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Presenter Notes
Presentation Notes
Welcome to the Test Management for District and School Test Coordinators Spring 2025 Training. Today’s training will cover District and School Test Coordinator Test Management Activities in the Illinois Administration Platform.



Agenda
District/School Test Coordinator Test Management Activities in the Illinois Administration Platform: 
il.mypearsonsupport.com/resources/training-
resources/District%20School%20Test%20Coordinator%20Test%20Managment%20Activities%20in%20the%20
Illinois%20Administration%20Platform%20Final.pdf

Upload Student Accommodations Create Proctor Groups

Prepare Network and Computers Check Student Accommodations

Provide Practice Tests Organize and Print Proctor Group and 
Student Print Cards before testing

Review Testing Resources and 
Provide Training

Monitor Testing through the 
Proctor Dashboard
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Presenter Notes
Presentation Notes
Most of today’s training will be focused on creating Proctor Groups, checking student accommodations, organizing and printing Proctor Group and student print cards before testing, and monitoring testing through the Proctor Dashboard.

Let’s start by briefly touching on the first four activities on this checklist and pointing you to resources previously posted that cover these activities. 


il.mypearsonsupport.com/resources/training-resources/District%20School%20Test%20Coordinator%20Test%20Managment%20Activities%20in%20the%20Illinois%20Administration%20Platform%20Final.pdf
il.mypearsonsupport.com/resources/training-resources/District%20School%20Test%20Coordinator%20Test%20Managment%20Activities%20in%20the%20Illinois%20Administration%20Platform%20Final.pdf


Test Management Activities

• Upload student accommodations into the Illinois Administration Platform

• Test technology infrastructure
• Student Practice Items and Student Readiness Tool - il.mypearsonsupport.com/practice-items

• Training and Materials for Test Proctors and Test Support Staff - il.mypearsonsupport.com/iar-
summative-resources

• Create Proctor Groups

• Check student accommodations

• Print Proctor Group and student print cards

• Monitor testing

IL Support Site Training 
il.mypearsonsupport.com/training
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Presenter Notes
Presentation Notes
Student Test Coordinators are responsible for uploading all student online and paper accommodations into the Illinois Administration Platform before testing begins. Refer to the Accommodations Overview training on the Illinois Support Site to watch the video or view the PDF of this training to complete this task.

Test Coordinators are responsible for assigning a campus Technology Coordinator and working with the Technology Coordinator to set up onsite technology for the test administration. Refer to the Technology Readiness training on the Illinois Support Site at il.mypearsonsupport.com/training to watch the video or view the PDF of this training to complete this task.

Test Coordinators must be sure to communicate to teachers to plan for students to practice using TestNav prior to testing. The Student Readiness Tool provides a tutorial of each item type and how to use TestNav tools and features. The Student Readiness Tool can be found at il.mypearsonsupport.com/practice-items.

Read the Test Coordinator and Test Administrator Manuals and schedule campus training for all Test Proctors and Test Support Staff at il.mypearsonsupport.com/iar-summative-resources.

Look for training on the Illinois Support Site the first week of March to review instructions for returning test materials.

We will now spend the rest of today’s training on creating Proctor Groups, checking student accommodations before testing, printing and organizing proctor and student testing tickets before testing, and monitoring testing using the Proctor Dashboard.

il.mypearsonsupport.com/training


Test Management Activities

School Test Coordinators will:

• Create Sessions (Proctor Groups) 
• No students added to these Proctor Groups

• Form groups to generate test codes
•  Based on content and grade level

• Populate each Proctor Group

• Print student print cards

• Choose student seating arrangements per Proctor Group 

• Assign Test Support Staff 

• Monitor testing
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Presenter Notes
Presentation Notes
Let’s go through the activities that a School Test Coordinator must complete. School Test Coordinators will:

Create Sessions, known as Proctor Groups (which has been done in past years); however, students should not be added to Proctor Groups at this time; 
Form groups to generate test codes based on content and grade level;
Populate each Proctor Group with the Test Proctor’s name, grade, subject, and testing room;
Print student print cards for the campus;
Choose student seating arrangements based on Proctor Group (for example, by homeroom, English teacher, small group, etcetera);
Assign Test Support Staff to cut and organize student print cards by seating arrangement, for each Proctor Group; and
Monitor testing on the Proctor Dashboard.



Create Proctor Groups
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Presenter Notes
Presentation Notes
To create Proctor Groups for your campus, first organize the number of Proctor Groups you will need to create by grade, subject, and special considerations like students who may need a separate setting or students who need to be placed into small groups. Perhaps students can be organized using existing rosters, such as homeroom classes, or by a core class roster, such as an English Language class.

To begin building Proctor Groups, select Test Management and then Administrations to see your administration cards.



Create Proctor Groups
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Presenter Notes
Presentation Notes
In this instance, the School Test Coordinator at Little Valley Elementary can see that 59 students have been registered to take the Grade 6 Math test through the nightly SIS system. As students move, this number could change nightly. Since students do move around, it’s in the School Test Coordinator’s best interest to create Proctor Groups with no students and then organize the student groups using a local roster about a week before testing, when few or no more changes are anticipated.




Create Proctor Groups
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Presenter Notes
Presentation Notes
To create a Proctor Group, select the Proctor Groups actions kabob and choose View.



Create Proctor Groups
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Presenter Notes
Presentation Notes
Then, select Create Group and fill in the form to create a Proctor Group. 



Create Proctor Groups
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Presenter Notes
Presentation Notes
The Proctor Group Name should follow a consistent naming convention. Here, the coordinator uses the Test Proctor name, grade level, subject, and room information. Under the Testing School Setup, only your district will be selectable, and if you are a School Test Coordinator, only your school will be selectable. District Test Coordinators will be able to select from schools within a district. Do not add students at this time. 

After you populate the fields, select the Submit button. 



Create Proctor Groups
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Presenter Notes
Presentation Notes
Repeat these steps as many times as necessary to account for the number of Proctor Groups that will be needed for each administration card. For the 59 students taking Grade 6 Math at Little Valley Elementary, the coordinator has established six Proctor Groups. The STC plans to test the first 45 students in their homerooms, represented here by the first three Proctor Groups. Miss Anderson will proctor ten Spanish Math tests. Mr. Loomis will be proctoring a test in the library for a blind student taking a screen reader form who may need assistance. Miss Miller will be proctoring a test in the conference room for three online testers who need a Human Reader accommodation.

These students are not yet placed in these groups. But the STC worked with the campus accommodations team and available rosters to organize the Proctor Groups.

As you can see under Actions, proctors can view students, view proctor groups and delete proctor groups. Only delete a Proctor Group as an editing tool while creating proctor groups to set up your campus administration. Do not delete proctor groups after students begin testing. 

Each Test Proctor will receive a unique Proctor Test Ticket with a unique test code and proctor password to proctor a test. Once students log into tests, the STC and Test Proctor will see students on the Proctor dashboard and see if a student Needs Attention and should be approved to enter testing. STCs can access all Proctor Dashboards by clicking on the Proctor button to check progress or fill in for a proctor who is absent.



Confirm Accommodations
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Presenter Notes
Presentation Notes
Now, let’s check accommodations for our 59 students. From the Proctor Groups screen, select the Back button to return to the administration card home page. 






Confirm Accommodations
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Presenter Notes
Presentation Notes
Coordinators will be able to edit student accommodations now through test day. It is critical that Coordinators confirm student accommodations before testing. To view and update student accommodations, select the Actions kabob to the right of students. 




Confirm Accommodations

13

Presenter Notes
Presentation Notes
This view will allow you to see all students who are registered for a grade and subject in your school. Our 59 Grade 6 math students in Little Valley Elementary remain outside of the Proctor Groups and in this bucket until students report to their testing rooms and log in on the day of testing. This is where you will confirm student accommodations before test day. There are two ways to confirm accommodations from this screen. You can hover over the number in the Accommodation column to confirm accommodation assignments or use the filter to check for accommodations by type. 



Confirm Accommodations
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Presenter Notes
Presentation Notes
This Coordinator will be confirming one screen reader student, three human reader students, and ten Spanish students. Here, the Coordinator has filtered Language as “Spanish” and Test Status as “Not Started” to confirm that ten students are assigned the online Spanish accommodation. 



Confirm Accommodations
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Presenter Notes
Presentation Notes
Here, the Filter icon notes a yellow circle with the number two in it, which indicates the Coordinator has selected two filters, and the Coordinator can count that there are ten students with the online Accommodation of “Language – Spanish.” 

You may repeat this process with a combination of filters to confirm student accommodations. This activity can be done multiple times between now and throughout testing. As you approach testing, be certain to confirm accommodations a week before testing begins so that updates can be made as needed prior to test day.



Confirm Accommodations IL Support Site Training 
il.mypearsonsupport.com/training
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Presenter Notes
Presentation Notes
You can make updates to student accommodations in the User Interface or by uploading an Accommodations Upload Template. Go to Rostering first and then Users to update accommodations in the user interface or choose Student Accommodation Upload to make updates. Review the Accommodations Overview training for more information at il.mypearsonsupport.com/training.

il.mypearsonsupport.com/training


Print Proctor and Student Print Cards
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Presenter Notes
Presentation Notes
Now that the STC has created Proctor Groups, organized student rosters, and confirmed and updated student accommodations, it’s time to prepare for the day of testing. About a week before testing, when no more changes are anticipated, print the Proctor Group and Student Print Cards.



Print Proctor and Student Print Cards

IL Support Site Training 
il.mypearsonsupport.com/training
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Presenter Notes
Presentation Notes
The Proctor Print Cards contain the Test Code, Proctor Password, and Seal Codes. Review the Test Management for Test Proctors and Test Support Staff training to review how Test Proctors use this proctor card to log into a test at il.mypearsonsupport.com/training.

il.mypearsonsupport.com/training


Print Proctor and Student Print Cards
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Presenter Notes
Presentation Notes
Student Print Cards include student names and their unique State IDs, which they will enter into TestNav to test. Review the Test Management for Test Proctors and Test Support Staff training to review how students use the student print card with the Test Proctor’s help to log into a test.



Print Proctor and Student Print Cards
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Presenter Notes
Presentation Notes
Coordinators are encouraged to delegate Test Support Staff who have signed the Security Agreement to cut and organize student print cards into stacks for each Test Proctor and to bundle those cards with each Proctor Print Card. This work should be done in conjunction with organizing testing materials in a secure location where Test Proctors will report on the morning of testing for their proctoring assignment.



Monitor Testing
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Presenter Notes
Presentation Notes
Once Test Proctors and students begin testing, the School Test Coordinator can monitor campus progress through the Proctor Groups previously created. The STC at Little Valley Elementary can see in this view that three of the six Proctor Groups have begun testing. Based on the STC’s roster, they can also see that the blue bar is showing all students have begun testing in Mr. Loomis and Miss Miller’s classes. The STC can also see that only three of the ten Spanish students have attempted testing. By selecting the Proctor button, the STC can view Miss Anderson’s dashboard to see whether assistance may be needed.



Monitor Testing
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Presenter Notes
Presentation Notes
Miss Anderson’s dashboard shows that two students are testing, and a third is waiting for Miss Anderson to approve the session to begin testing. 



Monitor Testing
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Presenter Notes
Presentation Notes
Back at the School Test Coordinator dashboard, the STC can continue to monitor progress as more students log into testing. The STC can select the Proctor button for each group to monitor student progress.



Monitor Testing

IL Support Site Training 
il.mypearsonsupport.com/training

24

Presenter Notes
Presentation Notes
As testing days conclude, School Test Coordinators will not be required to submit or mark complete any student tests that were exited or not started. Monitoring testing should include encouraging Test Proctors to remind students to submit tests at the end of each section. Marking tests complete and submitting tests will now be an automated process that will be completed by Pearson after the testing window is finished.

The Test Management for District and School Test Coordinators checklist is available for download on the Support Site under Resource Materials at il.mypearsonsupport.com/iar-summative-resources.

For steps to return test materials, look for the Return Test Materials training on the Illinois Support Site, available on March third.


il.mypearsonsupport.com/training


Contact 
Information
Email Pearson:
SCHIllinoisTeam@pearson.com

Illinois Customer Support:
1-833-213-3879

Illinois Support Page
il.mypearsonsupport.com
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Presenter Notes
Presentation Notes
This concludes the Spring 2025 Test Management for District and School Test Coordinator training for the Illinois Assessment of Readiness and Science Assessment Administrations. Please watch for future trainings, which will be posted on the Illinois Support Page at il.mypearsonsupport.com.

We hope that you have found this training useful for learning more about the Spring 2025 testing season. For questions, please contact Pearson by email at SCHIllinoisTeam@pearson.com or call Customer Support at 1-833-213-3879. You may also visit the Illinois Support Page to schedule a meeting with customer support by selecting the Contact Support button.

SCHIllinoisTeam@pearson.com
il.mypearsonsupport.com
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