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The purpose of this document is to provide information on how to start test sessions which have already had the
Prepare step performed by a Test Coordinator and use the lock and unlock functionality in PearsonAccess".

Note: These directions are to be followed on test sessions which have already had the Prepare step performed
by a Test Coordinator.

Starting a Test Session
Before students can begin testing, Test Coordinators or Test Administrators will need to log in to
PearsonAccess"™ and start each session which has already had the Prepare step performed.

Step

In PearsonAccess™™, Then click
the Testing button and choose
Sessions from the drop down.

Directions

PearsonAccessnext

Dashboard

Setup

Testing
Student Tests

Rejected Student Tests

<=

Students In Sessions

Sessions

Round Scorimg

Reports

Test Config

Tools

Select your test session(s) from g e
the Session page. (Hint: If

sessions are not showing, click
the drop-down arrow next to
Search then check the box to
Show all Results)

= Tasks

Select Tasks

Find Sessions

Filters
Session Status

Organization

Form Group Type

Dashboard

& = =]

Setup  Testing Reports  TestConfig  Tools  Support

SesSiONS  coto students in Sessions »

Show all results

Clear Hide 9 Results

(] Session

ﬂ MATH 5 SESSION 1@
[J MATHBSESSION 1@

2021-08-26

= Sessions

Manage

Date

Test

Math, Grade 5, Assessment 1

Not Prepared  2021-08-26 Math, Grade 8, Assessment 1
Test READING 4 SESSION 1@ Not Prepared ~ 2021-08-26 Reading. Grade 4, Assessment 1
[J READING 6 SESSION 1@ Not Prepared ~ 2021-08-26 Reading, Grade 6, Assessment 1
[ READING 7 SESSION 168 Not Prepared ~ 2021-08-26 Reading, Grade 7, Assessment 1
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After selecting your test
session(s) then click Go to
Students in Sessions.

Choose your test session(s) from
the Session List.

SesSIONS  Goto Students in Sessions »

= Tasks 0 Selected

Select Tasks

Find Sessions

Filters
Session Status

Clear Hide

5 Results

[] Session

MATH 5 SESSION 1@

a

MATH 8 SESSION 1@
READING 4 SESSION 16
READING 6 SESSION 16

[< I

READING 7 SESSION 16

o O

= students n Sessicns 0 Selsctss Clea

Session Status

Scheduled Star

Ready 2021-08-26
Not Prepared  2021-08-26
Not Prepared ~ 2021-08-26
Not Prepared  2021-08-26
Not Prepared  2021-08-26

bsession List Aot 3 sessin MATH 5 SESSION 1
% Consnea vew Ready
MATH S SESSION 1
READING 4 SESSION 1
Find Stidents i the selcted sessian(s) avove =
Finers ar -
organdation
[ Stte Suwgentientier  Listhsme  Fsthame  MidcleMame  Usemame  Session Studem st satus Form Group Type  Fom
State Stucentidantrer 0 4 o STUDENT ¢ essment 1) (RBAGY Man MATOS
520 cENTH STUCEN =
CI'Ck the Sta rt or Sta rt A”(for Session List Add 3 Session MATH 5 SESSION 1 Inote Schedule 8 Resuices » @Delzil 4 Edit
multiple sessions) button. oo Ry
IATH § SESSION 1

REATING 4 3Z381CN 1

Students will appear in the
“ready” status

ions | Clear
[] State Student Identifier Last Name First Name Middle Name
[ 03099535816 FOUR STUDENT B
[ 07450704250 TEN STUDENT H
[ 79269492100 SIXTEENTH ~ STUDENT N

[ 8511922157 @

TWENTYTWO STUDENT

-

Usemame

5167565588

5377499461

7395089384

4256216517

Session
READING 4 SESSION 1 (Reating, Grate 4, Assessment 1) il @ Ready
READING 4 SESSION 1 (Reating, Grate 4, Assessment 1) [ g Ready
READING 4 SESSION 1 (Reating, Grate 4, Assessment 1) i g Ready
READING 4 SESSION 1 (Reating, Grate 4, Assessment 1) [ g Ready

Student Test Status  Form Group Type Form
P—

Main ELA041 (ELAO41)
Main ELA041 (ELAD41)
Main ELA041 (ELAO41)
Main ELA041 (ELAD41)
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Resuming Multiple Students

Student tests will not need to be resumed on a regular basis. Students will only appear in an exited status and
need to be resumed if they accidentally logged out of TestNav or needed to be logged out due to an emergency

(e.g., illness).

Step

When students are ready to

Administrator will need to
resume the student test.

Check the boxes next to the
in Session screen.
Select Resume Student Tests

from the Select Tasks drop-
down menu. Click Start.

log back into the test, the Test

students’ names on the Students

Directions

Students in Sessions ot sessions »

Add a Session

State Student Identifier

Local Student ldentifier

READING 4 SESSION 1

®nProgess

READING 4 SESSION 1 (4 Student Tests)

Student Test Status Key.

- ——T——

() State Studenticentifier LastName  FirstName Middle Name Usemame  Session

Resumed pioas

a0 Markad Compito

Displaying | 25 v Manage Columns~

Student Test Status  Form Group Type  Form

0309963581 @ FOUR STUDENT 8 5167555560 @ READING 4 SESSION 1 (Reading. Grade 4 Assessmert 1 (NI van ELAD41 (ELAGAT)
0745070425 @ TEN STUDENT H 5377499461 @ READING 4 SESSION 1 (Reading, Grade 4, Assessment 1) - Main ELAD4T (ELAD41)
[0 7s263452100 SIXTEENTH  STUDENT N 7395089384 @ READING 4 SESSION 1 (Reading, Grade 4 Assessment 1) [/Rgady = Main ELAOH1 (ELADAT)
O 85119221570 TWENTYTWO STUDENT T 4256216517 @ READING 4 SESSION 1 (Reading, Grade & Assessment 1) [Reagy % viain ELAOH (ELAOHT)

On the Resume Student

Tests screen:

e Check the boxes next
to the students’
names on the Resume
Student Test screen.

e select Resume

PearsanAccess™

Tasks for Students in Sessions

Resume Studer Tess

Resume Student Tests

STUDENTS IN SESSIONS (2)
[ STUDENTNAME (CODE)
FQUR, STUDENT 3 (030995356110

TEN, STUDENT K (0745070425)

*Requred

DETAILS
SESSION (STUDENT TEST)
@ REATING 4 SESSICN 1 (Reacing, Gradz 4, Assessment 1)

® REACING 4 SESSICN 1 (Reaing, Grads 4, Assessment 1/

g > 20

2022> L Inferim Reading and Maih 2021-2022  ILINTERM DISTRICT (INTERIM4S621000) @~ &~

OAddTask | K PreviousTask  NextTeskd | ExtTasks x

STUDENT TEST STATUS
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Step

Students are now in resumed
status and can log into
TestNav and resume testing.

Directions
Students in Sessions  coto sessons»

= Tasks 0 Selected

Select Tasks

= Students in Sessions

2 Selected Clear

Hanage
Session List AddaSession READING 4 SESSION 1 Ignore Schedule & Resources + @ Detalls 4 Ed

@ MATH 5 SESSION 1
© READING 4 SESSION 1

s | Clear

Find Students  Inthe selected session(s) above +

Filters
organization

Clear Hice

READING 4 SESSION 1 (4 Student Tests)

. @ Student Test Status Key.

Ready

4Results

[ State Student dentifier LastName  FirstName Middle Name Usemame Session

Resuned, Resumed Upload
Wdve

Wi

B Competed, Matked Compiete

Displaying | 25 v Manage Columns~

Student Test Status Form Group Type  Form

‘State Student Identifier 0309953581 @ FOUR STUDENT B 5167565568 @ READING 4 SESSION 1 (Reading, Grade 4, Assessment 1) Resumed v Main ELAO41 (ELAD41)
0745070425 @ TEN STUDENT H 5377499461 @ READING 4 SESSION 1 (Reading, Grade 4, Assessment 1) Resumed Main ELAD41 (ELAG4Y)
Qe T O 79269492100 SIXTEENTH ~ STUDENT N 7395089384 @ READING 4 SESSION 1 (Reaing, Grade ¢, Assessment 1) [{Reagy '+ Main ELAO41 (ELAD41)
0 85119221570 TWENTYTWO STUDENT T 4256216517 @ READING 4 SESSION 1 Reading, Grade 4, Assessment 1) [Ready %" Main ELADA1 (ELADS1)
Resuming One Student
Ste irections
p Direct

To resume the student, click
the drop-downunder the
Exited test and select
Resume.

[ State Student dentifir - Last Name

0 81061300 FIVE

[ 2730216320

SEVENTEENTH STUDENT 0

FirstName MiddleName Usemame  Session

STUDENT € 568058635 O MATH 5 SESSION 1 (afh, Grade 5, Assessment f)

430071188 @ MATH 3 SESSION 1 (Milh, Grace 5, Assessment 1)

Student Test tatus  Fom Group Type  Fon

MATOS (MATOS1)

MATOS (MATOS1)

The student is now in an
Resumed status and can log
in to TestNav and resume
testing.

(] State Sucent dentfier ~ Last Name

WRGILRIL FNE

0 Brieae SEVENTEENTH

FirstName  MiddleName  Usemame  Session

STUDENT € SE00380635 ) MATH 3 SESSION 1 (e, Grade 5 Assessmen 1)

STUDENT 0 JG390THB8 OATH 3 SESSION M, Grade § Assessmen! |

Student Tt Sttus ~ Fom Group Type - Fom

Reumed » Va0 MATOSH (NATOS

Ready v Mn HATOS! (MATOA1)
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