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Presenter Notes
Presentation Notes
Welcome to the Illinois Administration Platform Test Management for Test Proctors and Test Support Staff video. Today's video will provide the steps to administer and access tests for Spring 2025.



Notes

• Use this training in conjunction with the test proctor script and IAR/ISA Computer-Based 
& Paper-Based Test Administration and Proctoring Manual.

• Test Proctors and Test Support Staff are required to:
• Attend training provided by the School Test Coordinator.

• Read the test proctor script and the test administration and proctoring manual at least one 
week before testing.

• Find before, during, and after testing activities in the test administration and proctoring 
manual.

• Find the test proctor script and the test administration and proctoring manual on the 
Illinois Support Site at il.mypearsonsupport.com.
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Presenter Notes
Presentation Notes
This training is to be used in conjunction with the test proctor script and the IAR/ISA Computer-Based and Paper-Based Test Administration and Proctoring Manual.Test Proctors and Test Support Staff are required to attend training provided by the School Test Coordinator and are expected to read the test proctor script and the test administration and proctoring manual at least one week before testing. The before, during, and after testing activities can be found in the test administration and proctoring manual.The test proctor script and the test administration and proctoring manual can be found on the Illinois Support Site at il.mypearsonsupport.com.



Proctor Logging into a Test

1. Use the Proctor Test Ticket provided by the School Test Coordinator.
• Go to il.adamexam.com/#/proctor. 

2. Enter the test code and Proctor Password from the ticket and select Submit button.

3. Read and agree to the Proctor Acknowledgement.
• Agree you have read the security agreement and understand your role as a testing proctor.

• You will be prompted to fill out the security agreement only upon first time entry into the Illinois 
Summative Administration Platform.

4. Select the Save button.
•   View your dashboard.
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Presenter Notes
Presentation Notes
Now, let’s discuss the login process for proctors. The morning of testing, you will receive a Proctor Test Ticket and Student Test Tickets, or print cards, from the School Test Coordinator. Using the Proctor Test Ticket provided by the School Test Coordinator, go to il.adamexam.com/#/proctor. 



Proctor Logging into a Test
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Presenter Notes
Presentation Notes
Then, enter the test code and Proctor Password from the ticket, and select the Submit button. 



Proctor Logging into a Test
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Presenter Notes
Presentation Notes
You will be prompted to read the Proctor Acknowledgement and agree that you have read the security agreement and understand your role as a testing proctor. You will only be prompted to fill out this agreement the first time you enter the Illinois Summative Administration Platform.After entering your first and last name and reading the Proctor Acknowledgement, select the “I Agree” checkbox. Select the Save button. You will then be allowed to view your dashboard.



Proctor Logging into a Test
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Presenter Notes
Presentation Notes
The proctor dashboard contains testing information including the Test Code, Proctor Password, and Seal Codes found under Actions in the top right of your screen. 



Students Logging into a Test
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Presenter Notes
Presentation Notes
Now, let’s discuss the login process for students. Students must first enter the test code. Entering the test code will allow students to join your proctor group. You can find the test code in the upper right corner of the dashboard on the ADAM Exam site, under Actions. If you have a smartboard, you may select the expand arrows to the right of the test code to display the code for students using a smartboard. Otherwise, copy the test code onto a board in the testing room where all students can clearly see it. Once students enter the test code, they must enter their Last Name and State Identification Number.Students will also need to enter a seal code into TestNav for the testing section. In this example, there are three seal codes, or three sections, in the Grade 6 Math test. 



Students Logging into a Test
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Presenter Notes
Presentation Notes
Copy the seal code of only the sections being tested onto a board in the testing room where all students can clearly see it. 



Students Logging into a Test
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Presenter Notes
Presentation Notes
The student print card contains the student’s last name and the student’s state ID. Both will be entered into TestNav. After students open the TestNav app, the proctor script will instruct students to test their audio and microphone, if needed. Then students will enter the test code that the test proctor has displayed at the front of the room and then select the NEXT button. Students do not need to capitalize the code to enter it into TestNav.



Students Logging into a Test
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Presenter Notes
Presentation Notes
The next screen will prompt the student to enter their last name and state ID as it appears on their Student Print Card. Once the student enters their information and selects the NEXT button, they will be asked to confirm the test they are taking and their name.



Students Logging into a Test
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Presenter Notes
Presentation Notes
Students will confirm their test and their name, and then they will select the NEXT button.



Students Logging into a Test
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Presenter Notes
Presentation Notes
TestNav will load the test and wait for the proctor to approve tests before allowing students to test. Students will see this screen until the proctor allows access to begin testing.



Students Logging into a Test

13

Presenter Notes
Presentation Notes
As students log on and get to the, “Waiting Approval Please wait for proctor to let you in” screen in TestNav, the proctor will see students appear on the dashboard as “Needs Attention.” This is expected. At this time, the proctor will take out the list of accommodations the School Test Coordinator provided and verify accuracy of the accommodations assigned on the dashboard by hovering over the number beneath the Accommodations column on the dashboard.



Students Logging into a Test
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Presenter Notes
Presentation Notes
After verifying student accommodations, the proctor may choose to individually approve the session for each student to test by clicking on the kabob (three dots) menu to the right of each student under the Actions column.



Students Logging into a Test

15

Presenter Notes
Presentation Notes
Or the proctor may choose to verify all student accommodations by selecting the “Approve All Sessions” option to have them begin simultaneously.



Proctor Starting and Monitoring a Test

16

Presenter Notes
Presentation Notes
After students are approved to test, students will be prompted to start the test by selecting the blue Start button. The next screen takes the students to the test directions of the first section where they will enter the first seal code in the text box found at the bottom of the screen. Then, students may begin testing.



Proctor Starting and Monitoring a Test
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Presenter Notes
Presentation Notes
In this example, seven students are registered to take the Grade 6 Math test. Four have been approved individually to begin testing. One of the students approved to test began testing, exited to take a break, and the test proctor reseated the student so that student could continue testing. Three students are waiting to be approved in Needs Attention status.The Proctor dashboard will account for each testing status using the following notifications:Not Started – The student has not signed into the test. In Progress – The student has signed into the test. Submitted – The student has completed the test and submitted their answers.Needs Attention – The student requires action by the proctor, usually to be reseated.Reseated – The student has been reseated.Exited – The student has exited their test without submitting their answers.



Proctor Starting and Monitoring a Test
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Presenter Notes
Presentation Notes
The test proctor should monitor student testing statuses across the Test Status dashboard. Tests not started by a student will show as “Not Started” or “Needs Attention.” Started sessions will show “In Progress,” “Reseated,” or “Exited.” And when students have submitted a test, the test status will turn green and display a green checkmark.Students may be reseated, or resume testing, individually using the kabob to the right of the student under the Actions column or by group using the Reseat button under Group Actions.For more information on the testing process, review the test proctor script and the test administration and proctoring manual on the Illinois Support Site at il.mypearsonsupport.com.



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 Proctor and Test Support Staff 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.
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