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Session Details

Test sessions can be entered manually, however; using an import/export 
data file is the most efficient way to put students in test sessions and classes. 
The module titled, Student Registration and Class Setup using the Import/Export 
Functionality has specific directions for how to use the import function. The next 
few slides will provide guidance on manually creating test sessions.

NOTE: If you have already imported test sessions using the import functionality,   
you can skip to slide/page 8 titled Session Management Basic Actions.
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Four Process Steps for Creating Test Sessions
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Select Sessions

In PearsonAccessnext, Sessions can be accessed from the left navigation menu. 

1. Select the Testing 

down arrow in the left 

menu to expand the 

dropdown options and 

choose Sessions. 

1st

2nd
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Create/Edit Sessions

2. From the Select Tasks 

dropdown, choose 

Create/Edit Sessions 

then select the Start

button.

1st

2nd

3rd
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Enter Session Details

3. Complete the Session Name, Test Assigned, Form 

Group Type, Precaching Computer, 

Organization, and Scheduled Start Date fields.

NOTE: Caching is not needed for 
the Interim Assessment. The 
Precaching Computer field is 
required in the PearsonAccessnext

system. Select the Use Custom 
TestNav Settings button and enter 
“No Cache” in the Computer Name 
field.

NOTE: Required 
fields are 
indicated with a 
red asterisk.
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Add Students

4. Add students to test sessions by searching for the student by name or student ID. 

After adding all students to the session, select the Create button. The session is 

now created.
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Session Management Basic Actions

1 Prepare a Session

Start a Session/Unlock a Test/Print Test Tickets

3 Resume a Test

4 Stop a Session

2
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Prepare a Session

In PearsonAccessnext, sessions can be accessed from the left navigation menu. 

Select the Testing down 

arrow in the left menu to 

expand the dropdown 

options and choose 

Sessions. 

NOTE: Scope and Sequence 
(Intelligent Test Blueprint or 
ITB) must be setup before 
preparing sessions.

1st

2nd



10

Prepare a Session (cont.)

From the Sessions page, select the boxes for the test session(s) in the Session section.

HINT: If sessions are not 
showing, select the Search
dropdown and select the 
Show all results box.
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Prepare a Session (cont.)

After selecting your test session(s), select Go to Students in Sessions in the top 
banner. 
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Prepare a Session (cont.)

Select the box next to the appropriate session in the Session List on the left side 

of the screen then select the Prepare Session button.
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Prepare a Session (cont.)

The Session is now prepared and displays as “Ready” under the test name.
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Start a Session

Select the box next to the appropriate session(s) in the Session List on the left side 

of the screen. Select the Start Session or Start All (for multiple sessions) button.
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Start a Session (cont.)

The session(s) will display as “In Progress” under the test name.
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Unlock a Test 

To unlock the Student Test, 
move the toggle button from 
the locked to unlocked 
position, or you can unlock 
each test by student.

Under the Student Test 
Status, select the Ready
dropdown for the student 
row and choose Unlock. 
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Print Test Tickets 

To print Test Ticket(s), select 
the Resources dropdown. 
You have two options:

• Print all for this 
session

• Print selected for this 
session

Ticket(s) will have the 
username and password 
for the student to login to 
TestNav.

Note: To print Test Ticket(s), 
the user role of School Test 
Coordinator is required.
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Resume Students 

Student tests will not need to be resumed on a regular basis. Students will only 
need to be resumed from an “Exited” Student Test Status if they accidentally logged 
out of TestNav or logged out due to an emergency (e.g., illness). 

To resume the student, select 
the Student Test Status 
dropdown, then from the 
Exited Student Test Status 
dropdown select Resume. 
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Resume Students (cont.)

The student is now in a “Resumed” Student Test Status and can log into TestNav to 
resume testing.



20

Stop Session

You can select the Stop Session button once all students have completed testing 

and are in “Completed” status.

NOTE: Although stopping sessions is required for IAR, it is not required for the 
Interim Assessments. However, it may be a good tool for managing test sessions.

NOTE: A student test cannot be 
“Marked Complete” for Interim 
testing.
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