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Create/Edit/Update Sessions 
 

The purpose of this document is to provide information on how to create, edit and update sessions in 
PearsonAccessnext. Online students must be placed in a session to log into TestNav. 

Create Sessions via the User Interface 
Sessions can be created manually using the User Interface within PearsonAccessnext . 

 

Step Directions 
In PearsonAccessnext, click 
the Testing button and 
choose Sessions from the 
drop down. 

 

 

On the Session screen, go 
to Select Tasks drop-down 
and choose “Create/Edit 
Sessions” and select Start. 
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Complete the 
required 
information and 
select create. 
• Scheduled start 

date is required but 
does not have to 
match the actual 
testing start date. 

• Pearson no 
longer 
recommends that 
a proctor caching 
computer be set 
up. 

• Students can be added 
on this screen while 
creating the session or 
added later under 
Select Tasks. 

 

 

Human Read Aloud 
sessions must have the 
“Proctor Reads Aloud” 
box checked. 

 
Form Group Type must be 
changed from Main to 
Human Reader. Human 
Reader Spanish is not 
available for Science. 

 
This must be done so 
students with the Human 
Read Aloud 
accommodation will all be 
assigned the same form. 
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All paper tests must be 
transcribed into TestNav.  
This applies to all paper 
testing and requires one 
transcriber and one 
reviewer to ensure 
verbatim transcription. 

 
Only transcribed tests 
will be scored. 

Form Group Type must be 
changed from Main to 
Transcription English or 
Transcription Spanish.  
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Create Sessions via the Student Registration Import 
Sessions can be created using the Student Registration Import within PearsonAccessnext. This will create sessions 
and add students to those sessions at the same time. 

 
It is recommended that sessions not be imported until session information is stable. Once sessions are 
imported, they cannot be updated using additional imports unless the session information is first deleted 
manually on the session screen or by using the Create/Move Session export-import feature. 

 
 

Step Directions 
To add sessions using the 
Student Registration 
Import, first start with a 
Student Registration 
Export. 

 
In PearsonAccessnext, 
click the Setup drop- 
down then click on 
“Import/Export Data” 

 

 

On the Import/Export 
Data screen, use the 
Select Tasks drop-down 
and select 
“Import/Export Data” 
and select the blue Start 
button. 

 

 

On the next screen, 
under the “Type” drop- 
down, select Student 
Registration Export. 
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The default information 
can be left as is, then 
select Process. 

 

 

When the file is 
complete, Download 
File to add session 
information. 

 
Add session information for 
students in the Student 
Registration Export file in 
column AS -Session Name. 

 
Do not alter other 
information unless also 
updating student 
accommodations. 

 
When complete, save as 
a csv file. 
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Import the updated file 
as a Student Registration 
Import. 

 
For accommodation 
only imports, you would 
have checked the box 
for “Don’t auto-create 
Test Sessions for online 
testing”. When 
importing to create 
sessions, be sure and 
leave both boxes 
unchecked.  

Check for any errors 
that may occur on the 
import. 

 
On the 
Setup>Import/Export 
Data tab, select the 
desired file, then select 
“View File Details” from 
the Select 
Tasks drop-down and select 
Start. 
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On the next screen you 
can check errors at the 
bottom of the screen. 

 
You can also download 
the records in error and 
the error messages. 

 
Resolve any errors, then 
reimport a file. You can 
import only the records in 
error if desired. 

 
 

Once sessions are created, you 
will still need to go into the 
PAN sessions tab and update 
Human Reader sessions 
appropriately. 
 
Under Testing>Sessions, 
select the Human Read 
Aloud sessions. 
 
Under Select Tasks, choose 
“Create/Edit Sessions” and  
select Start. 
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Update the session to check 
the “Proctor Reads Aloud” 
box and change the Form 
Group Type to “Human 
Reader”. 

 
Once finished, select the 
blue Save button at the 
bottom or to the right of 
the screen. 

 

 
 
 

Updating Students in Sessions 
Once sessions have been created and students have been placed in those sessions, they can be updated if 
necessary. 

 
This can be done either by manually deleting students from sessions the reimporting a Student Registration File 
or by using a Session Create/Move file. 
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Step Directions 
To update student 
sessions using the 
Session Create Export/ 
Import file, first do a 
Session Create Export. 

 
Go to 
Setup>Import/Export 
Data. Next under the 
Select Task drop-down, 
select “Session 
Create/Move Export”. 

 

On the next screen, the 
filters can be left blank if 
updating all sessions or 
filters can be applied if 
only specific grades or 
subjects need to be 
updated. 

 
Typically you would 
leave the “Include 
completed and Marked 
Complete Tests” box 
blank unless making a 
change after testing has 
started that affects 
those tests. 

 
Select the blue Process 
button to continue. 
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Once processing is 
complete, download the 
file. 

 
Make updates to the 
Session Name field 
(column K). Do not 
update any other field. 

 
Save as a csv file. 

 

 

Next, use the “Session 
Create/Move Import” 
task to import the file 
with the updated session 
information. 

 
If you have created any 
new Human Read Aloud 
sessions, make the 
appropriate updates to 
mark those as Proctor 
Read Aloud sessions. 
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Alternatively, students 
can be manually deleted 
from sessions within the 
Testing>Session tab then 
reimported via a Student 
Registration Import. 

 
Select the session or 
sessions for which you 
need to remove 
students 

 

 
Under the Select Task 
drop-down, choose 
“Add/Remove Students 
in Sessions” and select 
Start. 
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On the next screen, 
unselect the students to 
be removed then select 
Save. 

 
Once students have 
been removed from a 
session, they can be 
added to a new session 
either manually or via a 
new Student 
Registration Import with 
updated sessions added. 
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