ILLINOIS.” : Manually Creating Proctor Groups
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This document will provide guidance for creating test proctor groups in the lllinois Administration Platform.

Steps are provided to show Test Coordinators how to:

e Create Proctor Groups without Students (Recommended method featured in training video.)
e Create Proctor Groups for Small Group Testing
e Create Proctor Groups for Make-up Testing

e Create Proctor Groups with Students

e Edit Proctor Groups (e.g., add, remove, or move students)

Please ensure that proctor groups have been created prior to testing and select the training tab at http://il.mypearsonsupport.com to review the recommended
process for creating proctor groups and to access other task-based modules on how to start, monitor, and end proctor groups.

(Note: Do Not Use Print Cards (PG Create only) on Proctor Groups)

Create Proctor Groups without Students (Recommended method featured in training video.)

Step/Directions Screenshot
Step 1. Navigate to Test Management >
Administrations. = Administrations Current | past O View: B8 S
@ Home
Locate the administration and then . o
select the View under Proctor Groups.
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http://il.mypearsonsupport.com/

Step 2. Click Create Group

€« Grade 6 Math: Proctor Groups
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STUDENTS 0 59 &2 view Unassigned
o TESTCODE  CDGZS4 PASSWORD  WKDMAZ
Higde Ery I 1to0(0) -

Name Testing School Students Test Code Proctor Pw Test Progress Actions
Step 3. On the Proctor Group Config page,
enter the Proctor Group Name.

Proctor Group Config
(Note: The Proctor Group Name should

. . N roctor Group Name
follow a consistent naming convention. o ' ot b1
urphy Grade 6 Math Room 102
Here, the coordinator uses the Test Proctor
. Testing School Setup
name, grade level, subject, and room
information.)
Is t ri L t
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Click Submit. ——— =
Little Valley Elementary
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cancel m

*Note: Repeat these same steps to create proctor groups (without students) for small group and make-up testing.




Create Proctor Groups with Students

You can add students as part of creating the proctor group. In the Add Students Please do the following steps:

Step/Directions

Screenshot

Step 1: From Step 3 above, before
submitting, go to the plus icon to add
student to the Proctor Group.

Proctor Group Config
Proctor Group Name
Murphy Grode & Math Room 102

Testing School Setup

Select Your District

Columbus School District

Select Your School

Little Valley Elementary

& Students

None

Cancel

Submit

Step 2. Search for students by name or use
additional filters to search by
accommodation and school. (Note: the
class filter will not be enabled)

Add Students

A

Show odditional filters

Sunshine Middle School

(0} students In Proctor Group 1to 10 (51)
LFirst Last
Name Organization identifier * Name Test Status
& Aaryan 1000078 Bay EXITED
2t avoey 100001357 Sandoval NOT STARTED
2t Apauliohi e Middie 100001738 Watts NOT STARTED
s Aleondre @ Micdie 100001769 salinas NOT STARTED
chool
st Alsxondnio wicdle 100001633 Hopkins NOT STARTED
o
Arju widdle 100001692 Barlow NOT STARTED
Asiya e Middie 100001748 Prat NOT STARTED
Aya Micdie 100001748 Murray NOT STARTED
Barney widdle 100001683 Merril NOT STARTED
Betsy Sunshine Middie 100001688 Michae NOT STARTED

x
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Step 3. Anicon in the first column indicates
the student is already in a proctor group; Add students
hovering over it indicates the currently : st e e
aSS'gned group Sunshine Middie School

*

(6) Students In Proctor Group Tto10 (1) 2 s a4
L First Lost
Name Organization Identifier ~ Name Test Status Accommodation  Actions
== | soryon 100005 Day exiTED -+
az | apbey 100001357  Sandoval NOT STARTED -+
watts NOT STARTED +
salinas NOT STARTED -+
a Alexandria 100001633 Hopkins NOT STARTED +
Arjun Sunshine Middle 100001682 Barlow NOT STARTED +
School
Asiya Sunshine Middls 100001749 Pratt NOT STARTED +
School
aya 100001746 Murray NGT STARTED +
Bamey 100001683 Mermil NOT STARTED +
Bets, 100001688 Michae! NOT STARTED +

§

Step 4. Click the plus icon to add a single
student or click the Add # Students button Addl Students
to add all the students on the current page.

PR —

Click Close when done and Submit. (00 Sttt s Preneton s
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100001683 Merril NOT STARTED +
. 10000IERE  Michas NOT STARTED -+
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*Note: Repeat these same steps to create proctor groups (with students) for small group and make-up testing.



Edit Proctor Groups

Proctor Groups may be modified after they are created. On the proctor group editing page, the name of the proctor group can be changed, and students may be

added or deleted.

= Test Management

Step/Directions Screenshot
Step 1. Go to Test Management >
Administrations. In the appropriate admin = Administrations - ract @0 view | B =
card, select View under Proctor Groups. P
Y Filter
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Step 2. Locate the proctor group where the
student should be placed.
Click the Students icon in the Actions e
column.
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Step 3. Click Edit Proctor Group.

€ Mr Geyer Grade 6 Math Room 42 Students

FORM TYPE

21

removed from their previous proctor group
(or the unassigned group, if applicable).

School

STUDENTS gCCOMML‘DA‘[D |g:GLLAR View by Form Type: | All (21) v
T Test Code: ZBKGOS wie .
Display Name Orgs Testing School Test Progress Test Status Form Type Form Auth Fields (Family Name, Identifier) Accommodation  Code  Actions
Step 4. Select the plus symbol to add
Student(s). Proctor Group Config
This setup allows you to create additional proctor group that can be ossigned to a testing school within or outside of your org scope and can be menitored individually.
Proctor Group Name
Mr. Geyer Grade 6 Math Room 42
Testing School Setup
Tris infa define the school where this proctor group is
pl tudents.
Select Your District
Billings School Distric XV
Select ¥our School
ystal River Secondary Schoo X v
& Students (2 ES
Step 5. In the Add Students popup:
Add Student: *
e Search for students by name. paents
° Select the plus Symbol. AAD Show additional filters
¢ Select Close when done. - wo -l
Click Submit St e B v
Name Organization Identifier Name Test Status Accommaodation Actions
Any added student will automatically be o e v




