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 Upload Proctor Groups 
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February 2025 
 
 
Please Note: The recommended method for creating proctor groups is featured in the Test Management for District and School Test Coordinators training 
video. For the recommended method, students ARE NOT required to be added to Proctor Groups prior to testing. Using this method will save District and 
School Test Coordinators the time and effort of needing to add students to proctor groups prior to testing day. This guidance document is meant for those who 
choose to create proctor groups and add students manually within the platform.  
 
District Test Coordinators or School Test Coordinators can use the Upload Proctor Group option in the Illinois Assessment Platform to create proctor groups and 
add students to those groups via a file upload.  Users can then view student accommodations in their proctor groups prior to the test administration. District 
Test Coordinators and School Test Coordinators can review accommodations for students by toggling to the accommodations display in the Student Print Card 
User Interface. 

This view will allow District Test Coordinators and School Test Coordinators to view and/or print sequential accommodations for each student in a school in a 
single record or to view and/or print accommodations for each student by proctor group. If proctor groups are not pre-populated, the accommodations display 
will show all students in a school. If proctor groups are pre-populated, the accommodations display may be viewed and/or printed by proctor group. 
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If District Test Coordinators or School Test Coordinators are wanting to create proctor groups including students via a file upload prior to the test 
administration, follow the steps below:  

 
Step/Directions Screenshot 
Navigate to Test Management > 
Administrations. 
 
Locate the administration and then 
select the View under Proctor Groups. 
 

 

 

 
Click Upload Group 
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There are three steps in this process: 

Step 1 - Generate a Roster File  

a. Select if the template file 
should include all students in 
the administration or only 
those not already in a proctor 
group, then click the button to 
download the template file. 

b. Select Click to download 
template. A roster file of 
students (.csv) downloads to 
your device. 

c. Select Template History to 
download the template. 

 
 

 
 

 
Step 2 - Open the file using Sheets, 
Numbers, or Excel. 

a. In column 'testing_org_id', set the 
testing school for each student 

b. In column 
'new_proctor_group_name', assign 
a proctor group name for each 
student. 

o If left blank, the student will 
be moved into the 
Unassigned Proctor Group. 

o If an existing name is used, 
students are added to that 
group 

c. Save the modified file as a .csv 
(comma separated values) (See 
below the Proctor Group template 
Field Definition page 6) 

 
 
 
 
 
 
 

 

https://support.assessment.pearson.com/as/upload-proctor-groups-105350038.html#UploadProctorGroups-Step1-GenerateaRosterFile
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Step 3 - Upload the Roster File 

a. In the Proctor 
Group Upload window, 
select Browse to upload the 
modified roster file. You can 
also drag the file into the 
upload box. 

b. Click Upload. 

 

 

 

Step 4 – Review Upload file  

a. Verify that the file was uploaded 
successfully to the Platform by 
checking the Upload History. 

 

b. Confirm that the file displays a 
green Success status. 
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Step 4 – Review Upload file (If failed) 

If the upload status shows a red "Failed" 
status, please follow these steps: 

a. Next to the file name, download the 
File Error spreadsheet. 

b. In the File Error spreadsheet, review 
the Error in column J. This will 
indicate the issue with the failed 
proctor upload and provide guidance 
on resolving the issue to re-upload 
the file. 

c. Confirm if the new upload shows a 
green "Success" status. 

 

 
 
 
 

 

Step 5 – Verify Proctor Groups 

a. To Verify of the Upload, click on the 
arrow on the Upload Proctor Groups 
to go back to Proctor Groups 

b. Then you should see the Proctor 
Groups added for a successful 
upload.  
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Colum
n 

CSV Header Field Name Required 
Y/N 

Field Definitions Valid Values 

A session_id Session ID Y Do not edit this information This is the session id assigned by the system. 

B first_name First Name Y Do not edit this information This is the first name of the student. 

C last_name Last Name Y Do not edit this information This is the last name of the student. 

D identifier Student State 
ID 

Y Do not edit this information The state student identifier. 

E enrollment_org_identifiers Enrollment 
Organization 

Y Do not edit this information This is the code for the organization the student is enrolled in. 

F admin_name Admin Name Y Do not edit this information This is the name of the administration (test name) the student is 
rostered in. 

G existing_proctor_group_name Existing 
Proctor 
Group 

Y Do not edit this information This is the name of the existing proctor group the student is in. 

H testing_org_id Testing 
Organization 

Y  Enrollment Organization Name This will match the Enrollment Organization. Copy information 
from Column E and paste in Column H. 

I new_proctor_group_name Proctor 
Group Name 

Y Status of user account. The name of the proctor group (session) where the student will 
be included for testing. 


