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Presenter Notes
Presentation Notes
Welcome to the Introduction to Computer-Based Test Management for District and School Test Coordinators, Spring 2026 training. Today’s training will cover District and School Test Coordinator Test Management Activities in the Illinois Administration Platform.



Test Coordinator Manual (TCM)

Presenter Notes
Presentation Notes
The Test Coordinator Manual or TCM will be referenced multiple times during this presentation. The TCM can be found on the IL Support Site. District and School Test Coordinators should use the TCM to coordinate all spring summative testing for the Illinois Assessment of Readiness or IAR and the Illinois Science Assessment or ISA. It is recommended you have the Test Coordinator’s Manual open while completing this training and plan to pause to review TCM sections referenced to familiarize yourself with the manual.

Let’s get started!



Agenda

• Create and Update Proctor Groups 

• Assign and Upload Student Accommodations 

• Verify Student Accommodations 

• Organize and Print Proctor Group and Student Print Cards 

• Review Testing Resources and Provide Training

• Monitor Testing through the Proctor Dashboard

Presenter Notes
Presentation Notes
Most of today’s training is focused on creating Proctor Groups, assigning, uploading, and verifying student accommodations, organizing and printing Proctor Group and student print cards before testing, and monitoring testing through the Proctor Dashboard. Let’s begin by reviewing the first four tasks on this list. You will also be provided links to helpful resources that explain each task in more detail. The live links will be available within the PDF of this course.



Test Management Activities

Presenter Notes
Presentation Notes
School Test Coordinators, or STCs, perform specific test administration activities in the Illinois Administration Platform before, during, and after testing.

Before testing, STCs will create and edit proctor groups to set up initial assignments. The STC will continue to revise and add new proctor groups through the testing window as students transfer to keep proctor groups current.

STCs will assign and verify student testing accommodations in the assessment platform.

And the STC will print Proctor and Student testing cards containing login information to be checked out by test proctors on the morning of testing.

During testing, STCs will identify students who have missed a testing section or an entire test for make-up testing, continue to manage transfer students, create and edit proctor groups as needed, and monitor campus testing progress through various dashboards within the platform.

After testing, STCs will create and edit proctor groups to complete make-up testing for all student tests and test sections.

Be sure to apply accountability codes to student tests that were not completed and transcribe all paper science tests directly into TestNav for computer-based scoring.
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Create Proctor 
Groups

Organize proctor groups needed by:
• Grade
• Subject
• Special considerations

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, for example, students who 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. 

Turn to the Test Coordinator’s Manual or TCM, Section 3.2 Illinois Administration Platform Activities, Create and Manage Proctor Groups, For Computer-Based Testing Only, to follow along.



Create Proctor Groups 1

Presenter Notes
Presentation Notes
To begin building Proctor Groups, from the navigation menu, select Test Management and then select Administrations to see your administration cards.

Select the kabob button, which is the three dots next to PROCTOR GROUPS on the test administration card, and then select View. 



Create Proctor Groups 2

Presenter Notes
Presentation Notes
The system screens provided in this training are for demonstration purposes only. This training will use a Grade 6 Math test administration card to demonstrate before, during, and after testing activities. 

In this Grade 6 Math example, the School Test Coordinator, or STC, is manually creating proctor groups in the user interface. 38 students have been registered through the nightly School Information System, SIS to take the Grade 6 Math test. As students transfer, this number could change nightly. Since students do move around, it’s in the STC’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 changes are anticipated. 

The TCM addresses how to edit proctor groups to keep them current. To create a new proctor group for the 8 students who remain unassigned to the Grade 6 Math test at Garden Grove Middle School, the STC selects Create Group.



Create Proctor Groups 3

Presenter Notes
Presentation Notes
The proctor group names should follow a consistent naming convention. Here, the coordinator uses the test proctor’s name, grade level, subject, and room information. 

In the Testing School Setup, you can select only your district. School Test Coordinators will see only their own school, while District Test Coordinators can choose from all schools in the district.



Create Proctor Groups 4

Presenter Notes
Presentation Notes
Students can be added to a proctor group by selecting the Add button next to Students, then selecting the appropriate students for the group being created. Schools or districts may choose to skip this step and proceed by selecting Submit without adding students to the group. ISBE recommends that students be added to proctor groups before testing begins to provide test proctors an opportunity to log in, check student accommodations, and resolve any technology issues before the morning of testing begins.



Create Proctor Groups 5

Presenter Notes
Presentation Notes
When you select the Add button, the platform will present options for organizing and adding students to proctor groups in the User Interface or UI. Then complete the following steps:

First, select the Show additional filters button to open the Accommodations and School filter.
Next, select the Add 10 Students at a time button to add the first 10 students on the screen. This does not include students already in proctor groups. Students in proctor groups have a people icon next to their name. The first two students on this page are assigned to Mr. Suarez’s Grade 6 Math Proctor Group. You can move any of these students to another group before, during, or after testing.
To add a student to a Proctor Group, select the plus sign in the Actions column, then select Close.
Finally, repeat these steps as needed to create proctor groups for each grade and subject.



Proctor Group Bulk Upload 1

Presenter Notes
Presentation Notes
You can use the Bulk Upload feature to add more than one Proctor Group at a time. To do this, select the Administration Card then select the kabob or three dots next to Proctor Groups then select View to display the dashboard.  Select the Upload Group button.



Proctor Group Bulk Upload 2

Presenter Notes
Presentation Notes
Highlight the type of template file desired then select the Click to download template button.  Select the Template History button to download the template and save it to your desktop. Open the file using Sheets, Numbers, or Excel to manipulate.



Proctor Group Bulk Upload 3

Presenter Notes
Presentation Notes
This prepopulated file, for demonstration purposes only, has three different proctor groups to upload. When you download the file, information in columns A through G will be prepopulated and will stay as it is. The only columns you're going to modify in order to upload multiple proctor groups are column H and I.
�Copy the testing org ID from the enrollment org identifier into column H. Then in column I list Proctor group names on each line for students associated with each proctor group. In this case there are three proctor groups. Each begins with the teacher name followed by the grade and subject, then the room number where the teacher will be proctoring the test.
�After populating all of your proctor group names, save the modified file in a CSV or Comma Separated Values format on your desktop.



Proctor Group Bulk Upload 4

Presenter Notes
Presentation Notes
Return to the Create Proctor Group via CSV screen, then complete Step 3 to upload the modified file into ADAM. Select Browse, choose the modified file from your desktop, then select Open. Select the Upload button. A green success message will appear.



Proctor Group Bulk Upload 4

Presenter Notes
Presentation Notes
To verify the proctor groups have been added, go back to the administration card Proctor Dashboard View and refresh your browser page. Now you should see the new Proctor groups at the bottom of the list.



Before Testing

Section 3.2

• Creating Proctor Groups by Bulk Upload
• Editing Proctor Groups
• Managing Transfer Students

Section 6

• Assigning Accommodations 

Presenter Notes
Presentation Notes
Now that we’ve walked through manually creating proctor groups in the User Interface, take time to pause this training video and locate Section 3.2 of the Test Coordinator Manual or TCM and review how to create proctor groups by bulk import, how to edit proctor groups, and how to manage transfer students. 

In Section 6, review how to assign accommodations. Assigning accommodations is also covered in the Spring 2026 Grades 3-8 Accommodations Improvements training video.
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Verify 
Accommodations

From each Proctor Group 
dashboard, there are two ways to 
check accommodations.

Presenter Notes
Presentation Notes
After creating and editing Proctor Groups and assigning testing accommodations to student tests in the platform, the next step is to verify accommodations. From each Proctor Group dashboard, there are two ways to check accommodations.



Verify Accommodations 1

Presenter Notes
Presentation Notes
From the Administration Card Proctor Group screen, the STC can view any Proctor Group by selecting the Proctor button in the Actions column.



Verify Accommodations 2

Presenter Notes
Presentation Notes
Then select the Print Cards button.



Verify Accommodations 2

Presenter Notes
Presentation Notes
Select the Toggle title pages for each proctor group button to create a student roster for printing.

It is recommended that the STC, or an assigned designee, create and print a student roster and set of print cards for each proctor group for the Test Proctors. The title page provides the student names and accommodations that have been assigned to each student. The printout also includes a copy of the student print cards associated with that proctor group. Both the STC and Test Proctors have an opportunity to view accommodations from this roster and compare the assignment to the testing recommendation provided by the IEP, 504, or EL team.



Verify Accommodations 3

Presenter Notes
Presentation Notes
Back on the Proctor Dashboard screen, hovering over the number associated with a student test in the Accommodation column provides a pop-up of the student’s testing assignment. In this example, a student has been assigned the Tool Add On – Online Calculator – Four Function. This student will receive an online calculator in the testing tool bar in non-calculator sections of the test.



Verify Accommodations 4

Presenter Notes
Presentation Notes
For an additional way to check student accommodations from the navigation menu, select Rostering, then Users. In the User Configuration window, scroll to the Accommodations filter and select the specific accommodation.

Then, complete the following steps:

Filter for your organization.
Populate the Role filter section with Student to show only student results.
Next, select the grade. This demonstration focuses on Grade 6, so we’ve filtered for Grade 6 only.
From here, you can select one or more accommodations from the Accommodations menu.

In this example, we check our local documentation to make sure students with a Tool Add On – Online Calculator – Four Function, in non-calculator sections have an IEP or 504 team recommendation that supports using this testing tool. Students with this accommodation are assigned a calculator in the non-calculator section of the Grade 6 Math test. This accommodation requires an IEP or 504. ��If the assignment needs to be edited, select the Edit button.



Verify Accommodations 5

Presenter Notes
Presentation Notes
And then select Accommodations on the User Setup screen on the next page. Then, select the Edit button.

These steps open the User Interface for assigning and editing accommodations. Update student tests as needed from the UI and always remember to select Save.
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Print Proctor and 
Student Print 

Cards

About a week before testing, 
when few, if any, changes are 
anticipated, print the Proctor 
Group and Student Print Cards.

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 few, if any, changes are anticipated, print the Proctor Group and Student Print Cards. 



Print Proctor and Student Print Cards 1

Presenter Notes
Presentation Notes
Print Test Proctor Cards from each Test Administration card by selecting the Proctor Group kabob and Print Cards.



Print Proctor and Student Print Cards 2

Presenter Notes
Presentation Notes
To print, select the Printer icon at the top of the screen.



Print Proctor and Student Print Cards 3

Presenter Notes
Presentation Notes
Print Student Testing Tickets from each Test Administration card by selecting the Students kabob or three dots.



Print Proctor and Student Print Cards 4

Presenter Notes
Presentation Notes
Then select Print Cards. Use the Toggle title pages for each proctor group icon then print the title page with Test Proctor ticket information, a list of students and accommodations, testing assignments, and student testing tickets.

The platform will organize all Proctor Groups by title page, students, and student testing tickets when printing from the administration card.



During Testing Window
Management activities include:

• Adding transfer students. (TCM Section 3.2)
• Identifying incomplete student tests and test 

sections for make-up testing. (TCM Section 4.1)
• Creating make-up testing proctor groups. 

(TCM Section 4.1)
• Assign accountability codes to untested or 

incomplete tests. (TCM Section 5.1)
• Monitor campus progress on testing days. 

(TCM Section 4.1)

Presenter Notes
Presentation Notes
During the testing window, manage test administrations using the navigation menu Test Management, Reporting, and Operations options in the Illinois Administration Platform. 

Management activities include:

Add transfer students to existing or new proctor groups as well as Create and Manage Proctor Groups, For Computer-Based Testing. This information is in the Test Coordinator Manual or TCM Section 3.2, Managing Testing for Students Who Transfer Schools.
Identify incomplete student tests and test sections for make-up testing. 
Create make-up testing proctor groups. Instructions for identifying make-up tests and creating make-up test proctor groups are in the TCM Section 4.1, End-of-Section Tasks.
Assign accountability codes to untested or incomplete tests. Instructions for assigning accountability codes are in the TCM Section 5.1.
Monitor campus progress on test days. Instructions are in the TCM Section 4.1, Managing and Monitoring Proctor Groups (Day of Testing).

Pause this training and review the sections referenced in the TCM including how to manage transfer students, make-up testing, and accountability codes. 
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During Testing
For the remainder of today’s training, 
we will review how to monitor 
testing progress from the DTC and 
STC Dashboard during testing days.

Presenter Notes
Presentation Notes
For the remainder of today’s training, we will review how to monitor testing progress from the District Test Coordinator or DTC and School Test Coordinator or STC Dashboard during testing days.

During the testing window, manage the test administration using Test Management Administrations, Reporting Progress and Activity, and Operations Session Explorer navigation menu options in the Illinois Administration Platform. 

Once Test Proctors and students begin testing, the District Test Coordinator and/or School Test Coordinator can monitor campus progress through the Proctor Groups previously created. 



Monitor Testing by Proctor Group Dashboard

Presenter Notes
Presentation Notes
From the navigation menu, select Test Management then Administrations to view overall test progress by proctor group. From a selected Grade and Subject Test Administration Card select the Proctor Group kabob, or three dots, then select View. This demonstration school district has 10 proctor groups across two schools, and the overall Test Progress column provides a general view.



Monitor Testing Reporting Progress 1

Presenter Notes
Presentation Notes
From the navigation menu, the DTC and STC can select Reporting then Progress to view and export overall testing progress reports by school or district. The filter feature includes a search by content area, grade, and testing window. 

On testing day, you will have one row for every grade and subject test from the same screen. Select a row to drill down.



Monitor Testing Reporting Progress 2

Presenter Notes
Presentation Notes
This screen defaults to an Overall Progress View which can be exported.



Monitor Testing Reporting Progress 2

Presenter Notes
Presentation Notes
Select Progress by Sections to export a CSV file to identify testing sections that have not been started for make-up testing. See Section 4.1 of the TCM for information about make-up testing.



Monitor Testing Reporting Progress 2

Presenter Notes
Presentation Notes
By downloading the Progress By Sections report, the STC can isolate student status by column. In this example:

Claire, the student in row 2, has NOT STARTED any of her Grade 6 Math test sections. 

Connie has STARTED the test as shown in Column E, Test Progress. Connie is currently testing and is showing IN PROGRESS under Column F, Test Status. She is working on Section 1 but has not SUBMITTED the section. She has Not Started other testing sections.

Corey has STARTED testing but is currently in EXITED Test Status. Cory has SUBMITTED Section 1 Part A and Section 1 Part B of this Grade 6 Math test but has Not Started the remaining two sections.

The STC will identify make-up testers by test status using this report. All sections NOT in SUBMITTED status will need to be scheduled for make-up testing. Students can remain in current proctor groups or the STC can move students to newly created proctor groups for make-up testing. See Section 4.1 in the Test Coordinator’s Manual for more information about identifying make-up testers and getting them tested before the window closes.



Monitor Testing Reporting Activity

Presenter Notes
Presentation Notes
The DTC and STC can view and export Activity Reports by school or district from the left navigation Reporting then Activity option.

The Activity Report screen can be filtered to look at a daily view of activity or a date range. This view provides coordinators with a timeline of tests taken throughout the testing window.



Monitor Testing Operations Session Explorer

Presenter Notes
Presentation Notes
For another way to monitor testing progress, go to the left navigation menu and select Operations. Then choose Session Explorer. Session Explorer is a filtering and data export tool that the DTC and STC find helpful. 

Using this tool, searches for a single student test, or tests for an entire school or district, can be created and exported. 

The filter sorts by:
 
Student Search using the student's name or ID
Session Search using the session ID
Test Name
Test Status
Accommodations, and
Accountability Codes

The DTC and STC can export selected sessions, session sections, and apply accountability codes by bulk upload using Session Explorer. This filter can also be used to identify 5th and 8th grade students who require a Science paper accommodation that must be transcribed into TestNav to be scored. Review Transcription Management in the TCM Section 6, After Testing: Completing Accessible Test Administration as Test Coordinator.



Contact Information
Email Pearson:
SCHIllinoisTeam@pearson.com

Illinois Customer Support:
1-833-213-3879

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

Presenter Notes
Presentation Notes
This concludes the Introduction to Computer-Based Test Management for District and School Test Coordinators Spring 2026 training for the Illinois Assessment of Readiness and Illinois 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 2026 testing season. For questions, please contact Pearson by email at S C H Illinois Team @ 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 Support button.
�

mailto:SCHIllinoisTeam@pearson.com
https://il.mypearsonsupport.com/
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