
Introduction to Test Management 
for Test Proctors and Support Staff

Presenter Notes
Presentation Notes
Welcome to the Illinois Administration Platform Introduction to Test Management for Test Proctors and Support Staff video. Today's video will provide the basic steps for Spring 2026 administration.



How to Use this Training

• Introductory training
• Proctor Dashboard 
• Seal Code

• Test Proctors and Test Support Staff Requirements
• Attend training
• Complete additional assigned training

• One week before testing
• Read Test Proctor script
• Read Test Administration and Proctoring Manual

Presenter Notes
Presentation Notes
For a more informed test administration training, use this introductory training in conjunction with the Proctor Dashboard and Seal Code training videos, 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. 



How to Use this Training 2

• Review before, during, and after testing activities

• Illinois Support Site
• Test Proctor Script
• Test Administration and Proctoring Manual

il.mypearsonsupport.com

Presenter Notes
Presentation Notes
The before, during, and after testing activities can be found in the test administration and proctoring manual.

The IAR/ISA Computer-Based and Paper-Based Test Administration and Proctoring Manual can be found on the Illinois Support Site at il.mypearsonsupport.com. From the Resources tab, select IAR or ISA Summative Resources and scroll down to the Administration Information, then select the Manuals section.



Proctor Logging into a Test

• Provided Proctor Test Ticket by STC
• Go to il.adamexam.com/#/proctor

• Enter test code and Proctor Password 
• Select Submit button

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. 

Then, enter the test code and Proctor Password from the ticket, and select the Submit button. 



Proctor Logging into a Test 2

• Read and agree to the Proctor Acknowledgement
• Security agreement
• Role as a testing proctor
Only prompted upon first time entry
• Select Save button

• View your dashboard

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 you select the “I Agree” checkbox and the Save button, you will then be allowed to view your dashboard.



Proctor Logging into a Test 3

Presenter Notes
Presentation Notes
Now that we’ve reviewed the steps for logging in, let’s take a look at how it looks within the system.

Enter the test code and proctor password from the Proctor Test Ticket provided by the School Test Coordinator then select the Submit button.



Proctor Logging into a Test 4

1. Enter Proctor information

2. Read and agree 

3. Select the SAVE button 

Presenter Notes
Presentation Notes
Enter Proctor information, read and agree to the Proctor Acknowledgement, then select the SAVE button.



Proctor Dashboard Walkthrough

Presenter Notes
Presentation Notes
We’ll begin with a walkthrough of the proctor dashboard and use this grade 6 Math Proctor Dashboard for demonstration purposes only. The students in this proctor group have been assigned to Mr. Springer’s Room 27 to take the Grade 6 Math test. 

Along the top of the Proctor Dashboard, you’ll find key testing details. The Print Card and Seal Codes are displayed at the top left corner of your screen, while the Test Code appears at the top right. The School Test Coordinator should provide you with student testing tickets when you check out your test materials the morning of testing. Should there be a need to print a copy of the student testing ticket, select the checkbox next to the student needing a ticket and use the Print Card feature to print a copy. 

Use the Seal Code(s) feature to give students the code for their test section. You will only provide students with a single seal code per testing section. 

Students will enter the test code as they log into the testing section. 

Specific Test Proctor instructions for administering seal codes and the test code are detailed in the Computer-Based Test Proctor script. Test Proctor scripts can be found on the Illinois Support Site at il.mypearsonsupport.com from the Resources tab by selecting IAR Summative Resources. Then scroll to Administration Information then Test Proctor Scripts and Resources.



Proctor Dashboard Walkthrough 2

Presenter Notes
Presentation Notes
On the next row of the dashboard, you’ll see 8 sessions—this refers to the number of students in your group. The gray bar on the right is the progress bar. As students answer questions, the bar gradually fills with blue.



Proctor Dashboard Walkthrough 3

Presenter Notes
Presentation Notes
There are a few areas on the dashboard where Test Proctors can take an action. To the right of the progress bar, the Test Proctor can approve all students to enter a testing section to begin testing. The Proctor can also move all students between sections and reseat all students. Test Proctors can take these same actions for a single student or just a few students by selecting the checkboxes to the left of each student name before taking an action to approve, move, or reseat only selected students. 

Before a student logs into a test, Proctors can move students to another section individually from the kabob under the Actions column to the right of each student’s row of information. After students have entered the testing section, Proctors can use the same kabob to view session details or exit the student from the test section.



Proctor Dashboard Walkthrough 4

Presenter Notes
Presentation Notes
The search feature beneath the progress bar may be useful for locating student information within a very large proctor group. And finally, the refresh button reloads student test statuses and testing progress. Test Proctors should turn on auto refresh and select the manual refresh button periodically while actively monitoring student testing.

All right. Let’s take a look at the Test Status labels and what they mean for test proctoring. 



Proctor Dashboard Test Status
Progress: Not Started

Not Started – The student has not signed into 
the test. 

Needs Attention – The student is logging in for 
the first time. The Test Proctor must Approve 
the student test session.

Presenter Notes
Presentation Notes
There are six statuses. Before students' test, they are either in NOT STARTED status or NEEDS ATTENTION status.



Proctor Dashboard Test Status 2
Progress: Started

In Progress – The student has signed into the 
test and is currently testing.

Reseated – The Test Proctor has reseated the 
student to test again.

Exited – The student has exited their test 
without submitting their answers.

Presenter Notes
Presentation Notes
Once student tests have been started, they are IN PROGRESS, RESEATED, or EXITED.



Proctor Dashboard Test Status 3
Progress: Submitted

Submitted – The student has completed the 
test and submitted their answers.

Presenter Notes
Presentation Notes
Once students complete a section and submit the test successfully, their progress will show SUBMITTED.



Proctor Dashboard Walkthrough

Presenter Notes
Presentation Notes
Let’s return to our example with Mr. Springer. All of the students in Mr. Springer’s Grade 6 Math testing session are currently in NOT STARTED status. 

On testing day, as Mr. Springer reads the Test Proctor Script to students, he will instruct them to log into the test and then wait patiently while he reads the directions before he provides students with the seal code for students to begin testing. 




Proctor Dashboard Walkthrough 2

Presenter Notes
Presentation Notes
When he sees all students in NEEDS ATTENTION status, he will need to Approve All Sessions so students can follow along while he reads the directions.



Seal Code

Presenter Notes
Presentation Notes
After Mr. Springer Approves All Sessions, students will see the testing directions for the test section, a box where they will enter the seal code and a Start button. 

After Mr. Springer reads the testing directions, the Test Proctor script will instruct him to write the seal code for only this test section in a location of the room where students can see it. Mr. Springer will read the seal code aloud from the proctor dashboard so students can enter the seal code then select the Start button to begin testing.



Proctor Dashboard Walkthrough 3

Presenter Notes
Presentation Notes
Once students enter the seal code and select Start, the dashboard displays IN PROGRESS.



Proctor Dashboard Walkthrough 4

Presenter Notes
Presentation Notes
During testing, students may need to exit a test and return later. Districts and Schools will have local policies that determine when this is allowed. School Test Coordinators set break, and restroom policies based on guidelines from the Illinois State Board of Education, or ISBE. 

Mr. Springer allows Abdullah to exit TestNav to go to the restroom. When Abdullah returns, he logs back into the testing section using his testing ticket. 



Proctor Dashboard Walkthrough 5

Presenter Notes
Presentation Notes
As he logs in, his test status on Mr. Springer’s dashboard changes from EXITED to NEEDS ATTENTION. 



Proctor Dashboard Walkthrough 6

Presenter Notes
Presentation Notes
Then, Mr. Springer selects the checkbox next to Abdullah’s State Identifier. Next, Mr. Springer selects the RESEATED button to let Abdullah resume testing.



Proctor Dashboard Walkthrough 7

Presenter Notes
Presentation Notes
After students complete and submit a testing section, the Test Status will show EXITED. In this demonstration, students sat for the first testing section of the Grade 6 Math test. The first section of the Grade 6 math test has two parts, Section 1 Part A and Section 1 Part B. These students have completed Section 1 Parts A and B. The Item Progress column displays the percent of the entire test completed. This test contains three sections. Students have answered 48 percent of the test after completing Section 1.



Proctor Dashboard Walkthrough 8

Presenter Notes
Presentation Notes
After students complete and submit the final testing section, the Test Status will change to SUBMITTED and the Item Progress will show the percent answered. 



Proctor Dashboard Management

• Section Progress
• Item Progress
• View Session Details
• Move Test Sections

To explore the Proctor 
Dashboard in more detail:

Take the “Proctor 
Dashboard Management” 

Training Module. 

Presenter Notes
Presentation Notes
To explore the Proctor Dashboard in more detail, be sure to take the “Proctor Dashboard Management” Training Module. This module provides an in-depth look at how to use the Section and Item progress columns, View Session Details, and how to monitor testing activity—including when and how to move students between sections.




Students Logging into a Test

Presenter Notes
Presentation Notes
Let’s wrap up today’s training with a brief look at the student experience of logging into TestNav. Students will enter the test code on the first screen and their last name and state id on the second. The test code can be found on student testing tickets and also in the upper right corner of the Proctor Dashboard. The test code on the dashboard can be expanded and shared on a smartboard.

At the start of the session, instruct students to locate their test code on their print card. At the same time, as the proctor, display the dashboard screen so students can visually confirm the test code you are presenting matches the one on their test ticket. If you are using a smartboard, you can select the expand arrows next to the test code on the dashboard to make it visible to the entire class. Otherwise, write the test code clearly in a location of the room where all students can see it.

Students confirm their test code and enter it into TestNav. After entering the test code, they enter their last name and state identification number as shown on their test ticket. This process ensures each student joins the correct proctor group and begins the exam securely.



Students Logging into a Test 2

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

TestNav will load the test and wait for the proctor to approve tests before allowing students to test. Students will see the, Waiting Approval, screen until the proctor allows access to begin testing.



Students Logging into a Test 3

Presenter Notes
Presentation Notes
Now students are ready for the Test Proctor to read the testing directions for the section. Then the Test Proctor will provide the seal code for this testing section.



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 Test Management for Test Proctors and Support Staff 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.

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