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Overview

/

\_

\

This guide providesinformation about PearsonAccess Next user accounts, specific details
about how to manage useraccountsin PearsonAccess Next and the PearsonAccess Next User
Role Matrix.

Note: The individual student information available in the secure PearsonAccess Next system s
private student data. Ensure student data privacy is maintained when accessing, printing, or
sharinginformation from the system.

Creating New Accounts

Referto Appendix A, PearsonAccess Next User Role Matrix, for specific information on userrole
permissions while creating user accounts.

All District Assessment Coordinator (DAC) PearsonAccess Next useraccounts are created by
Pearsonwithin1-2 business days afterreceiving DAC and alternate DAC information from the
MDE-ORG system onthe MDE website (MDE website > Data Center > Schoolsand
Organizations (MDE-ORG)).

o IfchangestoaDAC account are needed, update MDE-ORG. Forinformation onupdating

MDE-ORG, referto the New District Assessment Coordinators: Getting Access document

(MDE website > Districts, Schools and Educators > Teaching and Learning > Statewide
Testing > District Resources). For assistance updating MDE-ORG, contact MDE at
mde.testing@state.mn.us.

o Forallother questions about your DAC account, contact Pearson at (888) 817-8659 or
submit a Pearson help desk request.

DACs manage all other PearsonAccess Next user accounts for their district, including creating,

updating, or deleting useraccounts.

o DACscancreate andedit all PearsonAccess Next user accounts except for another DAC.

o DAC orAssessment Administrator (AA) users should not have any additional roles added to
theiraccount. All permissions at their organization level (district or school) are included.
Adding additional userroles will limit DAC or AA permissions.

o Whenanew accountis created, the userwillreceive a “New Account” email with alink to set
up their password. The link is active until it is used to set up apassword. Once used, the link
willnolongerwork.

The PearsonAccess Next Training Center is only intended for technology preparation and testing

assistive technology devices that may be used during online testing. DACs only need to add users to

the Training Center if they are involved in technology orinfrastructure setup (thatis, Technology
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Staff userrole). If users already have a PearsonAccess Next account and have been added to the
Training Center, they willreceive an “Updated Account” email confirming they have been granted
additional access.

Reviewing Staff Accounts

DACs must annually review users within PearsonAccess Next to ensure accounts are up to date.
Useraccounts are not tied to a specific test administration (forexample, MCA 2026). Useraccount
management tasks, including creating, updating, and deleting user accounts, can be completed at
any time in PearsonAccess Next.

Tip #1: Inlate summer, create, enable, or restore Assessment Administrator (AA) accountsin order
to help manage otheruseraccounts at their school. The Users with Role Access operational report
provides alist of alluseraccounts for a specific userrole (forexample, Assessment Administrator),
including lastlogin date at the user’s organization.

From the PearsonAccess Next Home page, under Reports, select Operational Reports. Select the
checkbox next to the Users report category and then select Users With Role Access.

Operational Reports

Report Categories

Students & Registrations

e UnderRole, select the userrole to display all users withthat userrole at that organization.
o Ifnew staff accountsare needed, refer to the Manually Adding User Accounts or Importing
UserAccounts section.
o Ifcurrent staff accounts need updating, referto the Manually Updating User Accounts
section.
e Underthe Disabled and Deleted filter, you have the option to exclude orinclude disabled or
deleted users. If chosentoinclude, the report will include the disabled and delete date(s).
o Ifstaff accountsare disabled or deleted and need to be reactivated, referto the Enabling
and Restoring User Accounts section.
o Ifstaff accountsare nolongerneeded (for staff who are no longer at the district), referto the
Deleting User Accounts section.

Tip #2: Inlatefall, export alist of alluseraccounts at your organization to view all users in your
district. Export this list of existing users following step 3 in the Importing and Exporting the User
Account File section. If staff accounts are no longer needed (such as for staff who are no longer at
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the district), refer to the Deleting User Accounts section. For a suggested timeline of user

management activities, referto Appendix C.

Tip #3: Useraccounts become disabled after 365 days of inactivity. That means most users will
have active PearsonAccess Next accounts at the start of spring testing if they were active in
PearsonAccess Next the previous test administration. However, prior to spring testing, confirm user
account activity so alluseraccounts are still active. To confirm user account activity, refer to the
Confirming if User Accounts are Disabled or Deleted section.

Report Access by UserRole

Report accessin PearsonAccess Next depends onthe user’srole. Referto AppendixA,

PearsonAccess Next User Role Matrix, for detailedinformation onreporting access by user.

Users with the DAC or AA user role automatically have access to all results in their district or

school.

Users with the Test Monitor/Data Entry or MTAS/AIt MCA Test Administrator userrole must
annually be assigned toreporting groupsin order to access applicable results for their
students. Referto the Reporting Groups User Guide for details (Minnesota Assessment Hub >
Reporting > Additional Reporting Resources).

UserRole Longitudinal Historical Student | On-Demand Published
Reports and Data* Reports Reports
Export*
District
Assessment Ves
Coordinator
(DAC)
Assessment
Administrator Yes
(AA)
Test. Yes, if assigned Yes, if assigned
Monitor/Data No toaReporting to aReporting No
Entry Group Group
MTAS/AltMCA Yes, if assigned Yes, if assigned
Test o No toaReporting to aReporting No
Administrator Group Group
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UserRole Longitudinal Historical Student | On-Demand Published
Reports and Data* Reports Reports
Export*
Technology
N
Staff ©
LMS Learner No

*Note: Longitudinal Reports and Historical Student Data are only available in PearsonAccess Next
forthe 2024 test administration and earlier.

Learning Management System (LMS) Accounts

The Learning Management System (LMS) is the platform for district and school staff to complete
required and optional trainings prior to test administration. District and school staff with a
PearsonAccess Next user account are automatically loaded into the LMS. For LMS Learners registered
through PearsonAccess Next, Learners will enter the email associated with their PearsonAccess Next
account to signinto the LMS.

Note: The LMSis an Adobe product. Afterlogginginto the LMS, Learners willneed to sign in to Adobe. If
the email addressis connected to an Adobe account, the Learner will enter their Adobe password to
login. If the email address is not associated with an Adobe account, the Learner willneed to create an
account.

DACs and AAs may choose to create PearsonAccess Next accounts with the LMS Learnerrole for
school staff that need to complete trainings in the LMS instead of relying on individual LMS self-
registrations. Afew notes:

e ThelLMS Learnerrolein PearsonAccess Next will have limited access to PearsonAccess Nextand no
accessto student-levelinformation.

e While users with the LMS Learnerrole willreceive an email notification to create a PearsonAccess
Next password, they do not need to create a password orloginto PearsonAccess Next in orderto be
uploadedinto the LMS.

e IfanLMS Learneraccountisdisabled ordeletedinPearsonAccess Next, the Learneraccountis
archivedinthe LMS. Restoring and/or enabling the accountin PearsonAccess Next restores the
Learnerinthe LMS. Note: Archived LMS accounts retain the user’s record of completed trainings.
Once the accountis enabled, the user will have access to their training records.

e Usersassignedto otherrolesin PearsonAccess Next (forexample, Test Monitor/Data Entry, MTAS/Alt
MCATest Administrator) should not be assigned the LMS Learnerrole.

Updates to PearsonAccess Next useraccounts are loaded into the LMS the following business day.
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Tip: To ensure users with a PearsonAccess Next account have access to the LMS, consider creating or
updating PearsonAccess Next accountsin late fall prior to when the first required trainings are posted to
the LMS. Formore information onregistering LMS accounts, refer to the Training page (Minnesota
Assessment Hub > Resources & Training > Training).

Users with the DAC or AA userrole in PearsonAccess Next will be listed as Managers for their district or
schoolinthe LMS. Once a DAC or AAaccountis created, enabled, or restored in PearsonAccess Next,
the user will be listed as a Manager the following business day in the LMS. Note: If an account becomes
disabled or deleted in PearsonAccess Next, the following business day the corresponding LMS
account will be archived. Once the PearsonAccess Next account is enabled orrestored, the LMS
accountisrestored the following day. If you do not have an LMS Manager account and are listed as a
DAC or AAuserin PearsonAccess Next, refer to the Creating New Accounts section.

Setting a Default Homepage

Users can designate a personal homepage through the following options:

1. Homeicon: select the Homeiconon the page you want designated as your default personal
homepage. Note: Once selected, the Home icon willupdate to include a user symbol within the
homeicon.

Students in Sessions o to sessions »
= Tasks 0 Selected

Salact Tack

Students in Sessions oo sessions »

= Tasks |

2. Your Account: Select the User dropdownin the top right and select Your Account.

Sign Out

3. UnderDefault Personal Homepage, select the dropdown to the right of Home.
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Profile

Update Password

First Name

Braden

Last Name

Conrad-Hiebner

Email

Braden.Conrad-Hiebner@pearson.com

Default Personal Homepage

Home

Save

4. Selectthe page youwant as your default personalhomepage. Select Save.

Qpa

Update Password -
Students in Sessions

Operational Reports
Reporting Groups
Published Reports
On-Demand Reports
Longitudinal Reports
Historical Student Data

Support Y
Home v
Save

Note: Onthe mainhomepage, your default personalhomepage is designated with the Home icon

inthe task dropdown menu.

& Setup
& Testing

Student Tests

Sesslons

ﬂ tudents In Sessions

A\ student information in this system Is personally identifiable information (Pll); ensure student data privacy when
accessing and using it internally, and protect it from external access or use.

* to PearsonA Noxt

Select an action from one of the dropdown menus under an icon to begin a task.

Student Privacy and Public Reports

State and federal laws require MDE to publicly report certain information about how students are doing In school and how
schools are educating students. Laws also classify data about individual students as private data, meaning it is not available
to the public. MDE must balance individual student privacy rights with its public reporting obligations by ensuring that
reported data does not reveal any personally identifiable information about students. This page explores how we address
these obligations.
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Manual User Account Instructions
e B

DAC and AAuserroles can create orupdate user accounts manually in PearsonAccess Next.

If only a few useraccounts need to be created orupdated, it’'srecommended to make the
changes manually. If many user accounts need to be created, updated, orrestored, referto
the Importing User Accounts Instructions section.

. J

Manually Adding User Accounts

1. Fromthe Homepage, under Setup, select Users.

& Setup A A stwdent In ghis system Is {PIl); ensure student data privacy when dcoessing and using It
snternally, and protect it rom external 3ccess of use.

Impart ) Expont Data

* Welcome 1o Pearscnaceess’er!

Shsents
Se%CL a0 action from one of the arepdown menus under an icon 1o begin a task,

CIganizations.
= | Student Privacy and Public Reports

@ MDE 10 pubic o0 8l

Orders & Stipment Tracking S

TestNav Connguranons

= Tasks User
Select Tasks A Manag:
All Tasks

Find Users
Create / Edit Users
Reset Passwords

Diolots | Doctars |loore

3. Onthe New User screen, enter the required information asindicated by the asterisks (*).

e Selected Organizations*: Enter the name of the school(s) or the name of the district for district-
wide access. Only active organizations will display in this field. Note: If the district organizationis
selected, the user will have access to the district and all schools within that district. Thereis no
needto add both adistrict and schools to the user profile. If auser should only have accessto a
school(s), only add the school(s); do not add the district organization.

e SelectedRoles*
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Note: DAC or AA users do not need additional roles added to theiraccount. All permissions at
their organization level (district or school) are included. Adding additional user roles will limit the
permissions of the DAC or AA.

e Account: No actionneeded, enabledisthe default.

Note: The system auto disables a useraccount after aninactivity period of 365 days.

¢ FirstName*

e LastName*

o Active Begin Date: Optional field that can be used to enter a specific date forwhich auser’s
access should begin. If left blank, the user will receive the “New Account” email and be able to
loginupon account creation. If the date enteredisin the future, the “New Account” email will not
be sentuntilthat date. The year must be entered as a four-digit number (Example: 03/03/2026).

e Active End Date: Optional field that can be used to enter a specific date for which auser’s access
should end. The year must be entered as a four-digit number (Example: 05/30/2026).

o Delete Date: Field willbe grayed out unless user account has been deleted. The system
automatically deletes a useraccount afteraninactivity period of 550 days.

e Email*

¢ Username*: Whenyou enter an email for your new user, the username will auto-populate as their
email. While this can be edited, the user’'s email address is the recommended username.

4. Select Create.

Create / Edit Users

USERS (0) DETAILS

O Create Users New User Create | SE=

Selected Organizations”

x MDE Assessment Middie School (5555-09-301)
Selected Roles®

x Test Monitor/Data Entry
Account

Enabled

First Name" Active Begin Date

3

Active End Date
Last Name*

Teacher
Delete Date

Email*

Username®

Required

Note: The PearsonAccess Next Training Centeris only intended for technology preparation and testing
assistive technology devices. The majority of users will only need access to PearsonAccess Next. If a
user needs access to the Training Center, the DAC or AAwillneed to create auseraccountin the
Training Center. If the user already has a PearsonAccess Next account, the DAC or AAwillneed to create
the Training Center user account using the same username used for the PearsonAccess Next user
account. Using the same username links the two accounts so the user will only need one set of login
credentials to access both sites.
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Manually Updating User Accounts

1. Fromthe Homepage, under Setup, select Users.

Impant / Expart Data

Swnts

CrQanizalons
I Users. I

Croers & Shipment Tracking

TestNav Connguranons

A student In ghis system Iz {PII); ensure student data privacy when Jcoessing and using It
internally, and protect it from external 3<ess of use.

& Welcome 1o Pearscnacsssger

Setsct a0 action from one of the drepdewn ments under an icon to begin a task

Student Privacy and Public Reports

S 8 deral laws resuire MDE 1o pubicly repaa cantain fomation bout S1002MeS 818 00N I SCNOC! 300 Now STNOXS e SO

2. Use the filterson the left to find users or select the dropdown arrow thatis to the right of the Search
box to show allresults. Only active users will appearintheinitial search. Select the checkbox next to
the username(s) youwant to update.

= Tasks

Find Users

sample

First Name
Starts with
Username

Select Tasks

) Restrict to selected arganization

0 Selected

I Q, Search ~

Clear Hide 2 Results

] Username®a First Name*

O
mllsample teacher@school us  Sample
i ]

v

sampleb.teacher@school.us Sample B
(i ]

Note: To find disabled or deleted users, under Account Status select Disabled or Deleted from the

dropdown menu.

Account Status

Select v

Deleted
Disabled
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3. Select the dropdown menu to the right of the Start button and select Create/Edit Users.

= Tasks

Select Tasks

All Tasks

Find Users Create / Edit Users

Q Search |

Delete / Restore Users

Manag

4. The user(s) selected are displayed on the panel to the left-hand side of the screen. If you selected
multiple users, confirm that the user youwant to update is selected (highlightedinblue). Enter or

make changes to the userinformation and select Save.

Note: Email and Username are the only fields that cannot be edited on this page. If youneed to
change either of these (for example, if a user's email address is used as the username and it
changes), delete the current account and create anew account for the user. Ininstances where
several or all emails for a district change, use file import to delete old accounts and create new

accounts.
USERS (2) DETAILS
© Create Users sample.teacher@school.us

sampleb.tezcher@school.us Selected Organizations™

Selected Roles”
x Test Monitor!Data Entry
Account

Enabled

First Name™

sampie

Last Name”

Teacher

Email*

Username™

* Required

Save [Reset

» MDE Assessment Middle School (5555-08-301)

Active Begin Date

Active End Date

Delete Date

sample.tescher@school.us

sample.teacher@school.us

Note: Any user can change their own email by selecting the User dropdown in the top right and
selecting Your Account. Users cannot change theirusername.

‘‘‘‘‘‘ o

Sign Out
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Deleting User Accounts

1. Fromthe Homepage, under Setup, select Users.

& Setup A A stdent In ghis system I {PII); ensure student data privacy when dcoessing and using It
internally, and protect it from external 3<ess of Use.

Impant ) Export Data
& Welcome 1o Pearscnicsasgert

Ssents

$e5ct 30 action from one of the drepdewn menws under an icon to begin a tisk

Crganizaions.

= |

Croers & Shipment Tracking

TestNav Connguranons

2. Usethe filterson the left to find users or select the dropdown arrow thatis to the right of the Search
box to show allresults. Only active users will appearintheinitial search. Select the checkbox next to
the username(s) you want to update.

= Tasks

Select Tasks

Find Users

(=]

Filters I Clear Hide 3 Results

Restrict to selected organization

First Name Usermame” First Mame® Last Name®
MMAAZ01E 8 Dana Kopren
# MNTECH2018 dana kopren
Username # o P
# # MTASSE2016 Dana Kopren
L_Account statie 0
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3. Select the dropdown menuto theright of the Start button and select Delete/Restore Users.

User}

= Tasks 0 Selected

Select Tasks

IManag

All Tasks |

Find Users Create / Edit Users

Last Name or Email starts with Reset Passwords
Delete / Restore Users

4. Select the checkbox next to the username(s) you want to delete and select Delete/Restore.

Delete / Restore Users

Delete / Restore Users

Username* First Name* Last Name* Email*
¥ MNTECH2016 & Dana Kopren dana.kopren@pearson.com
v MTASSE2016 © Dana Kopren dana.kopren@pearson.com
* Required

Delete / Restore Reset

Note: A deleted account willremaininthe system and canbe restored by a DAC or AA. Torestore a
user, referto the Restore Deleted User Accounts section.
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Exporting and Importing User Accounts Instructions

a N\

DAC and AAusers can create or update multiple useraccounts by importing a file directly
into PearsonAccess Next. In addition to disabling or enabling useraccounts, useraccounts
canbe deleted orrestored through a file import.

It’'srecommended toimport a file if many accounts need to be created, updated, or deleted.
If only a few user accounts need to be created, updated, or deleted, refer to the Manual User
Accounts Instructions section.

There are two ways to create afile: 1) export an existing user file from PearsonAccess Next,
make the necessary changes, and import the updated file back into PearsonAccess Next, or
2)create anew fileandimportitinto PearsonAccess Next. It isrecommended to exportan
existing user file from PearsonAccess Next so you can simply edit existing information. To
edit an existing file, refer to the Exporting the User Account File section. To create a new file,
referto the Preparing the User Account File section.

\_ /

Exporting the User Account File

1. Toexportthelist of existing users in PearsonAccess Next, from the Homepage, under Setup, select
Import/Export Data.

A student In this system iz {Pll); ensure student dta privacy when and using It
internally, 3nd protect it from external 3<ess or use.
Impart / Expon Data

*  Welcome 1o Pearscndccesyr

Stoznts
$eMct an action from one of the Sropdown menws Under an icon to begin a Lk

Crganzaions
Users Student Privacy and Public Reports

Crders & Snipment Tracking

TesINGY Conniparanons

& Testing

= Reports

© Support

2. Select the dropdown menuto theright of the Start button and select Import/Export Data.

Page 16 of 53 October2025



Import / Export Data

£ Tasks 0 Selected Fil

Select Tasks ~ Idan

All Tasks |

Find Files
qlmpom Export Data
R — View File Details

3. Fromthe Type dropdown menu, select User Export. Select the checkbox next to “Include Deleted
Users” if youwant deleted usersincludedinthe file. The file layout indicates whetheran account is
deleted (Yes/No). Select Process.

Import / Export Data

Type*

User Export h v
¢ Include Deleted Users

4. Afteryouselect Process, referto the fileinformation listed on the View File Details tab. The file status
displays under Details at the top of the page. Select the refresh symbol next to Details to refresh the
page, asneeded, until the file has been processed.

You willreceive a Status Notification email when the file has completed processing. Select
Download File when the file has completed processing.
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Irnport | Expart Data View File Details

FILES (1) DETAILS =

Complete
File iz ready for download

File Information

User Export 2021-08-16T14:12:33.701-+0000.c5v

Type Organization

User Export MDE Assessment Control District (5558500000
Rizgjuiest Date User

DEAE2021 09:12:33 AM [AC.Braden

Tertal Ricords
34 Dewnload File €
Successiul Records

k2
Error Records

]
Parameters

Parameter
nclude deleted usars
Steps

Step Message
Export Complete

Referto the table below for a list of statuses and explanations.

Status Explanation
Pending File is queued for processing.
Complete Savedinformationforallrecordsin the file.

Complete withissues | Somerecordswere not saved, review the errorlist for details.

5. Make the necessary changes to the file using Appendix B, PearsonAccess Next User Account File
Information. Save your file to your computer and follow the steps inthe Importing the User Account
File section.

Create and Update User Accounts via a File Import

1. Complete steps1-4 fromthe previous section. The file willopeninexcelasa.csvfile.

1.1. To create anew useraccount,inthe “Action” column, type “C” or “c” inan empty row. Enter
informationinthe file to create the new user. Refer to Appendix B, PearsonAccess Next User
Account File Information, as needed.

1.2. Toupdate an existing user account, the “Action” columnis populated with “u” by default. Make
changesin the file layout to update the existing user. Refer to Appendix B, PearsonAccess Next
UserAccount File Information, as needed.

A B C D E F G H | ) K L
Action Username First Name  Last Name Email Authorized Organizations Roles Active Begin Date  Active End Date Disabled Disable Reason Is Deleted
u sample.teacherl@usdi23.org Sample Teacherl  sample.teacheri@usdi23.0rg  5555-09-101 Test_Monitor_DataEntry No No
c sample.teacher2@usd123.org Sample Teacher?  sample.teacher@usd123.0rg  5555-09-101 MTAS_Score_Entry No No
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2. Savetheupdatedfileasa.csvfile.
3. Importthe user account file using the instructions below.

Importing the User Account File

1. Toimport afile, fromthe Homepage, under Setup, select Import/Export Data.

A student In this system iz

J Impaet ! Expont Data I

StozEnts

* Welcome 1o Pearsondccesy’est

Organizanons
Ussrs

and feoer 3 3N £l

Orders & Snipment Tracking

TesINaY Configueanons
& Testing

= Reponts

@ Support

Student Privacy and Public R

{PlIj; ensure student data privacy when

internally, 3nd protect it from external 3ccess or use.

SeMctan action from one of the drepdown menws under an icon to begin a task.

eports

1o 8bout 1

ang using it

Import / Export Data

= Tasks 0 Selected

Select Tasks

Find Files

All Tasks I

qlmpom Export Data
View File Detals

3. Fromthe Type dropdown menu, select User Import. Selectthe Choose File button and select the
file from your computer that you willimport. Select Process. You will receive a Status Notification

emailwhen the file has competed processing.

Import / Export Data

Type*

User Import

VI

Source File

Choose File | ser Import

3+0000.csv
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Note: If youimport multiple versions of a file, the datain the system will be updated toreflect any
changesto existingrecords and to add any new records.

4. Afteryouselect Process, the file informationislisted onthe View File Details tab. The file status
displays under Details at the top of the page.

Import/ Export Data View File Details

FILES (1) DETAILS =

User Export 2021-08-16T14:12:33.701+0000.c5v
Complete
File is ready for download

File Information

Type QOrganization
User Import MDE Assessment Control District (5555.09.000)
Request Date User
081612021 09:12:33 AM DAC-Braden
Total Records
34 Download File ©
Successiul Records
34
Error Records
0
Steps
Step Message

Import Complete

Referto the table below for a list of statuses and explanations.

Status Explanation
Pending File is queued for processing.
Complete Savedinformationforallrecordsin the file.

Complete withissues | Somerecordswere not saved, review the errorlist for details.

Note: To view any file(s) you have previously imported or exported, from the Homepage, under
Setup, select Import/Export Data.
5. Select the checkbox next to the file(s) in the data grid.
5.1.  Tonarrow yourresults, under Find Files, select the box that says, “Name starts with” and begin
entering part of the file name, and select Search.
5.2. Ifyouhave trouble finding your file(s), select one or more optionsin the Status or Type filters on
theleft,and select Search.
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Import / Export Data

= Tasks 0 Selecte
Find Files
Filters
Status
Request Date Name
Type X DK_test_725_b.csv

6. Select the dropdown menuto theright of the Startbutton and select View File Details.

Import / Export Data

Find Files

If you selected more than one file, then select the file youwant to view or download fromthe Files list
atthe left.
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Preparing the User AccountFile

If you wish to create anew file, download the PearsonAccess Next Importing User Accounts File Layout
(Minnesota Assessment Hub > Resources & Training > User Guides > PearsonAccess Next Importing
User Accounts file Layout) and enter the information using Appendix B, PearsonAccess Next User
Account File Information, of this guide to create the user account file. Then follow the stepsin the
Importing the User Account File section.

m % DEPARTMENT Home PearsonAccess"™*  Resources & Training ¥  Technology ~ Reporting ¥ MDE Updates ¥ Support Search
& OF EDUCATION kR

User Guides

Access manuals, guides, and other resources to prepare for and administer statewide

assessments.

User Guides

View User Guides below.

PearsonAccess"®" Resources A MCA User Guides v

Access guides and resources for information on completing test administration activities in

PearsonAccess Next.

PearsonAccess Next User Accounts Guide — Coming Fall 2025

PearsonAccess Next User Accounts Import File Layout &

Materials Shipping Information v
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Resetting Passwords

As a security feature, passwords are valid for 180 days. All users canreset their own password at any
time. The following automated notification emails are sent to users with instructions to reset their
password as follows:

e “Password Expiration Notification” email sent seven days prior to a password expiring.
e “Passwordhas Expired” email sent when a password has expired.

Note: If auser’s accountis disabled or deleted, resetting a password will not enable orrestore the
account. Follow the stepsin the Enabling and Restoring User Accounts section.

Referto the table below for details on which userroles have the ability to reset anotheruser’s
password.

UserRole Ability to Reset Another User Role’s Password

District Assessment Canreset otheruserrole passwords, except other DACs.
Administrator (DAC)

Assessment Administrator Canreset otheruserrole passwords, including another AA, but
(AA) cannotreset a DAC’s password.
Technology Staff Canonly reset their own password.

Test Monitor/Data Entry

MTAS/AlIt MCA Test
Administrator

LMS Learner

The following section provides instructions for:

e Resetting yourpassword
e Resetting anotheruser’s password (DAC and AAusers only)

Resetting Your Password

Users canreset their password by following the link in the automated “Password has Expired”
notification email or by going to PearsonAccess Next to reset. An automated email with the subject
“Password Expiration Notification (PAN)_[username]” is sent to users seven days before password
expiration. Follow the email instructions to reset your password.
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Toresetapassword on PearsonAccess Next:

1. Fromthe PearsonAccess Nextlogin screen, select Forgot Password.

PearsonAccess et

Username

sample.user@schools.k12.mn.us

Password

Login
Forgot Username Support

2. Enteryourusername and email. Select Request Password Reset.

Forgot Password

Username

Sample.User@district k12.us h

Email

Sample User@district k12 us h
| Request Password Reset | Cancel

3. Youwillreceive a “Password Reset” email which willinclude alink to reset your password. Select the

link to reset your password.

4. Enteryour new password and confirm the password. Select Update Password.

Reset Password

Username

Sample.User@district.k12.us

Reset Token

66f95137-2660-4a39-a4d3-c88c46a156bb:2

New Password

Confirm Password

Update Password Cancel
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Note: Passwords must be between 8 and 32 characters long, cannot be any of the last 5 passwords
used and must contain 3 out of the 4 character types below:

e Uppercase
e |Lowercase
e Number

e SpecialCharacterexcept<>‘"-";

13

5. Onceyou update your password, you can signinto PearsonAccess Next. You will receive a “Reset
Password Success” email as confirmation.

Resetting Another User’s Password (DAC and AA users only)

Reminder: DACs canreset otheruserrole passwords except foranother DAC. AAs canreset
otheruserrole passwords, including another AA, but cannot reset a DAC’s password.

1. Fromthe Homepage, under Setup, select Users.

Impon / Expant Data

Ssents

Croers & Shipment Tracking

TestNav Connguranons

{Pil); ensure student dta privacy when Jcoessing and using It
snternally, and protect it rom external ccess of use.

A student

In this system Is

* Welcome 1o Pearscnaceesses

$e5¢1 30 3ction fom one of the drepdewn Menws under an icon to begin a tisk

Student Privacy and Public Reports

2. Use the filterson the left to find users or select the dropdown arrow thatis to the right of the Search
box to show allresults. Only active users will appearin the initial search. Refer to the Manually
Updating User Accounts to locate disabled and deleted accounts. Select the checkbox next to the

username(s) you want toreset.
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= Tasks 0 Selected

Select Tasks

Find Users

Kopren

Filters I Clear Hide 3 Results

Restnct to selected organzaton

MMAAZ01E & Dana

Username # # MWTECHZ2018 dana

o

—}; MTASSE2016 Dana

i)

L_Lccount Statie

First Mame Username® First Name* Last Mame*

Kopren

kopren

Kopren

3. Select the dropdown menuto the right of the Start button and select Reset Passwords.

= Tasks 0 Selected

Select Tasks

All Tasks

Find Users Create / Edit Users

kopren Reset Passwords«

Delete / Restore Users

User|

IManag)

4. Select the checkbox next to the username(s) you want to reset and select Reset Passwords.

Tasks for Users

Reset Passwords

Reset Passwords

¥ Username* First Name*
¥ MNAAZ01E @ Dana

¢ MNTECH2018 @ dana

* Required

Reset Passwords Reset
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Note: The userwillreceive a “Password Reset” email whichwillinclude alink to set up their
password. Once theyreset their password, they willthenreceive a “Reset Password Success” email
as confirmation. Itis best practice forthe usertologinto PearsonAccess Next using their new
password to confirm access.

Locked User Accounts
4 )

As a security feature, PearsonAccess Next automatically locks user accounts after five
consecutive invalidlogin attempts. Locked user accounts can be unlocked by resetting the
password.

- J

Enabling and Restoring User Accounts

As a security feature, PearsonAccess Next automatically disables or deletes user accounts when a user
is not active for a specified number of days:

e Useraccountsare disabled after 365 days of inactivity.

o Disabledaccounts are displayed with a gold circle-backslash symbol l:l in
PearsonAccess Next.
e Useraccounts are deleted after 550 days of inactivity.

o Deletedaccountsare displayedwithared “X” symbol EI in PearsonAccess Next.

This section provides instructions for the following:

e Confirmingifuseraccounts are disabled or deletedin PearsonAccess Next
e Enabling disabled useraccounts manually orvia file export/import.
e Restoring deleted user accounts manually orvia file export/import.

User accounts that are both disabled and deleted will need to be bothrestored and enabled before the
useraccountis active. Refer to the Restore Deleted User Accounts section to manually restore the user
account. Afterthe accountisrestored, refer to the Manually Enable User Accounts section to manually
enable the user account.

Note: DACs must contact Pearson to enable orrestore their account. DACs should confirm MDE-ORG
isup-to-date and that they are listed as the DAC before contacting Pearson to enable orrestore their
account.
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Users Logging in with Disabled or Deleted Accounts

Users with a disabled or deleted account will still be able to reset their own passwords. However,
resetting the user’s password does not enable or restore the user’s account. Users who attempt to sign
inwhen theiraccount is disabled or deleted will get the following error message, even if their password
has beenreset.

PearsonAccessmet

User has not yet been created in this website and therefore does not yet have assigned authorization privileges.

Please contact a representative to assist you in the user creation process in order for you to gain appropriate access.

Users who receive this message will need to have theiraccount enabled and/or restored by a userwith a
DAC orAAuserrole.

Confirming if User Accounts are Disabled or Deleted

User accounts are disabled after 365 days of inactivity. This means that most accounts will be active for
spring testing forusers who haven’tloggedinto PearsonAccess Next since the previous test
administration. User accounts are deleted after 550 days of inactivity (18 months). It’'simportant for
DACs and AAs toreview PearsonAccess Next user accounts at the start of a new school year to delete
any users no longer at the school or district.

Toreview alist of allusers with access to the selected organization, including last log in date, use the
Users With Org Access Operational Reportin PearsonAccess Next.

From the PearsonAccess Next Homepage, under Reports, select Operational Reports. Select the
checkbox next to the Users report category and then select Users With Org Access.

Operational Reports

Report Categories

Students & Registrations

) Users
Online Testing

Orders & Shipment Tracking Users With Org Access

List of all users with access to the selected organization

Users With Role Access
List of all users with the selected role

e UnderOrganization select the schooltoreview all users at that organization. The report provides the
date userslastloggedinto PearsonAccess Next. If user accounts will be disabled by spring testing
due toinactivity, consider the following:
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o Refertothe Reset Your Password section and email users to have themreset theirown
password. Afterresetting their password, the user mustlogin to PearsonAccess Next to
reset theiraccount activity timeline.

o Refertothe Resetting Another User’s Password (DAC and AA users only) to reset user
passwords. The user willreceive an email with a link to reset their password. After

resetting their password, the user mustlogin to activate their account.

Tip: Prior to resetting user passwords, consider emailing staff to let them know they will
receive an automated email from PearsonAccess Next with alink to reset their password.
Encourage staff to reset their password and then login to PearsonAccess Next so their
accounts are active for spring testing.
e UnderDisabled and Deleted filter, you have the optionto exclude orinclude disabled or deleted

users. If chosen toinclude, the report willinclude a disable and delete date(s).

o Ifstaff accountsare disabled ordeleted and needto bereactivated, referto the Enabling
and Restoring User Accounts section.
o Ifstaff accountsare nolongerneeded (for staff who are no longer at the district), referto the
Deleting User Accounts section.

1. Fromthe Homepage, under Setup, select Users.

& Setup A

Impon ) Expan Data

Ssents.

Oroers & Stipment Tracking

TesINav Conngurancns
l &2 Testing v

= Reports v

A student In this system Iz {PII); ensure
nternally, and protect it from external 3ccess of use.

A Welcome 10 Pearsoniceesss

Sesct an action from one of the repdewn menws under an icon 1o begin a tisk

privacy when

and using It

2. Ontheleft-hand side, under the Account Status filter, select either Deleted or Disabled to search for
only accountsthat are disabled or deleted.

&= Tasks

Select Tasks

Find Users

Filters ear Hide

Restrict to selected organization

First Name

Username

Account Status

Select v

Deleted

Disabled
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3. Ifanaccountis disabled, the disable date and disable reason columns are populated. Accounts that
have been disabled due to inactivity will have a disable reason of “Inactive.”

Fordeleted accounts, the delete date columnis populated. Deleted accounts are notremoved from
the system.

Username* First Name* Last Name* Email* Disable Date Disable Reason Delete Date Active End Date Active Begin Date
MNMTASD2016 © Dana Kopren dana_kopren@pearson.com 11/10/2016 Inactive

KallaushMTAS € x Sue Kallaus sue kallaus@pearson.com 03/14/, no 02/25/2016 02/26/2016

AntillMTAS @ x lisa antill lisa.antil@pearson.com 03/14/2016  no 02/25/2016

User accounts that are disabled or deleted can be enabled manually or via a user file export/import.

Manually Enable User Accounts

1. Fromthe Homepage, under Setup, select Users.

& Setup A A stdent In ghis system Iz {PII); ensure student data privacy when dcoessing and using It
internally, and protect it from external 3<ess of use.

Impart ) Expon Data

& Welcome 1o Pearscnicsasgert

Shnts
S5t a0 action from one of the repdown menus under an Icon 1o begin a task,
Crganizations
= | Student Privacy and Public Reports
Orders & Shipment Tracking S puds

TestNav Connguranons

2. Ontheleft-hand side, under the Account Status filter, select Disabled to search for only accounts
that are disabled.

Find Users

Filters Clear Hide

Restrict to selected organization

First Name

Username

Account Status

Select v
Deleted
| Disabled

3. Select the checkbox next to the username(s) you want to enable.
4. Select the dropdown menuto theright of the Start button and select All Tasks.
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= Tasks

Select Tasks

Find Users e

Filters

() Restrict to selected organization
First Name ~| Username’a First Name* Last Name®

pample_teacher@school.us  Sample Teacher
i
Username ~ 5 -
-] sampleb.teacher@school.us Sample B  Teacher
Ox
sampleemali@gmail.com ® Sample AA
x

Account Status

5. Under Create/Edit Users, on the User Details page, select the username on the left-hand side.

Underthe Account dropdown menu, change from Disable to Enable. Select Save.

Greale / Edil Users  Reset Passwords  Delete [ Reslone Users

USERS (1) DETAILS
© Create User sample.teacher@school.us
X sample teacher @school Us
Selectod Organizations
« MDE Assessment Elementary (6655-09-101) | x MODE Assessment Middie School (5555-09-301)
Solected Roles’
x MTAS Entry | Test MonorData Entry
Account
Disable
Enable
“Enable and Rssel Password

Most disabled useraccounts will also need a passwordreset. Select Enable and Reset Password to
enable the useraccountandresetthe user’s password. The userwill receive a “Password Reset”
email with alink to set up their password. Once the userresets their password, they will receive a
“Reset Password Success” email as confirmation. The user mustloginto PearsonAccess Next using
theirnew password to enable theiraccount.

Note: Some accounts may have the status of both Disabled and Deleted. Deleted accounts must be
restored prior to being enabled. For these accounts, refer to the Restore Deleted Users Accounts

section to manually restore the user account prior to enabling theiraccount.

6. If youdid notresetthe user’s password when enabling the account, select the Reset Passwords tab
toresetthe user’s password. Select the checkbox next to the username(s) you want toreset and

select Reset Passwords.
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Disable and Enable User Accounts via File Export/Import

1.

Create / Edii Users Resel Passwords Delete / Restore Users

Reset Passwords

[] Username* First Name®  LastName® Email®
sample.teacher@school.us @ @ Sample Teacher sample.teacher@school.us
* Required

Reset Passwords Reset

Note: Users can alsoreset their own password by selecting Forgot Password on the PearsonAccess

Nextloginscreen.

next

PearsonAccess

Username

sample.user@schools.k12.mn.us

Password

Forgot Username [§ Forgot Password @ Support

Username is not case sensitive

Password is case sensitive

From the Homepage, under Setup, select Import/Export Data.

& Selup A

Impart ) Expon Dala
*  Welcome 10 Pearsondccssyer

SEMCLan 2ction from ane of the repdewn menus under an iean to begin a task

internally, and protect it from external 3ccess or use.

Student Privacy and Public Reports

Crders & Snipment Trackng B .JI'P pUDH 3N abo

TesiNav Confpaaions
& Testing

= Reponts

@ Support

A student information In this system 1= personally identiftable Information {PII); ensure student data privacy when 3ocessing and using it

2. Select the dropdown menuto the left of the Start button and select Import/Export Data. Select

Start.
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Import / Export Data

= Tasks 1 Selected

Select Tasks

¥ Import / Export Data
View File Details

3. Fromthe Type dropdown menu, select User Export and select Process.

Import / Export Data

Type*
User Export h

Include Deleted Users

Afteryouselect Process, the file informationis listed onthe View File Details tab. The file statusis
displayed under Details at the top of the page. Select the refresh symbol next to Details to refresh
the page, as needed, until the file has processed.

You will receive a Status Notification email when the file has completed processing. Select
Download File when the file has completed processing.

Imgert § Export Data View File Delails

FILES (1) DETAILS

Complete
File iz ready for download

File Information

User Export 2021-08-16T14:12:33.701+0000 csv

Tipe
User Export
Request Date
DBAG2021 09:12:33 AM
Total Records
ks
Successiul Records
B2
Error Records
o

Parameters

Parameter

nclude deleted usars

Steps

Download File €

Grganization

MDE Assessment Cantrl District (5555-08-000)
User

DAC-Braden

The file willopenin Excelasa.csvfile.
4. Useraccounts can be enabled or disabled through a file import.
4.1. Toenableauseraccount, change the textinthe disabled column from “Yes” to “No” and
remove the text in the Disabled Reason column so that field is blank. Note: The “Action” column
isautomatically populated with “u” (update) in the file export. No changes are needed to this

columnto enable auser.
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4.2. Todisable auseraccount, change the textinthe disabled column from “No” to “Yes” and enter
areasoninthe Disabled Reason column (inactive, forexample). Note: The “Action” columnis

automatically populated with “u” (update) in the file export. No changes are needed to this
columnto enable a user.

A B © D E F G H | L
Action Username First Name  Last Name Email Authorized Organizations Roles Active Begin Date  Active End Date llDisabled Disable Reason [l Is Deleted
u sample.teacher1@usd123.org Sample Teacherl  sample.teacherl@usd123.org  5555-09-101 Test_Meonitor_DataEntry INO No
u sample.teacher2@usd123.org Sample Teacher2  sample.teacher2@usd123.org  5555-09-101 MTAS_Score_Entry 2 pactivi No

5. Savetheupdatedfileasa.csvfile.

6. Importthe user account file using the instructionsin the Importing the User Account File section.
Note: Afteranaccountis enabled, refer to the Resetting Another User’s Password (DAC and AA users
only) section to manually reset user passwords.

Note: Some accounts may have the status of both Deleted and Disabled.

6.1 Torestore adeleted account, refertothe Delete or Restore User Accounts via a File
Import/Export section to restore user accounts through a file upload. Restoring a deleted
account through a fileimport automatically enables the account

6.2 Foraccountsenabled through afileimport, but stillin deleted status, refer the Restore Deleted
User Accounts section to manually restore the useraccount.

Manually Restore Deleted User Accounts

1. Fromthe Homepage, under Setup, select Users.

& Setwp A A student In this system Is {PlI); ensure student data privacy when Jcoessing and using It
snternally, and protect it from external 3<ess of Use.

Impor / Expart Data

* Welcome 1o Pearsonnceesses
Swnts

St a0 action from one of the drepdoewn menus under an icon 1o begin a task
CQanizaions

Users Student Privacy and Public Reports

Croers & Shipment Tracking

TestNav Confguraions

2. Ontheleft-hand side, under the Account Status filter, select Deleted to search foronly accounts
that are deleted.

Find Users

Filters Clear Hide
Restrict to selected organization

First Name

Username

Account Status

Select v
Deleted=
| Disabled |
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3. Select the checkbox next to the username(s) you want to restore.
4. Select the dropdown menuto the right of the Start button and select All Tasks.

= Tasks 0 Selected

Select Tasks v
Eindises Create / Edit Users
sample Reset Passwords
Delete / Restore Users
Filters Clear Hide 3 Resuits

[0 Restrict to selected organization

First Name (] Username®a First Name* Last Name*
jsample.teacher@school.us  Sample Teacher
i X}
Username
() sampleb.teacher@school.us Sample B Teacher
Ox0o
[J sampleemail@gmail.com @ Sample AA

Account Status =
xQ

Deleted v

5. Onthe Delete/Restore Users tab, select the checkbox next to the username(s) and select
Delete/Restore.

Create / Edit Users Reset Passwords Delete / Restore Users

Delete / Restore Users

] Username* First Name*  Last Name* Email*
cample teacher@school us €@ x @ Sample Teacher sample teacher@school.us
* Required

Delete / Restore Reset

6. Mostdeleted accounts are also disabled and need a passwordreset. To enable arestored account,
select the Create/Edit Users tab. Onthe User Details page, select the username on the left-hand
side. Under the Account dropdown menu, change from Disabled to Enable and Reset Password.
Select Save.
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Create [ Eal Lsers

USERS (1) DETAILS

& Creake Users sample.leacherfaschool us save (=SS
O Shew User Details

felested Qrganizatany”

% MDE Ass=ssment Miacls School (2885-05-201)
Selested Roks

# Tesl WonfiorData Eniry
Ascount

Disabied w

— |

Note: The userwillreceive a “Password Reset” email with alink to set up their password. Once the
userresetstheirpassword, they will receive a “Reset Password Success” email as confirmation. The
usermustloginto PearsonAccess Next using theirnew password to enable their account.

7. Ifyoudid notresetthe user’s password when enabling the account, select the Reset Passwords tab
toresetthe user’s password. Select the checkbox next to the username(s) you want toreset and

select Reset Passwords.

Create / Edit Users Reset Passwords Delete / Restore Users

Reset Passwords

[J Username® First Name® LastName® Email*
sample teacher@school.us @ @ Sample Teacher sample.teacher@school.us
* Required

| Reset Passwords Reset

Delete or Restore User Accounts via a File Import/Export

1. Fromthe Homepage, under Setup, select Import/Export Data.

A Student information In this system Is personally identifiabie Information (PIl); ensure student data privacy when Jocessing and using it
internally, and protect it from external 3<ess of use.

& Setuwp A

Slozents
SEMCtan 2ction from ane of the drepdewn menws under an icon to begin a task,

*  Welcome 1o Pearsondcsssyer

Crganizatons
Usars
Orders & Snipment Tracking

TesINay Conhgaaions

& Testing

= Reports

@ Support

Page 36 of 53 October2025



2. Select the dropdown menuto the left of the Start button and select Import/Export Data. Select

Start.

Import / Export Data

= Tasks 1 Selected

Select Tasks

¥ Import / Export Data_

View File Details

v

3. Fromthe Type* dropdown menu, select User Export and select Process.

Import / Export Data

Type®
User Export h

Include Deleted Users

Afteryouselect Process, the fileinformationislisted onthe View File Details tab. The file statusis

displayed under Details at the top of the page. Select the refresh symbol next to Details to refresh
the page, as needed, until the file has processed.
You will receive a Status Notification email when the file has completed processing. Select
Download File when the file has completed processing.

Impart{ Export Data

wiew File Delails

FILES [1)

DETAILS &

Complete
File s ready for dawnload

File Information

User Export 2021-08-16T14:12:33.701+0000 csv

Tipe
User Export
Request Date
DBAG/2021 09:12:33 AM
Total Records
kS
Successiul Records
B

Error Records
o

Parameters

Parameter

nclude deleted users

Steps

Download File &

Grganization
MDE Assessment Contrl District (S555-08-000)

User
DAC-Braden

The file willopenin Excel as a.csv file.
4. Useraccounts can be deleted orrestored through a file import. The “Is Deleted” columnindicated
the deleted status of the account (yes orno).
4.1. Todelete auseraccount,inthe “Action” column, type “D” or “d”.
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4.2. Torestore adeleted account,inthe “Action” column, type “R” or “r”.

A B &= D E F G H | J K L
i Lsername First Name  Last Name Email Authorized Organizations Roles Active Begin Date  Active End Date Disabled Disable Reason Is Deleted
d sample.teacherl@usd123.org Sample Teacherl  sample.teacherl@usd123.org 5555-09-101 Test_Monitor_DataEntry No No
r sample.teacher2@usd123.org Sample Teacher2  sample.teacher2@usd123.org  5555-09-101 MTAS_Score_Entry Yes Inactivity Yes

5. Savetheupdated fileasa.csvfile.
6. Importthe user account file using the instructioninthe Importing the User Account File section.

Note: Some accounts may have the status of both Deleted and Disabled. When restoring a deleted
userthatis also disabled, the fileimport to restore the deleted user will also remove the disabled

date and disabledreason. No further action is needed to enable the user.
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Appendix A - PearsonAccess Next User Role Matrix

This table provides the tasks that each userrole is able to access in PearsonAccess Next. Tasks are organized by the corresponding pages.
Note: Users only have access to data at the organization level to which they are assigned (district or school) and the organizations below it.

Users with the DAC or AArole do not need any additional user roles added to their account because all permissions at their organization level

(district or school) are already included. Adding additional user roles to either the DAC or AA account will limit the permissions of the DAC or
AA.

District Assessment
Coordinator (DAC)
Administrator (AA)

MTAS/AIt MCA Test

Technology Staff
Test Monitor/Data
Entry (TM/DE)
Administrator

(Tech)
LMS Learner

Assessment

Setup

Import / Export Data

View and export lists of students

View and export lists of staff userroles

Import staff userroles




PearsonAccess Next User Role Matrix O - A ™ 5 0
< < (8] ~ < > S
@
(a) < [ > E & -
= z Z
Import reporting groups and assign Test Monitor/Data Entry and MTAS/AIt MCA Test Administrator o o
users to reporting groups
View and export On-Demand Reports ° °
Create test sessions, add/remove students from sessions, and move students between sessions
via a fileimport ¢ ¢
Students
View student enrollment data ° ° ° ° °
Enter LCl data (MTAS/AIt MCA only) ° ° ° °
View a student’s assigned test details, including accommodations and universal supports ° ° ° ° °
View Historical Student Data (for students currently enrolled in your district. The DAC/AA must
assign the Test Monitor/Data Entry or MTAS/Alt MCA Test Administratoruser to a reporting group(s) . o . .
to access historical student data.) Note: 2025 results are not available. Historical Student Data
from previous test administrations (2011-2019; 2021-2024) are still available.
Page 40 of 53 October2025




PearsonAccess Next User Role Matrix

DAC
AA
Tech
TM/DE
MTAS/
Alt MCA
LMS

Organizations

View organizations ° ° °
View contacts ° ° °
Users

Note: Technology Staff can only view otheruserroles. Test Monitor/Data Entry and MTAS/Alt MCA Test Administratoruserroles cannot view or
create otheruserroles.

Create /Edit users (DACs can create users except foranother DAC. AAs can create users, including o o
another AA, except fora DAC.)

Reset passwords for otherusers ° °
Delete orrestore users ° °
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PearsonAccess Next User Role Matrix

DAC
AA
Tech
TM/DE
MTAS/
Alt MCA
LMS

Orders & Shipment Tracking

Create, edit, or cancel additional orders (only pending orders may be cancelled) ° °

TestNav Configurations

Create, edit, or delete TestNav and Proctor Cache configurations ° ° °
Proctor Cache

Proctor cache by test ° ° °
Testing

Student Tests (MTAS only; MTAS/Alt MCA Test Administrator users can only enter data for those student tests assigned to them by the DAC or AA
userrole)

Assign, change, orremove teacherassignments ° °

Enter MTAS scores ° ° °

Test Sessions (MCA and Alt MCA)

Create, edit, or delete test sessions ° ° ° ° °
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PearsonAccess Next User Role Matrix 2 P < Q g (Z) ‘£
() < & > = + -l
= z 2
Students in Sessions (MCA and Alt MCA)
Add studentsto, prepare, start, stop, resume, andrefresh test sessions; unlock and lock student . . . . .
tests
Print student testing tickets and session student rosters ° ° ° ° °
View student testing progress ° ° ° ° °
Move students between sessions and remove students from sessions ° ° ° ° )
Mark student tests complete and/or enter a test/accountability code ° °
Createreporting group from test session ° °
Reports
Operational Reports
Access administrative reports (reports are available based on the tasks to which a userrole has o o o o o
access)
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PearsonAccess Next User Role Matrix <
<

DAC
Tech
TM/DE
MTAS/
Alt MCA
LMS

Reporting Groups (Users withthe DAC/AArole have access to allreportsin their district or school; DAC/AAs should not be assigned to reporting
groups.)

Create and manage reporting groups, either manually or through a file import. ° °

Score Entry Reports (MTAS only; MTAS/Alt MCA Test Administrator users canview reports only for assigned students.)

View the score entry status and summary reports ° ° °

Results Reporting

Published Reports (DACs have access to all published reports for their assigned organization. AAs have access to published reports for their
assigned organization: district or school. Only DACs have access to the Secure Materials Status Report and Testing Time Report.)

View Published Reports ° °

On-Demand Reports (The DAC/AA must assign the Test Monitor/Data Entry or MTAS/AIt MCA Test Administrator userto areporting group(s) to
accesson-demandreports.)

View On-Demand Reports ° ° ° °
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PearsonAccess Next User Role Matrix
<
<

DAC
Tech
TM/DE
MTAS/
Alt MCA
LMS

Historical Student Data (For students who previously tested in your district; the DAC/AA must assign the Test Monitor/Data Entry or MTAS/Alt
MCA Test Administratoruser to areporting group(s) to access historical student data. Historical Student Datais only available for 2024 and

previous test administrations.)

View Historical Student Data ° ° PY °

Longitudinal Reports (Longitudinal Reports are only available for 2024 and previous test administrations.)

View Longitudinal Reports ° °

Dashboard

Dashboard (The DAC/AA has access to dashboard views (bar graph with filter, bar graph, speedometer) for online MCA (Session Status by
Subject, Student Test Status by Subject, Test Status - Online by Subject) and MTAS (Test Status - Alternate by Subject).)

Dashboard ° °

Dashboard User Settings ° N
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Learning Management System (LMS)
Learner Accounts (Users with a PearsonAccess Account are automatically loadedinto the LMS.)
Learner ° ° ° ° ° °

Manager Functions (Ability to view/download the record of completed trainings and mark trainings completed as a group for all registered users,

registered either through PearsonAccess Next or via self-registration, in their district or school.)

Manager
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Appendix B - PearsonAccess Next User Account File
Information

File column descriptions and important notes are below.

e Filemustinclude the headerrow.

o Fieldsmarked as optional must still be included in the file; leave the field blank if notincluding a
value.

e File must be savedinacomma delimited (csv) format.

e [fupdating auser’sinformation, the existingrecord willbe matched to the newrecord based onthe
username.

Csv Column Max Field Field Notes

File Heading Length | Description

Column

A Action 1 Contains the Required. Not case sensitive.
code Valid values are:

representing
the actionto be

takenforthe U oru (update user)*
record.

Corc(create newuser)

Rorr(restore deleted user)
D ord(delete user)

If attempting to create arecord and the
username provided already exists in the
system, the existing record will update with
the newly importedrecord aslong as the
existing user’'s email and username matches
the informationin the importfile.

If attempting to update arecord and the
username provided does NOT already existin
the system, the record will error.

*Username and email cannot be updated.

B Username 100 Contains the ReqUired. Not case sensitive.

username. Must | pacommended username is the user’s email
be unique. address.




CSsvV Column Max Field Field Notes
File Heading Length | Description
Column
C First Name 50 Containsthe Required.
user’s first
name.
D Last Name 50 Containsthe Required.
user’slast
name.
E Email 100 Contains the Required. Not case sensitive.
user’'s email
Must be in valid email format.
address.
When a new user accountis created, a
notification email is sent to this address.
F Authorized Variable | Contains the Required. Not case sensitive.

Organizations

organization
codes

associated with

the user.

The valuesin

this field should

representall
organizations

associated with

the user.

Delimited field. Organization codes are 9
digits comprised of District Number (4 digits),
District Type (2 digits), School Number (3
digits), inDDDD-TT-SSS format. For district-
levelusers, the schoolnumberis 000.
Multiple organization codes must be
separated with a colon (forexample, 5555-
01-000:5555-01-001). Include leading
zeros.

Most users will have only one organization
listed and will have access to that
organization and all organizations underit. For
example, adistrict userwill have access to all
schools within that district, while a school
user will only have access to that school.
Users can only create/modify organizations
forusers that are within the organization(s)
the user submitting the file has access to.

If the organization code entered isinvalid, the
entire record will error.
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Roles

Variable

Contains the
role code(s)
associated with
the user.

Thevaluesin
this field should
represent all
roles
associated with
the user
account.

Refertothe
PearsonAccess
Next UserRole
Matrix foralist
ofroles and
associated
permissions.

Required. Not case sensitive.
Delimited field.

If a District Assessment Coordinator or
Assessment Administrator userroleis
indicated, no otherroles are needed. All
permissions are includedin theseroles atan
organization level (district or school).

Note: You cannot assign the District
Assessment Coordinator (DAC) to any user.
Pearson creates, enables and restores DAC
useraccounts1-2 days afterinformationis
updated in MDE-ORG.

Note: If auser has the role of Technology
Staff, Test Monitor/Data Entry, or MTAS/Alt
MCA Test Administrator, but must also
perform tasks associated with another of
theseroles, an additional role may be
assignedto the user. Multiple userroles must
be separated withacolon
(Technology_Staff:Test_Monitor_DataEntry,
forexample).

Users can only create/modify roles for users
that are within the organization(s) the user
submitting the file has access to.

Valid values are:

Assessment_Administrator = Assessment
Administrator

Technology_Staff = Technology Staff

Test_Monitor_DataEntry = Test Monitor/Data
Entry

MTAS_Entry = MTAS/Alt MCATest
Administrator

LMS_Learner=LMS Learner

If the value enteredisinvalid, the entire record
will error.
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Ccsv Column Max Field Field Notes

File Heading Length | Description

Column

H Active Begin | 10 Identifieswhen | Optional.
Date auseraccount

becomes
active.

If left blank, the system will populate the Start
Date field with a default value of the system’s
current date and time (CT) whenyourfile is
processed. The Start Date can also be pre-
dated.

If the date enteredisin the future, the “New
Account” email will not be sent until that date.

Format as: MM/DD/YYYY
MM is the 2-digit month
DD is the 2-digit day
YYYY is the 4-digit year

Forexample, if a start dateisMarch1,2026, it
should be entered as 03/01/2026 Leading
zeros in the month and day fields are not
required.

The following error will display forincorrectly
entered dates: “Dateisinvalid. Dateisless
than 01/01/1990.”

Active Begin Date must be equal to or before
Active End Date.
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Csv Column Max Field Field Notes
File Heading Length | Description
Column
I Active End 10 |dentifieswhen | Optional.
Date auseraccount | If|eft blank, the system will populate the End
becomes Date field with a default value of 12 months
inactive. If an after the system’s current date and time (CT)
accounthas whenyour file is processed.
expired,the | £ rmat as: MM/DD/YYYY
userwillreceive
anerror MMiis the 2-digit month
message upon DD is the 2-digit day
login. YYYY is the 4-digit year
Forexample, if an end date is August 31,
2026, it should be entered as 08/31/2026.
Leading zeros in the month and day fields are
notrequired.
The following error will display forincorrectly
entered dates: “Dateisinvalid. Dateisless
than 01/01/1990.”
Active End Date must be equal to or after
Active Begin Date.
J Disabled 3 Identifies Required.

whetherthe Not case sensitive.

useraccountis ,

disabled. Use Valid values are:

thisfield to Yes = Account is currently disabled. Entering

disable or “Yes” will disable the account.

enable user No = Account is not currently disabled.

accounts. fan | Entering “No” will enable the account.

accountis

disabled. the Disabled Date within the system will be

userwill receive
anerror
message when
signinto
PearsonAccess
Next.

populated with current date if Disabled field
onthisfileissetto Yes.

When a new user accountis disabled, a
notification email is not sent to the user.
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Ccsv Column Max Field Field Notes
File Heading Length | Description
Column
K Disabled 1000 Identifies the Requiredif Disabled field on thisfile is set to
Reason reasongivenas | Y€s.
towhytheuser | Field should be blankif Disabled field is set to
account has No.
been disabled.
L Is Deleted 3 Identifies Not required.
whetherthe Yes = Account is currently deleted. Entering
useraccountis | “Yes” will not delete the account.
deleted. Use No < A , v deleted
this field to o= . ccount |slnot currently deleted.
Entering “No” willnot restore the account.
deleteor
restore user Note: This fieldis populated on export but
accounts. ignored on fileimport, meaning that changing

the delete field from No to Yes will not delete
the user. Useraccounts canonly be deleted
by adding “d” orrestored by adding “r” in
columnA. asindicated above.
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Appendix C - User Account Management Timeline

Season

Task

Summer

Loginto PearsonAccess Next.

e AllnewDAC accounts are created by Pearson 1-2 business days afterreceiving
DAC information from MDE-ORG.
e ContactPearsonto enable orrestore a DAC account.

Create, enable, and restore AA accounts so they can help manage useraccounts at their
school(s). AAs must reach out to their DAC with any questions about their PearsonAccess
Next account.

Fall

Review existing user accountsin PearsonAccess Next.

e Tip:Viewthe Users With Org Access or Users With Role Access under Operational
Reportsto see users with active, disabled, and deleted accounts.

Create new Test Monitor/Data Entry and MTAS/Alt MCA Test Administrator useraccounts
and delete accounts for staff no longer employed at the district or school.

e Tip: Whenupdating many accounts, make changes by importing a file.

Create, enable, orrestore Technology Staff accounts.

e ConfirmTechnology Staff have accounts set up in the Training Centerin order to
complete online testing infrastructure readiness tests.

Winter

DAC and AAusersin PearsonAccess Next are designated as Managersinthe Learning
Management System (LMS). LMS Managers can track training completions, enroll
Learnersin courses, and mark trainings completed as a group.

e Tip: Contact Pearsonif you have a PearsonAccess Next DAC or AAuser account
but are not listed as an LMS Manager. Updates to PearsonAccess Next accounts
arereflectedinthe LMS the following business day.

Create LMS Learner accounts for staff completing trainingsin the Learning Management
System (LMS). Note: Staff can still self-register an LMS account.

Create new Test Monitor/Data Entry and MTAS/Alt MCA Test Administrator useraccounts,
asneeded.
e Tip:Useraccountupdates madein PearsonAccess Next are reflectedinthe LMS
the following business day.

Spring

Maintain user accounts during testing (for example, resetting passwords or enabling
accounts).
e Confirmalluseraccounts are active prior to testing. Useraccounts are disabled

after 365 days of inactivity and deleted after 550 days of activity.
e Tip: Whenupdating a small number of accounts, make changes manually.
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