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Presenter Notes
Presentation Notes
Welcome to the Illinois Administration Platform Getting Started training video. Today’s video will cover how to log in and create users in LaunchPad.

LaunchPad provides rostering and authentication into the Illinois Administration Platform. 

Today’s demonstration is for District and School Test Coordinators.


Getting Started

District and School Test Coordinator

 District Test Coordinator (DTC) and School Test Coordinator (STC) accounts have been created.
Account Owners will receive an automated email from Pearson LaunchPad.

Welcome to LaunchPad,

LaunchPad is your portal to launch powerful Pearson assessment and reporting tools.

Your LaunchPad username is: @pearson.com

Before you can get started, you need to first set a password for your account.

SET PASSWORD

This account setup request was triggered at 4:21PM Nov 13, 2024 CDT.
This link will expire in 5 days.

This message was sent to
If you have questions or concerns, please contact your Assessment Program administrator.

« The Set Password link will be valid for five days.


Presenter Notes
Presentation Notes
LaunchPad accounts were created for individuals listed as District Test Coordinators, also known as DTCs, and School Test Coordinators, also known as STCs, in the Illinois State Board of Education Entity Profile System, or EPS. If a LaunchPad account was created for you, you should have received a Welcome email from noreply@mail.launchpad.pearson.com containing your username for the Illinois Administration Platform.

The email prompts you to select the Set Password button to create a password. Please note that the password link is only valid for five days. If the link expires, you will need to contact the DTC or STC and request a new Welcome email.



Getting Started

District and School Test Coordinator

Check your Spam folder for an email from noreply@mail.launchpad.pearson.com.

If you are a DTC and have not received the Welcome email and username, please contact the
llinois State Board of Education (ISBE) to create your account:

» Victoria Henderson - vhenders@isbe.net
 John Hicks - [hicks@isbe.net

If you are not a DTC and need access to the Illinois Administration Platform, please contact
your DTC.

If you have received your information, log in to LaunchPad using the Sign In page:
https://launchpad.pearson.com/#/.



Presenter Notes
Presentation Notes
If you do not think you received a Welcome email, please check your Spam folder for an email from noreply@mail.launchpad.pearson.com.

If you are a DTC and have not received a Welcome email, please contact one of the Illinois State Board of Education, or ISBE, staff to create your account. Your points of contact are Victoria Henderson at vhenders@isbe.net or John Hicks at jhicks@isbe.net.

If you are not a DTC and need access to the Illinois Administration Platform, please contact your DTC. 

If you have received your username and set your password, you may now log into LaunchPad using the Sign In page located at https://launchpad.pearson.com/#/.

mailto:noreply@mail.launchpad.pearson.com
mailto:jhicks@isbe.net
https://launchpad.pearson.com/#/

How to Log In
Find lllinois Administration Platform

e Enter “lllinois Administration Platform” in the text box to find the correct administration.
 Then, select the Continue to Sign In button.

LaunchPad

Select your Educational Agency or School District

[llinois Administration Platform X

Continue to Sign In

If you need assistance with your account, please contact the administrator at your district or
school.


Presenter Notes
Presentation Notes
The first time you log in, enter “Illinois Administration Platform” in the text field to find the correct administration. After the initial login, LaunchPad will remember your educational agency.

Then, select the Continue to Sign In button.



How to Log In

Username and Password

 Enter your username and password.
« Select the Sign in button.

’ILLINOIS
STATE BOARD Of
EDUCATION

lllinois Administration Platform

Username

Username

Password

E First Time Sign In / Reset Password

'I_LLINOIS_ _
STATE BOARD O
EDUCATION

lllinois Administration Platform

Set up / Reset Password

Enter your account username below and we will send an email
with instructions to set up a new password.

Username

& Back to Sign In



Presenter Notes
Presentation Notes
Enter your username and password in the corresponding text fields. Your username, provided in your Welcome email, is typically your email address or a variation thereof.

Then, select the Sign in button.

If you forget your password, select the First Time Sign In/Reset Password link. Enter your username and select the Send Email button. You will receive an email to reset your password.


How to Log In
lllinois Administration Platform

-

ILLINOIS
'ETD’E,};EA%AEDOF lllinois Administration Platform Lo Gsgow

sta Home

¢ Data Import IL Summative Administration Platform

Summative administration platform for all IAR and 1SA Spring

testing powered by ADAM
ROSTER DATA

Orgs
Additional Links
22 Users
@ Roles Illinois MyPearson Support Page lllinois Administration Platform Application
[ . . < Support
& Demographics This site hosts the tools necessary for District and Schoel Test
Coordinators, Technology Coordinators, teachers, students, and test Online help videos and articles
proctors to prepare for and administer the lllinois Assessment of
Readiness and lllinois Science Assessment.
Illinois Customer Support Chat Submit a Pearson Help Desk Request
Pearson lllinois customer support is a technical resource for schools Clicking here will initiate the creation of a Help Desk case, after
and districts participating in IAR and ISA. Call lllinois Customer which a member of the lllinois Customer Support team will be
Support 1-833-213-3879. Hours: M-F, 6:30 am - 6 pm (JAN - MAY): assigned to assist you.

M-F, 7 am - 5 pm (JUNE - DEC).
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Presentation Notes
After logging in to LaunchPad, you will land on the Home page. 

From the Home page, you can select the IL Summative Administration Platform tile to go directly into the administration platform.







ILLINOIS

Navigation
lllinois Administration Platform

EDUCATION

% Home

a Test Management
3 Rostering

il Reporting

Q. Operations

W Orders

Home

New lllinois Administratio...

Posted on Aug 6, 2024

Welcome to the new lllinois Administration Platform powered by ADAM. From here you
can administer the lllinois Assessments of Readiness (1AR) for Math and ELA and the
llinois Science Assessment (ISA).

Additional helpful resources for test preparation and administration can be found at
the IL Support Page.

Spring 2025 Testing Wind...

Posted on Aug 6, 2024

The Spring 2025 test administration windows for IAR and ISA are as follows:

IAR (ELA/Math) — Paper Testing Window 3/3/25 - 4/4/25

IAR (ELA/Math) — Online Testing Window 3/3/25 - 4/18/25

Upcoming Trainings News

Posted on Oct |, 2024

Recorded trainings will be posted to the IL Support page to prepare users for the
upcoming Spring 2025 1AR and ISA test administrations.

= Highlighting new features

What's New? O”d*’{‘”l‘:hc’”ges‘ JERLTE November 8, 2024
upcoming administration

Crosswalk between PAN . Key Words,"'termmology

and new IL
Administration Platform

differences from 2024 to Novernber 15, 2024
2025

* Accessing the new
Getting Started (Access system
. AY

December 2, 2024


Presenter Notes
Presentation Notes
On the landing page for the Illinois Summative Administration Platform, you can review news bulletins or use the navigation pane to access the Test Management, Rostering, Reporting, Operations, and Orders sections. 

More training on each section of the platform will be forthcoming. Check the bulletin board for the schedule of upcoming trainings and visit https://il.mypearsonsupport.com/training/ to view the currently available trainings.


User Roles
Understanding the User Roles

User Roles

District Test Coordinator

School Test Coordinator

Technology Coordinator

Permissions Overview

-Upload and edit non-student users
-View roster data, organizations, and demographics

-Upload and edit non-student users
-View roster data, organizations, and demographics

-View users (cannot create or edit users)
-View roster data, organizations, and demographics


Presenter Notes
Presentation Notes
Three user roles are currently available in LaunchPad: District Test Coordinator, School Test Coordinator, and Technology Coordinator. DTCs and STCs both have the ability to create user roles. Each role can view roster data, organizations, and demographics, however a technology coordinator can only view users and has no permissions to create or edit users.



Creating Users
Manual or Upload User Role Creation

Use one of the following options to create user roles:

° Manua| LP Auth Not Set

o, Export Student Details

« Upload a user file
o, Export Filtered Data

ILLINOIS
STATE BOARD OF 1 1 ini H
'EDUCATION Illinois Administration Platform o, Export All Data
§
¢ Data Import IL Summative Administration Platform LP LastM "'f Send Welcome Emails
« Summative administration platform for all IAR and ISA Spring
ROSTER DATA NG powerEe by ARAL 2024-11-08 @ Create New User
Qrgs » . S
! Additional Links 2024-11-08T19:50:10.7712
£ Users
@& Roles Illinois MyPearson Support Page
@ Demographics Ii This site hosts the tools necessary for District and School Test

Coordinators, Technology Coordinators, teachers, students, and test
proctors to prepare for and administer the lllinois Assessment of

Readiness and lllinois Science Assessment.

lllinois Customer Support Chat
Pearson lllinois customer support is a technical resource for schools

and districts participating in IAR and ISA. Call lllinois Customer
Support 1-833-213-3879. Hours: M-F, 6:30 am - 6 pm (JAN - MAY);
M-F, 7 am - 5 pm (JUNE - DEC).
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Presentation Notes
There are two options for creating user roles in LaunchPad. The first is to manually create a user in the interface. The second is to upload a user file.  Keep in mind that each user can only be assigned to one user role. If a user serves a dual role, assign the higher role.

Let’s start by looking at the first option.

Manually creating new user accounts is quick and easy in the interface. This is a great option if you are only creating a few new accounts. 

To start the manual creation of a new user account, navigate back to the Home page. In the Roster Data section of the navigation pane, select Users. Then, select the Actions drop-down menu and choose ”Create New User.” Based on site configurations, you will only be able to create users with the same role permissions or lower than your own role in LaunchPad.


User:

First Name*

Last Name*

Primary Role*

School Test Coordinator

Primary Org*
Primary Org
Search
¥ lllinois Administration Platform
4
- »  AAA Academy

Creating Users
Manual User Role Creation

Identifier*

@pearson.com

@D Use Identifier for Username and Sourced 1D

Username™

@pearson.com
Sourced ID*

@pearson.com
Email*

@pearson.com

@D Enabled User

Cancel a’ Save Changes
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Presentation Notes
You will be taken to the user creation form. Fill in the required fields to create the new user.

For ease of use, the Identifier, Username, and Email fields can be set to the same value, all lowercase. You can also select the toggle next to “Use Identifier for Username and Sourced ID” to use the same value for the Sourced ID, if desired. These are all required fields, but their values can be the same.

In the Primary Role drop-down menu field, select the user's role that will enable them to complete their required tasks (for example, School Test Coordinator).

In the Primary Org drop-down menu field, select the primary organization for the new user. Please note that only districts or schools with which you are associated will appear in the drop-down to assign to the new user. This means you can only create new user accounts within your own district or school.

When you have filled out all the fields, select the Save Changes button to save the record. This will create the new user role and refresh the page to show the saved user’s information.

Once you have created the user’s role in the assessment platform, you will send the new login information to the new user.
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Creating Users
User File Upload

Home

Data Import

ROSTER DATA

oo
=Y

&
S

Orgs
Users
Roles

Demographics

Data Import

Single File Upload

Upload History 11/21/2024 04:59 P

No files have been uploaded

I, Upload File

I, Upload File
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Presentation Notes
Now, let’s look at the second way of creating new users. If you have more than a one user to add with the same user role type, you can complete a bulk upload instead of creating the accounts individually. To do this, you will fill out a users template. 

Select Data Import in the navigation pane. Then, select the Upload File button.



Creating Users
User File Upload

File Upload X

File Type School Year

Orgs Students 2024-2025 v

Role

School Test Coordinator v

1 Download the Users Template CSV file

ok, Users Template CSV

2 Open the file using Sheets, Numbers or Excel. Fill in the file with your desired changes.
Field key:

- sourcedld: unique identifier for user.

- orgSourcedl|ds: id for the user's org assignment. This can be a comma-separated list, if needed.
- username: will be used for login purposes.

- firstName

- lastName

- identifier: recognizable ID for the user. This can be the same value as the sourcedld.

- email: necessary for user access, and for password update purposes.

- status: Active or ToBeDeleted. (optional; will default to Active if left blank).

3 Upload Users File

Choose File  No file chosen

12
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Presentation Notes
This will take you to the File Upload screen. 

As a DTC or STC, you will only have the permission to upload non-student user information. “Non-Student Users” will always be selected in the File Type field when uploading a file.

To begin, select the appropriate value in the School Year field. Then, select the user role in the Role drop-down menu field. Keep in mind that you can only upload one user role type within a single template file. For example, you cannot upload both DTC and STC users in the same file upload.

Select the Users Template CSV button to download the template. Be sure to open the file in a spreadsheet application, such as Google Sheets, Microsoft Excel, or Apple Numbers. 


Creating Users
User File Upload Example

For each user:

Complete all columns.

Enter the user’'s email address in the sourcedid, username, identifier, and email columns.
Enter “active” in the status column.

Enter the district or school Sourced ID with which the user is associated in the
orgSourcedlds column.

sourcedld

orgSourcedlds username firstName lastName identifier email status
@pearson.com OrgExample ) @pearson.com ) : ) @pearson.com ) .@pearson.com active

13


Presenter Notes
Presentation Notes
Be sure to complete all columns for each user. If any columns are left blank, the template will not upload successfully.

Enter the user’s email address in the sourcedid, username, identifier, and email columns.

Enter “active” in the status column.

Enter the district or school Sourced ID with which the user is associated in the orgSourcedIds column. It’s critical that the Sourced ID from LaunchPad is entered correctly in this column. A list of district and school Sourced IDs is available within LaunchPad.


Creating Users
Finding Sourced IDs

To find a district or school Sourced ID:
 Select Orgs in the navigation pane.

gez Home

Organization 19
X Data Import

e s Search Name or ID Q Status: All ~ Type: All ~
Orgs
2 Users Name Identifier Type Sourcedid Status
& Roles lllinois Practice State ilpt_practice_state State ilpt_practice_state Active

(& Demographics

« Enter the Sourced ID in the Sourcedld column in the orgSourcedlds column in the users template.

* Important:
« lllinois district and school Sourced IDs begin with leading zeros.

 Leading zeros must appear in the orgSourcedlds column in the users template. ”


Presenter Notes
Presentation Notes
To search for a Sourced ID, select Orgs in the navigation pane. This will take you to the Organization screen. As a DTC or STC, you will only see a list of organizations with which you are associated.

The Sourced ID for each district or school will be listed in the SourcedId column. Use this information to fill out the orgSourcedIds column for each user in the users template.

Note that all Illinois district and school Sourced IDs begin with leading zeros. This number must be entered in the template exactly as shown. If the leading zeros are not present, the template upload will fail.

Once you have finished filling out the template, save the file locally on your computer or device in a CSV format. On the File Upload screen, select the Choose File button and select the file you just saved. 


Creating Users
User Upload File Example

Upload History 11/21/2024 02:07 PM

Status Uploaded By User Org File Type Date/Time
'ci';:'":lms I”inois l[\rlm:nic'l'r:ﬂ'inn Dlatfrrm lleare - Tarhnalame Canrdinatar 11 /31424 N41-E0-22 DhA
Single File Sync Details Complete |
Entity Status Total Modified Deleted Unchanged Failed
Com
Users with m 1 0 0 0 1
Com
Roles with E:Es 1 0 0 0 1
<, Download Error Report Close
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Presenter Notes
Presentation Notes
After the upload is complete, check that the user accounts were successfully created. 

If the Status column says, "Complete with Errors," select the row on the screen that has the error. Then, select the Download Error Report button to download the error report. Open the file to determine the issue of why the user account was not created.

Repeat the entire users template process for other user roles as needed.


Creating Users
Sending Single User Welcome Emails

Select Users in the navigation pane.
Enter a name to search.

In the results, select the user's name.
Select the Actions drop-down menu button and choose "Send Welcome Email.”

ILLINOIS o . )
'Eﬁﬁ%ﬁiﬁ*‘,‘,‘w' lllinois Administration Platform

1.
2.
3.
3

< Send Welcome Email

&% Home
Users 1
=% Dt knport # Edit User
ROSTER DATA Q Status: active ™ Grade: All = Role: Orgs: All =
B Orgs
Last Mame © First Name Identifier © Primary Grade Role Organization Name

Hinzis Administration

& FRoles

Platform

@& Demographics
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Presenter Notes
Presentation Notes
Once you are done adding new users to LaunchPad, you will need to send their sign-in information through email. Note that because user records must sync to the Illinois Administration Platform, it is best practice to wait at least one day after adding a user to LaunchPad before sending their Welcome email.

You choose to send Welcome emails send to one or multiple users. The email received by each user will provide their username and a link to create their account password. 

To send a Welcome email to a single user, select Users in the navigation pane.

On the Users screen, enter the name of the user in the text field and select the Search icon.

In the results, select the user’s name.

Select the Actions drop-down menu button and choose “Send Welcome Email.”


Creating Users
Sending Single User Welcome Emails

ILLINOIS |
. - . . . . ) ).
'EB&('{C&A#PD}&NHU . I "I nois Admln IStratIon Platform llinois Administration Platform = Sign Out

z2s Home

- ser
X Data Import

4 Send Welcome Email

e First Name Status [ Active } Enabled User True
Last Name Identifier LP Last
Orgs By 8/23/2024 9:34:39 AM
. " " I
e Primary Role System Admin, lllinois Username e
Administration Platform Updated By

& Roles Grade Email @pearson.com
@ Demographics

Org and Role Records  Class Enrollment  Additional Info

Role Org Name Client Role Type Begin Date End Date Status LP LastModified

. llinois Administration Illinois Administration , ,
System Admin Primary Active 8/23/2024 9:34:39 AM

Platform Platform
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Creating Users
Sending Multiple User Welcome Emails

1. Select Users in the navigation pane.
Select the Role drop-down menu button and choose the appropriate role(s).

To avoid sending another Welcome email to users who have already authenticated, select the
toggle next to “LP Auth Not Set.”

ILLINOIS
STATE BOARD OF 1 H 1N H S = Sign Out
’EDUCATION lllinois Administration Platform linois Administration Platform g
s Home ) )
Users 802202 LP Auth Not Set ! Actions ~
> Data Import
ROSTER DATA Search Name or ID Q Status: active ~ Grade: All~ Role: All ~ Orgs: All = All Filters
Orgs
Last Name First Name Identifier Primary Grade Role Organization Name Sourcedid Status LP LastModified -
& Roles 100102272 07 Student  Owen Elem Scholastic Academy 100102272 Active 2024-11-08T19:46:00.133Z
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To send Welcome emails to multiple users, select Users in the navigation pane.

On the Users screen, select the Role drop-down menu button. Choose the role or roles to which you would like to send Welcome Emails by selecting the check boxes next to each one. Select the Save button.

If some users have already authenticated, you may filter them out to avoid sending them another Welcome email. To do this, select the toggle next to “LP Auth Not Set.”


Creating Users
Sending Multiple User Welcome Emails

4. Select the Actions drop-down menu button and choose "Send Welcome Emails.”
5. Inthe confirmation pop-up window, click the Send Welcome Emails button.

LP Auth Not Set : Actions ~

Send Welcome Emails

- b, Export Student Details

Welcome emails will be sent to 7 users.

b, Export Filtered Data

b, Export All Data Cance:

<4 Send Welcome Emails
2024-11-081 @) create New User

LP LastMod

WA Ad ADTA D A0 TTAdT
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Presenter Notes
Presentation Notes
Select the Actions drop-down menu button and choose “Send Welcome Emails.” A confirmation pop-up window will display. Select the Send Welcome Emails button.

Again, the email received by each user will provide their username and a link to create their account password.


Contact
INnformation

Email Pearson:

SCHIllinoisTeam@pearson.com

lllinois Customer Support:
1-833-213-3879

lllinois Support Page
https://il.mypearsonsupport.com/



Presenter Notes
Presentation Notes
This concludes the spring 2025 Getting Started 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 https://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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