENGLISH
(EHS 9 English)

a367E75955 @ GRADE 9 ENGLISH
(EHS 9 English)

0204312641 @ GRADE 9 EMNGLISH
[EHS 9 Englizh)

4661177281 @ GRADE 9 ENGLISH
[EHS 9 English)

-
;-"‘.]‘\O =Z==

Student Test Status Form Group Type

o' Ready

kaim

kaim

kaim

ki ain

kaim



Presenter Notes
Presentation Notes
An Exited status informs that the student signed out of TestNav. This will require the Room Supervisor to resume the test so the student can finish testing.


ACT ASPIRE TESTING PROCESS

ADMINISTER THE TEST ONLINE
= STUDENT TEST MANAGEMENT

Student Identifier

W

02024091003 &

O

[ 02024091005 &
[ 02024091006 &
[ 02024091008 &

[ 02024091009 €

A(:T®Aspire@

Last Name

ZFOLNAMEBMO

ZFOLNAMEEBMQ

ZFOLNAMEEMR

ZFOLNAMEBMT

ZFOLNAMEBMU

First HName

ZFOFNAMEBMO

ZFOFNAMEBMQ

ZFOFNAMEEMR

ZFOFNAMEBMT

ZFOFNAMEEBMU

Middle Name Username

o

Q

Session

8418553077 @ GRADE 9 ENGLISH
(EHS 9 English)

42343609965 @ GRADE 9 ENGLISH
(EHS 9 English)

a367E75955 @ GRADE 9 ENGLISH
(EHS 9 English)

0204312641 @ GRADE 9 EMNGLISH
[EHS 9 Englizh)

4661177281 @ GRADE 9 ENGLISH
[EHS 9 English)

-
;-"‘.]‘\O =Z==

Student Test Status Form Group Type

kaim

kaim

kaim

ki ain

kaim



Presenter Notes
Presentation Notes
A Completed status informs that the student has submitted the test. 


ACT ASPIRE TESTING PROCESS

Student ldentifier Last Mame
B 02024091003 & ZFOLNAMEBMO

02024091005®  ZFOLMNAMEBMO:
02024091006 ® ZFOLMAMEEBMR
B 020240910086 ZFOLMAMEBMT

020240910096 ZFOLNAMEBMU

A(:T®Aspire@

Firat MName

ZFOFNAMEBMO

ZFOFNAMEEBMC

ZFOFNAMEBMR

ZFOFNAMEBRMT

ZFOFNAMEBRU

ADMINISTER THE TEST ONLINE
= STUDENT TEST MANAGEMENT

Middle Name Username

0

8]

4418853077

4943609965

B967675955

0204312641

4661177281

Session

® GRADE 9 ENGLISH
(EHS 9 English)

® GRADE 9 ENGLISH
(EHS 9 English)

® GRADE 9 ENGLISH
(EHS 5 English)

® GRADE 9 EMGLISH
(EHS 9 English)

@ GRADE 9 EMGLISH
(EHS 9 English)

Student Test Status

w' Ready

; l"] |

Form Group Type
fdain

Iain

Iain

lain

Idain



Presenter Notes
Presentation Notes
Room Supervisors can change a student’s test status by selecting individual students or multiple students, if needed. The Room Supervisor will need to change a student’s test status when resuming a student test.


ACT ASPIRE TESTING PROCESS

ADMINISTER THE TEST ONLINE
» STUDENT TEST MANAGEMENT

4]

el Students in SessIonNS o to sessions »
020240

4,

= Tasks 0 Selected

020240

020240 All Tasks %
rEEE e '
Student Test Statuses
02024091003 @  ZFOLMAMEBMT ZFOFNAMEBMT T 0204312641 @ GRADE 9 ENGLISH
) Students
(EHS 9 English)
Student Tests
020240910096 ZFOLMAMEBMU ZFOFMAMEBMU U 4661177251 @ GRADE 9 ENGLISH _
(EHS 9 English)

A(:T®AspireD



Presenter Notes
Presentation Notes
First, select the students, then select “All Tasks” from the Start menu.


ACT ASPIRE TESTING PROCESS

ADMINISTER THE TEST ONLINE T
= RESUME AN EXITED TEST /

Tasks for Students in Sessions
STUDENTS IN SESSIONS (5)

Mark Student Tes pmplete Resume Student Tests Undo Student Test Subn

[ STUDENT NAME ({CODE})

e L L e i T . T T e A e e

ZFOLMAMEEBMO, ZFOF """
Success

@
@ ZFOLMAMEBMQ, ZFOF Changes saved
@

ZFOLMAMEBMR, ZFOF|

Resume Student Tests Reset
FFOLMAMEBMT, ZFCQFD
FOLNAMEEMU ZEQE STUDENTS IN SESSIONS (5) DETAILS
STUDENT NAME (CODE) SESSION (STUDENT TEST) STUDENT TEST STATUS
@ ZFOLMAMEBMO, ZFOFNAMEBMO O (02024091003) €@ # GRADE 9 ENGLISH (EHS @ English) -
Thi=z aclion is not reversible
@ ZFOLMAMEBMGC, ZFOFNAMEBMG Q (02024091005) € # GRADE 9 ENGLISH (EHS 9 English) -
+ Required @ ZFOLNAMEBMR, ZFOFNAMEBMR R (02024091005) © ® GRADE 9 ENGLISH (EHS 9 Englizh) Ready
[ ZFOLNAMEBMT, ZFOFNAMEBMT T (02024091008) € ® GRADE 9 ENGLISH (EHS 9 English) Resumed
Resume Reset RN
— [ ZFOLNAMEBMU, ZFOFNAMEBMU U (02024091009) @ ® GRADE 9 ENGLISH (EHS 9 English) Resumed

A(:T®Aspireg 5



Presenter Notes
Presentation Notes
Click “Resume Student Tests” on the Tasks for Students in Sessions screen. 

Next, click the checkbox for the student that needs to resume the test. Only students with an eligible status will have a clickable checkbox. 

Then, click “Resume.” A green Success message will appear, and the Student Test Status will change to Resumed. 





ACT ASPIRE TESTING PROCESS e o B

ADMINISTER THE TEST ONLINE o e
= STOP ATEST SESSION MR

GRADE 9 ENGLISH

= Resourcezs ~ 6% Detailz & Edit

@ In Progress Stop Sesszion m

EHS 9 English (5 Student Tests) £ Maonitor Test S— a student Test
Statusz Key

Raady

B Resumad,

Fesumsd Uplosd
B Active

B Exit=d

B Complet=d,
Marked Complets

IS

A(:T®Aspire@ 3


Presenter Notes
Presentation Notes
To stop a session:

First, make sure all student tests are in Completed or Marked Complete status. Then click “Stop Session.” 


ACT ASPIRE TESTING PROCESS J o

ADMINISTER THE TEST ONLINE o

S
= STOP ATEST SESSION | }- ?:\QD
GRADE 9 ENGLISH {“‘,\/ <

= Resources ~ @ Details  # Edit

@ Stopped Restart Session m

EHS 9 English (6 Student Tests) = Monitor Test =1 oy Student Test

IO

R=zady
B Resumed,
Resumed Ugload
B Active
B Exited
B Completed,
Marked Complete

A(:T®Aspire@



Presenter Notes
Presentation Notes
The session will change from In Progress to Stopped and the “Stop Session” button will change to a “Restart Session” button.


ACT ASPIRE TESTING PROCESS

ADMINISTER THE TEST ON PAPER o

A(:TEAspire@



Presenter Notes
Presentation Notes
For paper testing, Room Supervisors and proctors will also: 
Distribute testing materials by handing each student’s test book and answer document directly to them. Don’t pass these materials down rows.
Collect materials when testing is complete, confirm that all materials have been returned, and deliver them to the Test Coordinator to be securely stored or packaged for return.


ACT ASPIRE TESTING PROCESS iy

POST TEST CLEAN UP "y

Student
Registration
Import

Perscl)Dr;g]Ic”l\eleeds =) Delivery Date == EEEICIIEIOIEEETH

Invite Users G 2

Sl Prepare Test BN pyint Tickets

Technology Set Up Test Receive Test
Sessions

Coﬁ%ﬂ?agt‘ion Sessions Materials

Return Test

Start Test Administer Post Test ;
Sessions the Test Clean Up Materials

Bl Shared process
Paper

A(:T®Aspireg
@R Online



Presenter Notes
Presentation Notes
Now, let’s look at post test cleanup.


ACT ASPIRE TESTING PROCESS

iE’ POST TEST CLEAN UP

 Record irregularities in PearsonAccessext
* Test irregularities should be reported as soon as possible,

ideally within 24 hours of the incident
* Follow instructions in the Room Supervisor Manual and

the Test Coordinator Manual

A(:T®Aspireg |_b|



Presenter Notes
Presentation Notes
Report any testing irregularities that occurred during testing using the irregularity reporting tool in PearsonAccessnext. Testing irregularities for both online and paper testing should be reported as soon as possible, ideally within 24 hours of the incident.

To record irregularities, follow instructions in the Room Supervisor Manual and the Test Coordinator Manual.



ACT ASPIRE TESTING PROCESS T o

RETURN TEST MATERIALS "y

Student
Registration
Import

Personal Needs —) Select Delivery BN Groups/Classes

Invite Users [ 2 Profile Date

Set Up Test ) ReceiveTest _ Prgepssr% I‘;St o ] Print Tickets

Technology
Sessions Materials

Setup &
Configuration

14,

Post Test ;
Clean Up

Return Test

Administer
Materials

Start Test

Sessions the Test

Bl Shared process
Paper

A(:T®Aspireg
@R Online



Presenter Notes
Presentation Notes
Now, let’s look at the process for returning paper test materials after testing.


ACT ASPIRE TESTING PROCESS

I:I RETURN TEST MATERIALS

A(:TQ?AspireD

Within 48 hours
after testing:

Protect
Materials

Use Boxes
and Labels
Provided

Follow
Instructions
in Manual

- 10 |==

| e | | B
U



Presenter Notes
Presentation Notes
Return materials according to the guidance published in the ACT Aspire Schedule of Events.
Keep materials locked and stored securely until they are shipped.
Use the boxes and shipping labels provided.
Follow instructions in the Test Coordinator Manual and Room Supervisor-Paper Manual for returning scorable and non-scorable materials.



) :(-_O “
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QU ESTIONS’7

We’'re here to help!

Pearson Customer Support

 Phone: 1.888.705.9421 Option 4 (ACT Aspire),
7:00 a.m. — 7:00 p.m., central time, Monday
through Friday



Presenter Notes
Presentation Notes
This concludes the ACT Aspire Test Administration training. If you have any questions, please contact us at the number provided on this slide.
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