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PearsonAccessnext (PAN) – SIS to PAN Student Import

Beginning 2023-2024 Student Registration is 
conducted using an automation from SIS to PAN. 

Following an initial push from SIS prior to the 
first testing window, an OnDemand function will 
be available in SIS as needed to update student 
registrations and/or add missing students.

To transmit Pre-ID updates:

1. Log into SIS.

2. Select the Assessment down arrow in the left 
menu and select Pre-ID then IAR.
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PearsonAccessnext (PAN) – SIS to PAN Student Import

3. Select Transmit Pre-ID data to Vendor.

4. Select one of the four buttons (Interim - Fall, Interim - Winter, Interim - Spring, Interim -
Writing) to transmit Pre-ID updates for a specific Interim Assessment to administer.
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PearsonAccessnext

Use the Student Registration Import to add or update Student Accommodations, 
sessions, and classes. 

1. Export the Student Registration file from PearsonAccessnext.

2. Add or update Student Accommodations, Class Name, and Session Name on the Student 
Registration Export file.

3. Import updated Student Registration file to PearsonAccessnext.
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PearsonAccessnext

Student Registration/Accommodations – Import

Student records can be imported using the Student Registration/Personal Needs 
Profile (SR/PNP) layout and templates found on the https://il.mypearsonsupport.com/
Customer Support Site on the Learning Renewal Interim Resources tab.

Learning Renewal Interim Resources

https://il.mypearsonsupport.com/
https://il.mypearsonsupport.com/learningRenewalInterimResources/
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PearsonAccessnext

Student Registration Export

After importing the initial Student Registration into PAN using the SIS automation, you 
are ready to export the file to add accommodations, sessions, and class names.

Export the SR/PNP file:

1. Select Setup to expand the 
dropdown options and 
choose Import/Export Data 
from the dropdown. 

2. From the Select Tasks bar, 
select Import/Export Data, 
and select the Start button.

3. Select Student Registration 
Export from the Type
dropdown.

1st

2nd

3rd
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PearsonAccessnext

Student Registration Export (cont.)

4. Select CSV from the File Layout Type
dropdown.

The Test Status Filter field will auto-
populate the assign and testing filters.

5. Select the Grade Level When
Assessed.

6. Select the Subject.

7. Select the Process button to export
the file.

A “Pending” status message will display.

8. Select the Refresh icon (    ) next to
Details to complete the download.

9. Select the Download File link.
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PearsonAccessnext

CSV File

The Student Registration Export file will have header rows. DO NOT change the 
header rows in any way. 

Follow these steps to add or update and prepare the file for import.

1. Download the Export file.

2. Open the file on your computer.

3. Add or Update Student Accommodations.

4. Save as a CSV file.             
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PearsonAccessnext

Interim SR_PNP Detailed Layout  - (Student and Session Information)

The detailed layout can be found in the Accommodation Resources section of the 
Learning Renewal Interim Resources Support Page.

Columns (AS-AX) can be populated to create sessions by using the import. 

NOTE: The Class Name must be 
added to column AT for a class 
teacher to view reports in PAN.

Learning Renewal Interim Resources

https://il.mypearsonsupport.com/learningRenewalInterimResources/
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PearsonAccessnext

Interim SR_PNP Detailed Layout  - (Accommodation Information)
Row 3 provides an example of populating student specific accommodations on the 
SR/PNP file. 

To add or update Student Accommodations:
1. Download the Export file.
2. Open the file on your computer.
3. Add or update the Student Accommodations and class session details.
4. Save as a CSV file.             
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PearsonAccessnext

Student Registration/Accommodations - Import

Verify these steps have been completed:

1. Use the Student Registration/Personal Needs Profile (SR/PNP) export.

2. All records from the export do not need to be re-imported. You can import only 
students with accommodations or classes to add or update.

3. All core student demographic information, including the State Student ID as listed in 
PearsonAccessnext, must be included on the SR/PNP import file.

4. To maintain leading zeros, either convert columns to text format or format the cells for 
15 bytes.

5. The file must be in CSV format prior to upload.
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PearsonAccessnext

Student Registration/Accommodations – Import

1. Complete the information in the 
layout or add accommodations, 
sessions, and class names to an 
SR/PNP export.

2. Save file as a CSV file.

3. Under the Setup dropdown, select 
Import/Export Data. Then, from the 
Select Tasks bar, select 
Import/Export Data from the 
dropdown. Select the Start button.

4. In the Type dropdown, select 
Student Registration Import.

To register students: 
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1.   File Layout Type must be CSV.

Sessions will be auto created, if the 
CSV column AS (Session Name) field 
is populated. 

2. If you do not want sessions to be 
created, select the “Don’t auto-create 
Test Sessions for online testing” box.

Importing will modify student’s 
registrations, and tests. 

3. Select the “Don’t modify student tests” box if you don’t want to modify student tests.

4. Select the Choose File button.

5. Select the Process button.

PearsonAccessnext

Student Registration/Accommodations – Import
To import a file: 
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PearsonAccessnext

Student Registration/Accommodations – Import

• Check the Import View File Details page to confirm there were no records in error.

• The Import View Details page will indicate the number of records that imported 
successfully as well as any records in error.
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PearsonAccessnext

Accommodation Verification

To verify accommodations are correctly 
assigned to students:

1. Select Reports down arrow in the left 
menu and choose Operational 
Reports.

2. Select Students & Registrations in the 
Report Categories.

3. Scroll down and select PNP Report -
Accessibility Features and 
Accommodations for Student Tests.

1st

2nd

3rd
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PearsonAccessnext

Accommodation Verification (cont.)

4. Select Request Report Refresh. 

5. Select dropdown arrows and 
choose desired filters for 
Accessibility Features and/or 
Accommodations, Filtered 
Organization, and Test.

6. Select the Refresh Report button 
to generate a spreadsheet of 
assigned student accommodations 
to verify accuracy.

4th

5th

6th
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Braille-Specific Instructions

• Order Braille Kits.

• Additional order window: October 2 – November 14.

• Keep braille books until all three administrations are 
completed.

Kits will include all necessary materials, e.g., test book, math tools, 
reference sheet, protractor, ruler, etc.
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Braille-Specific Instructions (continued)

• Student MUST have the following in their SR/PNP:

• Braille Transcription (Column BR)

• Student MUST be placed into an Online Test Session.

• Prior to the test administration, ensure the test administrator 
follows the guidelines in the Braille Test Administrator 
Document .

• Student answers MUST be transcribed into TestNav.

https://il.mypearsonsupport.com/resources/learningRenewalInterimResources/brailleResources/Braille%20Test%20Administrator%20Document.pdf
https://il.mypearsonsupport.com/resources/learningRenewalInterimResources/brailleResources/Braille%20Test%20Administrator%20Document.pdf
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Customer Support

Illinois Customer Support
1-833-213-3879

Monday - Friday
6:00 am - 6:00 pm (CT)
Pearson Illinois customer support is a technical resource for 
schools and districts participating in the Interim Assessments. 
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