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 Make-up Test Guide 
Version 1 

 
 
 
This guide outlines the process for administering a Make-up Test for students who were unable to complete specific sections of the test. 
 
Steps to generate a report for students requiring a Make-up Tests: 

Steps/Directions Screenshot 
Navigate to Operations > Session 
Explorer 
 
 
On the Session Explorer Filter, 
 
Find Test Information: 
 
In Test Program select IL Spring 
2025 ELA, Math, and Science 
 
Find Report Filters: 
 
Select the Organization. 
 
In Test Status select the following: 
In Progress, Not Started, 
Reseated, Exited 
 
Click Search. 
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Session Explorer will yield the 
results for students who need a 
make- up test.  
 
Locate the three dots in the top 
right corner of the screen, there is 
an option to Export Selected 
Session. 
 
A popup will show to Select data 
to include with the export. 
 
Click Apply. 
 
 
 
 
 
 
 

 

To download the export, click on 
Export History. 
 
 
Then click on the download icon 
to download the Export Selected 
Session file.  
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The Export Selected Session file 
includes the necessary information to 
organize make-up tests for these 
students.  

 
 
It provides details about student 
information, Proctor Group, Test Code, 
Status, Accountability code, Start time, 
and Test time in seconds. 
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If a DTC, STC, or Technology Coordinator is conducting a make-up test for one single student, please follow these steps: 

Step/Directions Screenshot 
Navigate to Rostering > Users 
 
Enter the name or the ID of the 
student. 
 
Then click on the Edit Icon on the 
Action column.  
 
 

 
 

 
 

 

On the Student Information page, 
go to Administrations. 
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Locate the test that the student needs 
to make-up. 
  
Next, click on the three dots and 
select Proctor Dashboard. 
 
This will open the Proctor Dashboard 
in a new browser window, allowing 
you to administer the student's make-
up test. 
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If a DTC, STC, or Technology Coordinator is conducting a make-up test for more than one student, with different grades, and/or different proctor 
groups: 

Step/Directions Screenshot 
Step 1. Navigate to Test 
Management > Administrations. 

 
Locate the administration card 
and then select 
the View under Proctor Groups. 

 

 

 
 

Step 2: The user will select the 
Proctor Play button for the Proctor 
Group of the student requiring a 
makeup. (Note: A new browser 
window will open the Proctor 
Dashboard.) 
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Step 3: Then repeat this process to 
open other Proctor Groups for any 
makeup student who needs 
proctoring. 

 
 
 

The STC will have different browsers 
open of those students to 
administer their testing.  
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If a teacher needs to administer a makeup test for those students. 

Step/Directions Screenshot 

Step 1: STC or DTC will gather all 
Proctor Print Cards of where the 
students need a makeup test. If not 
already printed, please reprint by 
navigating to Test Management > 
Administrations. 

 
Locate the administration and 
then select the Print 
Cards under Proctor Groups. 

 

 

 

   
 

Step 2: The teacher (Test Proctor) 
must log in to the Proctor 
Dashboard on three different 
browsers by visiting 
https://il.adamexam.com/#/proctor  

 
This allows the teacher (Makeup 
Test Proctor) to administer the 
students effectively. 
 
Note: The Makeup Test Proctor 
must sign the Proctor 
Acknowledgment agreement 
outside of ADAM. 
 

 

 

 

https://il.adamexam.com/#/proctor

