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MCA Data Entry User Guide

This guide provides instructions on managing Data Entry test sessions in PearsonAccess Next and
entering student responses from MCA paper test books online in TestNav. Data Entry is the process
used by staff to enter student responses from MCA paper test books into TestNav. Students only
indicate theirresponsesin their paper test books.

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

Create Test Sessions

Atest session can be created as early as two weeks before the testing window opens and throughout
the testing window.

There are two ways for users to create test sessions in PearsonAccess Next:

e By manually creating in PearsonAccess Next

o Create atestsession

o Addstudent(s)to atest session

o Remove students from atest session
o Move students between test sessions

e Byimporting afile to PearsonAccess Next

o Createtest session(s)

o Addstudent(s)to test sessions

o Remove students from test sessions
o Move students between test sessions

Recommendations for creating test sessions:

e Ifonlyafewtest sessionsneedto be created orupdated, itisrecommendedto complete steps
manually in PearsonAccess Next.

e Ifthere are many test sessions that need to be created orupdated, itisrecommended to import a
file into PearsonAccess Next.

e Refertothe applicable sections below for detailed instructions.

District Assessment Coordinator (DAC) and Assessment Administrator (AA) users have access to
dashboardviews in PearsonAccess Next (under Dashboard > Dashboard) to assist with verifying online
MCA test session and test status. Referto the View Dashboards sectionin this guide for details on
viewing dashboards in PearsonAccess Next.
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The Session Status by Subject dashboard displays test sessions forreading, mathematics and
sciencein Not Prepared, Preparing, Errors - Not Prepared, Ready, In Progress, and Stopped
statuses. Hover over the status to see the number of sessions in that status.

The Student Test Status by Subject dashboard displays student test status forreading,
mathematics and science in Ready, Resumed/Resumed Upload, Active, Exited, and
Completed/Marked Complete statuses. Hover over the status to see the number of testsin that
status.

The Test Status - Online by Subject dashboard displays student test status forreading,
mathematics, and science in Assigned, In Progress, and Complete statuses. Hover over the status
to see the number of testsin that status.

There are anumber of operational reports in PearsonAccess Next that can assist you with setting up and
verifying test sessions. Referto the Access Operational Reports sectionin this guide for details on how
to access operational reports.

To see alist of created tests sessions, view the Session List operational report in PearsonAccess
Next (under Reports > Operational Reports > select Online Testing under Report Categories). This
reportincludes alist of all sessions, including session status and actual start date, by organization.
To confirm eligible students have been added to test sessions, view the Students Assigned to Test
but not Added to a Test Session operational report in PearsonAccess Next (under Reports >
Operational Reports > select Students and Registration under Report Categories). Thisreportis run
by organization and test and provides a list of students who are notin a test session and the test(s)
they are eligible for.

If a student moves to yourdistrict from a different district and does not appear in PearsonAccess
Next for you to add to a test session, view the Student Tests Not Associated with the Student
Organization operational report in PearsonAccess Next (under Reports > Operational Reports >
select Online Testing under Report Categories). This report will include student information (for
example, MARSS/SSID, Name, Date of Birth), the student’s current organization, the organization
associated with the student test, and the test status (Testing or Attempt). Based on the test status,
action may be needed by the DAC.

o Attempt: The student has submitted their test orit has been marked complete (with or without
atest code) by the previous district. No action required from the DAC unless the student was
marked completeinerror.

o Testing: The student has started the test but it has not been submitted or marked complete.
The DAC must contact Pearson to move the test to your district.

Note: Referto the MCA and MTAS/Alt MCA Irregularities (Minnesota Assessment Hub >
Resources & Training > Policies and Procedures) document for more information.
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Designate Home Page (Optional)

Users can designate a personal home page in PearsonAccess Next. Many of the steps outlined in this
user guide start on the Sessions page of PearsonAccess Next. Consider setting your personal home
page to the Sessions page, or a different frequently used page, to reduce the number of navigation
steps and go directly to this page when logging in to PearsonAccess Next. Refer to the PearsonAccess
Next User Accounts Guide (Minnesota Assessment Hub > Resources & Training > User Guides) for
information on setting your personal home page.

Verify Test Administration

Onceyou have signedinto PearsonAccess Next, verify that the MCA 2026 test administrationis
selected. To change the test administration, select the current test administrationin the black bar at the
top of the page, select the 2025-2026 dropdown, as needed and then select MCA 2026.

pea{sonACC&ssm“ * . _
!
;

20132014~
2014 -2015+
20152016~

I Dashboard A student information In this sy

& Setup Moy
* Welcome to PearsonAccess’ 60T

2017 - 2018~
20182019~
20192020~
20202021~
2021 - 2022~

& Testing Select an action from one of the dr

. Foorts Student Privacy
© Support Stat {

¥ 2022-2023+
. Contact 2023 - 2024+
5 ol 20242025+

Student Preferred Name

Districts canindicate a student’s preferred first, middle, and last name in MDE’s Test WES system. That
informationis sent to Pearson in nightly precode files. To view a student’s preferred name, go to Setup
> Students.

Note: Itisrecommended to add a student’s preferred name in Test WES prior to adding a student to a
test sessionin PearsonAccess Next. When a preferred name is added to a student’srecord in Test WES
afterthe student has been added to a session that has been prepared/started, the preferred name will
display in PearsonAccess Next and on the student testing ticket, but not in TestNav upon the initial

login. For more information onviewing a student’s preferred name, refer to the MCA Online Testing User
Guide (Minnesota Assessment Hub > Resources & Training > User Guides).
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Manually Create a Data Entry Test Session

1. Fromthe Home page, under Testing, select Sessions.

o Se(up ~ A\ Student information in this system is personally identifiable information (PII);
internally, and protect it from external o
& Testing ~ * Welcome to PearsanAccess™*™!
Student Tests Select an action from one of the dropdown menus under an icon to begin a task.
I Sessions I

Student Privacy and Public Reports

State and federal laws require MDE to publicly report certain information about how stu
= Reports ~ students. Laws also classify data about individual students as private data, meaning it i
student privacy rights with its public reporting obligations by ensuring that reported datz)
students. This page expl how we address g,

Students in Sessions

£ _Supnort Ava

2. Select the dropdown menu to the right of the Start button and select Create / Edit Sessions.

Sessions Go to Students in Sessions »

= Tasks

Select Tasks

All Tasks

Find Sessions
Precaching Test Content

Delete Sessions

3. Onthe New Session screen, enter the required information as indicated by the asterisks (*).
a. Session Name*
b. Organization*

c. TestAssigned*: Only one grade, subject, and type of test can be selected for each session.
Tip: Type “Data Entry” to quickly find the applicable tests or scroll to the bottom of the list to
see the data entry tests.

Test Assigned*

Grade 03 Reading MCA Data Entry
(MCAD3RTNBD)

Grade 03 Mathematics MCA Data Entry
(MCAD3MTNED)

Grade 04 Reading MCA Data Entry
(MCAD4RTNSD)

Grade 04 Mathematics MCA Data Entry
(MCAD4MTNED)

d. ProctorReads Aloud: Notused

e. Form Group Type*: Data Entry will be automatically selected after selecting the applicable
data entry test under Test Assigned.

f. Scheduled Start Date*: This date is for planning purposes only; the test session will start
whenever the Start buttonis selected, regardless of the date entered here.
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g. Precaching Computer*: Referto the MCA Online Testing User Guide for guidance on TestNav
Configurations and proctor caching. Work with your technology staff on what to select, as

needed.

h. Scheduled Start Time and Lab Location: Optional fields that can be used to organize test
sessions as needed.

i. Students: Students canbe added individually at the time of creating a test session. Referto
Manually Add Students to the Data Entry Test Session for steps on adding entire groups of
studentsto a test session.

4. Select Create. Once the test sessionis created, it will appear on the left under Create Session.

SESSIONS (1] DETALS

New Session

Test & Form

Teat Assiged”
Grase 0T

Procior Reads Al
Form roup Tpe

Dt Eniy

s Cxstom Testi

Pracaching Camputer

emsses WOA Dl E = |-

A pre-CBERiNg COMpUlar 5 requined When

& b o

e o mare g

@0 Tass | < Praous Task st Baekd | Esk Tasws

p—
MEE Adcascmer WS

Schaduling
Sehacais Strt ot

lak

Note: Once created, select the informationicon to the right of the session name to view

session details.

The username of who created the test sessionis displayed on the Session Details page.

5. Select Exit Tasks at the topright to returnto the Student Tests screen.

6. Toview session details, select the informationicon to the right of the session name. The Session
Details screen contains information on session name, status, organization, created by user, test
and form, and scheduling.

Session Session Status Scheduled Start Date Test
NINAS DATA ENTDE Not Prepared 03/15/2024

Grade 07 Mathematics MCA Data Entry

Session Details

‘Session Name
NINAS DATA ENTRY
Session Status

Not Prepared

Test & Form

Test Assigned

Grade 07 Mathematics MCA Data Entry
Proctor Reads Aloud

Ne

Form Group Type

Data Entry

Organization

MDE ASSESSMENT CONTROL DISTRICT (5555-09-000)
Actual Start Date

Session has not been started

Created By

Braden.Conrad-Hiebner@pearson.com

Scheduling

Scheduled Start Date
02/15/2024
Scheduled Start Time
01:00 AM

Lab Location

Note: Refer to the Using Filters section at the end of this guide for helpful tips on viewing

sessions.
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Manually Add Students to the Data Entry Test Session

Studentinformationis sent to Pearson for all students enrolled in your district in the applicable grades.
Only students with an accommodation that requires data entry will be eligible to be added to a Data
Entry test session. Accommodations are indicated in Test WES and uploaded nightly into
PearsonAccess Next.

Note: If you are adding students to a test session directly after creating it, start on step 3.

1. Fromthe Home page, under Testing, select Students in Sessions.

e

et
& Testing # Welcome to PearsonAccess’

Select an action from one of the dropdown menus under an icon to

Student Tests

=l Student Privacy and Public Re

2. Inthe Session List, select Add a Session. In the Session Name field, begin entering the name of the
test session. Select the checkbox next to the test session and select Add Selected.

Session List Add a specifig

I Add a Session I Y Filter >
I Nin I

2 items of 2

[J) @ NINA'S CLASS -
NINA'S CLASS DATA ENTRY

No more sessions to load

Find Students Ir

Filters
Organization

)
Add Selected
MARSS/SSID I
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Note: If you are adding studentsimmediately after creating the session as described in the previous
section, the created test session will automatically appear under Session List, and you can continue

to Step 3.

Session List

Add a Session

MNINA'S CLASS DATA ENTRY

3. Select the dropdown menu to the right of the Start button and select Students.

Students in Sessions oo Sessions »

= Tasks

Select Tasks

asks
Seasion List Add a Session NINA'S CLASS DATAEN Student Test Statuses
Students
Not Prepared

NINA'S CLASS DATA ENTRY - ~
Student Tests

4. Onthe Add Students to Sessions tab, under the Session dropdown, select the test session.

Remove Students from Sessions ~ Move Students between Sessions

Add Students to Sessions

Add Students to Sessions

Session Find available students within MDE Assessment Col

NINA'S CLASS DATA ENTRY (Grade

Student

@Search or select a filter to view results

5. Select students. To change the number of students displayed, select the dropdown menu next to
Displaying and select 10, 25, 50, or 100 students. The default display is 25 students. Students can

either be searched forindividually or by group.

6. Note: Students will only be available to be added to a test sessioniif they:
a. Areeligible forthe test assigned, including grade and subject.

b. Have anaccommodation thatrequires data entry (forexample, 12 pt, 18 pt, etc.).

c. Arenotalreadyinanothertest session forthat grade and subject.
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/. Searchforstudents.

a. Tosearchforindividual students:

Toview all students with eligibility: Select the dropdown menu next to Search and
select the checkbox next to Show all results.

To search for students individually: Under Find available students within [your school],
begin entering the student’s last name in the “Last Name starts with” field.

Add Students to Sessions ~ Remove Students from Sessions  Move Students between Sessions

Add Students to Sessions

Session Find students within MDE Asseismel

NINA'S CLASS DATA ENTRY (Grade »

b. Tosearchforanentire group of students:

Under Find available students within [your school], select the dropdown menu next to
your school and select the by Group within [your school] radio button.

Add Students to Sessions  Remove Students from Sessions  Move Students between Sessians

Add Students to Sessions

Session Find available students within MDE Assessment Control District

NINA'S CLASS DATA ENTRY (Grade * ® within MDE Assessment
Control District
Swdent ‘ by Group within MDE
Assessment Control District

Begin entering the group name in the “Add Group” field or select the field to view all
groups with eligible students. There is a 25 group limit in the dropdown; if you do not
see the group you are looking for, begin entering the group name.

Add Students to Sessions Remove Students from Sessions. Move Students between Sessions

Add Students to Sessions

Find available students within MDE Assessment Contrg

Groups are automatically created by Pearson and named by form group type, grade,
and subject (forexample, DE - GRO7 MATH). Look for groups with the prefix “DE.” If
the DAC created custom groups in Pretest Editing in Test WES (for example DE -
GRO7 MATH - NINA’S CLASS), you will see those displayed here.

Add Students to Sessions ~ Remove Students from Sessions ~ Move Students between Sessions

Add Students to Sessions

Session Find available students within MDE Assessment Control Dist

NINA'S CLASS DATA ENTRY (Grade ~

DE - GROT MATH - CFL MIDDLE 301 MDE Assessment Middle
OE - GROT7 MATH - NINA'S CLASS - MDE Assessment Middle
MAIN - GROS - SCIENCE - MDE Assessment Middle School
MAIN - GRO7 MATH - MDE Assessment Middle School

Student Name

@Search or select a filter to view results.
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8. Addstudents to the test session by selecting the top left checkbox to select all students or the
checkboxes next to individual students from the list that appears below and select Add.

Note: Selecting the checkbox at the top on the left will automatically select all the students on that
page (up to 25 students). If you have more than 25 students, at the bottom of the page, go to the
next page to select additional students before proceeding to the next step.

B

o]

Once Addis selected, a “Success, Changes saved” message will appear in a green bar near the top
of the screen.

Success
Changes saved

9. Select Exit Tasks at the top right to return to the Students in Sessions screen.

© Add Task € Previous Task  Next Task >

Note: To add additional students at a later time, follow the same steps.

Create Test Sessions by Importing a File to PearsonAccess
Next

District Assessment Coordinator (DAC) or Assessment Administrator (AA) users in PearsonAccess Next
can create test sessions, and move students between test sessions, by importing a file into
PearsonAccess Next.

The first step for creating and adding students to a test session via a fileimport is to download a
Session Create/Move Export file from PearsonAccess Next. With this template you can generate afile
to create orupdate test sessions. Note: The file must be downloaded from PearsonAccess Next
because it contains a unique identifier that links a student to their test. This datais only available in
PearsonAccess Next and not through a district’s student information system.
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Export the Test Session File

1. Fromthe Home page, under Setup, select Import / Export Data.

A Student nformation in this system is personaly identifiable information (PIl snsure stul
Import  Expart Data * Welcome lo PearsonAcoess™™*

Selact menus under an icon to begin a task.

Students

Organizations. " .
Student Privacy and Public Reports

‘State and federal lzws reguire MDE to pubiicly repeet certain information sbout how students are dol

|private data, meaning it is not avaiable to tha pubiic. MDE must balance individual student privacy

identifable information abaut students, This page ‘we address these obligations.

Users

Orders & Shigment Tracking

Tasthiav Gonfiguratians. Frequertly Asked Quastions: Reporting Student Data on Our Websita
& Testing

= Raports

© Support

Import / Export Data
== Tasks 0 Selected

Select Tasks

All Tasks
Find Fil:
i iles Import / Export Data
R View File Details

3. Fromthe Type dropdown menu, select Session Create/Move Export.

a. Optional: To export test session data only for specific grades and/or subjects, enter
information in the Grade and Subject fields. Multiple grades and subjects can be
selected.

b. Toexporttest session dataforyourentire organization, leave these fields blank.

c. Optional: Select the checkboxto the left of “Include Completed and Marked Complete
Tests” toinclude these testsin the file export.

Import / Export Data

Type*

Session Create/Move Export v/

Grade

Select Grade(s) to limit results
Subject

Select Subject(s) to limit results

() Include Completed and Marked Complete Tests
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4. SelectProcess.

a. Afteryou select the Process button, you will be directed to the View File Details page
where you can see file information updates.

i. Selecttherefreshicon nextto Details as the file processes.

FILES (1) -DETNLSS

Session CreateMove Export 2021-01-

12T15:38,02 33240000 cv Complete

File Information

i. Youwillreceive a Status Notification email when the file has completed
processing.

5. Whenthefileis complete, select Download File. The file will download to your computer as a
.csv file and should be used as atemplate

Complete

File Information

6. Select Exit Tasks at the top right toreturn to the Studentsin Sessions screen.

I © Add Task [ € Previous Task ~ Next Task I Exit Tasks % I

Note: An exported file willinclude test session information only if students were previously
assigned to test sessions during the current test administration.

Edit the Test Session File to Import

Note the following export details:

e Thefile contains all student tests in Ready, Exited, Resumed, or Resumed Upload status for the
organization. The export does notinclude studentsin Active status.

e Asneeded, whenexporting the file, select the checkbox to include student testsin Completed or
Marked Complete status. Tests in these statuses are not included unless indicated when exporting
the file.

e |If specific grades and/or subjects were selected, the export will only contain student tests for those
grades/subjects.

e Userscancreate one test session per student test (subject) inthe Session Create/Move Export file.
If the student has multiple tests, the user must create separate test sessions for each test (subject).

Make updatesinthe Session Create/Move Export file template. The table below provides details on the
file columns.
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e The Session Name s the only field you should add or update information to in this file before

importing it to create a test session.

e Allotherfields are forinformational purposes only. Most fields are pre-populated with data from

PearsonAccess Next. Do not edit this information. Updating these fields (for example, Student Last

Name, School Code, Local Use Data) in file layout will not update informationin PearsonAccess Next

and may resultin errors when importing the file.

e Toaddastudentto atestsession, enterthe test sessionname in the test session field. If the test

session has notyet been created, entering the test session name creates the test session. If the test

session already existsin PearsonAccess Next, entering the test session name adds the student to

the existing session.

e Toremove astudent from a test session, delete the test session name from the test session field.

Note: This willremove the student from the test session but will not delete the test sessionitself.

e Savethefile toyourcomputerin.csvformat. Note: The file must include all column header rows.

CSVFile | Column Field Description | Field Notes
Column Heading
A StudentTest | Unique identifier Pre-populated. Required. Do not edit.
uuib forastudent’s Pearsoninternal unigue identifier used to match
test. student test to test session.
B Organization | Schoolcode Pre-populated. Informational only. Do not edit.
Code Yvher.e the student Organization codes are pre-populated and are 9
is being reported. digits comprised of District Number (4 digits),
District Type (2 digits), School Number (3 digits), in
DDDD-TT-SSS format (for example, 5555-01-301).
Includes leading zeros.
C Last Name Studentlast name. | Pre-populated. Informational only. Do not edit.
D First Name Student first Pre-populated. Informational only. Do not edit.
name.
E Middle Name | Student middle Pre-populated (if available). Informational only. Do
name. not edit or add if blank.
F MARSS Student’s Pre-populated. Informational only. Do not edit.
Number MARSS/SSID The MARSS/SSID number will not appearas a 13-
number.

digit number when downloaded. For this process,
the number canbe left asis. This does not affect
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CSV File
Column

Column
Heading

Field Description

Field Notes

how the student’s MARSS/SSID number appearsin
PearsonAccess Next.

Note: If the MARSS/SSID number needs to be
reformatted (for example, in order to confirmyou
are adding the correct student to a session), right-
click onthe MARSS/SSID column and select
“Format Cells.” Under category, select “Custom.”
Inthe “Type” text box enter thirteen zeros (for
example, 0000000000000). Select “OK.”
Formatting the MARSS/SSID as a 13-digit number
will not cause an error whenimporting thefile.

District Use
Special Sort

District created
delivery group.

Pre-populated (if available). Informational only. Do
not edit or add if blank.

District-assigned custom group uploadedinto
PearsonAccess Next if provided by the district
through precode files.

Session Name

Test Sessionname
to assignthe
student to a test
session.

Pre-populated (if available). Blank if student test
has not been assigned to a test session.

Enter a test sessionname to create anew test
session, add student to existing test session, or
move student to a new test session.

Atest session will be createdif it does not currently
exist for that organization.

The test session will display next to student record
if already created.

If left blank, the student will not be added to a test
session.

Verify test session names are identical when
adding multiple students to the same session.
Adding orremoving spaces will result in a new test
session with different name (for example, ‘Nina’s
Math G3’ without spaces creates additional test
session ‘Nina’sMathG3’).

Note: Students can be removed from a test
session through importing a file. Delete the test
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CSVFile | Column Field Description | Field Notes

Column Heading
session name to remove the student from the test
session.
Valid charactersinclude: letters, numbers,
apostrophe (), hyphen (-), space, and period (.).

J StudentTest | Student’stest Pre-populated. Informational only. Do not edit.

Status statusin Test statusincludes Assignment (test not started),
PearsonAccess Testing (test started but not submitted), and
Next. Attempt (test submitted). Note: Students actively
testing cannot be removed or moved between
test sessions.

K Test Name Testname Pre-populated. Informational only. Do not edit.
registeredto Students can only be moved between test
student. sessions that are for the same test assigned (for

example, Grade 05 Science).

L Test Code Testcode Pre-populated. Informational only. Do not edit.

assignedto each
test.

Students can only be moved between test
sessions that are for the same test assigned (for
example, MCAO5STN8D).

Import the Test Session File

1. Fromthe Home page, under Setup, select Import / Export Data.

‘ Import / Export Data l

A\ Student information in this system is pf

% Welcome to PearsonAccess®®

Students

Organizations

Users

Orders & Shipment Tracking

TestNav Configurations

& Testing

= Reports
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2. Select the dropdown menu to the right of the Start button and select Import / Export Data.

Import / Export Data

ZE Tasks 0 Selected

Select Tasks

All Tasks

Find Fil
ind Flles Import / Export Data

Name starts with View File Details

3. Fromthe Type dropdown menu, select Session Create/Move Import.

Import / Export Data

-
E‘ |

I Session Create/Move Import

Source File

Choose File | No file chosen

4. Selectthe Choose File button and select the file from your computer to import.

Import / Export Data
Type*
Session Create/Move Import  ~

Source File

Choose File |No file chosen

5. Selectthe Process button.

Impert / Export Data

Type*
Session Create/Move Import v
Source File

Choose File | No file chosen

a. Afteryouimportthe file, you will be directed to the View File Details page where you can
see file information updates.

The file status displays under Details at the top of the page.
Select therefreshicon next to Details as the file processes.

You will receive a Status Notification email when the file has completed
processing.
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b. AComplete message will appear when the file has finished processing. The message will
include information on the total number of records, successful records and error records

Complete

File is ready for download

File Information

Type Organization
Session Create/Move Export MDE Assessment Control District (5555-09-
Request Date 0oD)
03/15/20XX 12:00:00 PM User
Total Records DAC-Braden
1,319
Successful Records Download File @

318
Error Records

c. Refertothe table below foralist of status and explanations.

Status Explanation

Pending File is queued for processing.

Complete Savedinformation forallrecordsin thefile.

Complete withissues Some records were not saved, see the error list for details.

d.

If the file completes with issues, check for the following common errors:

Confirm the Student Test UUID isincluded in the file layout and was not edited
before being imported.

Confirm the test session name includes valid characters.

Confirm the test session status. If adding students to an already created test
session, you cannot add students to a Stopped session or atest session that is
Preparing.
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Move Students Between Test Sessions by Importing a File

Students can be moved between test sessions by importing a file into PearsonAccess Next.

Note: Students can only be moved between test sessions within the same organization (district or
school). Students cannot be moved to a new test session if actively testing (forexample, if the testisin
Active statusin PearsonAccess Next).

Tip: If only a few students need to be moved between test sessions, it isrecommended to make the
changes manually; refer to the Manually Remove Students from a Test Session and Move Students
Between Test Sessions section of the MCA Online Testing User Guide (Minnesota Assessment Hub >
Resource & Training > User Guides). If numerous test sessions need to be updated, make updates by

importing afile.

1. Exportthe test session file from PearsonAccess Next by following steps outlined in the Create
Test Sessions by Importing a File to PearsonAccess Next section.

2. Make updatesto the test sessionfile. For questions, refer to the Edit the Test Session File to
Import section.

3. Import the test session file by following steps outlined in the Import the Test Session File
section.

Prepare the Test Session

Students must be added to the test session before the test session can be prepared. Test sessions can
be prepared at any point after adding students to the session.

Note: If you are preparing the session directly after adding students to the test session, start on step 3.

1. Fromthe Home page, under Testing, select Students in Sessions.

A student i " s personaily identifisbie information (PI); ensure stude]

Select a Wi AL UNGST N ICon 1 Degin 4 task.

Student Privacy and Public Reports

Page210f45 February 2026


https://mn.mypearsonsupport.com/user-guides/
https://mn.mypearsonsupport.com/user-guides/

2. Addthe test session to the Session List. If you are preparing multiple test sessions, add the
applicable sessions to the Session List.

Session List Add a specifig

I Add a Session I Y Filter »
I Nin I

2 items of 2

() ® NINA'S CLASS
NINA'S CLASS DATA ENTRY

No more sessions to load

Find Students Ir

Filters
Organization

.- ] ’
Add Selected
MARSS/SSID i

Note: If you are preparing the sessionimmediately after adding students to the session manually
as describedin the previous section, the test session will automatically appear under Session
List, and you can continue to Step 3.

Sessjon List
Add a Session

NINA'S CLASS DATA ENTRY

3. Prepare the test session.

a. Toprepare asingle test session, select Prepare Session.

Session List NINA'S CLASS DATA ENTRY

b2 Sessio & Test ts and Se o -0 ’

NINAS CLASS DATAENTRY Not Propared Propare Session

b. Toprepare multiple test sessions, select Combined View from the top of the Session
List. Select Prepare All Sessions.

Session List Combined View

PP ot e Pepre M Semers

} Combined View
MRS, JOK

NINAS CLASS DATA ENTRY
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c. Thetest session status will change from Not Prepared to Preparing. Note: While the

sessionis preparing, the white circle will have a blue outline.

O NINA'S CLASS DATA ENTRY Ofregamng

NINA'S CLASS DATA ENTRY
[Session List
Sreren

d. Oncethe test sessionhasbeen prepared, Prepare Session will change to Start Session,
the status will change to Ready, and the white disk next to the session status will turn gray.

Session List NINA'S CLASS DATA ENTRY
fada R . ession Rescurces + @leias &

Note: If preparing appears to be taking along time to finish, select Refresh.

Print Session Student Rosters

session List NINA'S CLASS DATA ENTRY
prrRr— & Testing Tickel : Ot st
O MINAS CLASS DATA ENTRY O reparey IS

Session student rosters are an available resource to print during data entry, as needed. Rosters include
test session information (session status, name, test name, form group type, password, etc.), as well as
student testinformation (name, preferred first name (if available), MARSS/SSID, date of birth, and test
status). Rosters may be helpful to provide to staff who are entering data, rather than printing individual
testing tickets, because rosters contain the usernames and passwords needed to enter student
responses.

Note: Rosters can be printed any time after students are added to the test session. Rosters must be
kept secure when not used during testing because they contain private student data and provide
accessto test content.

1.

From the Home page, under Testing, select Students in Sessions.

pr——
& Setup © £ Stusent information in this system s personally dentiiatie information (P ensure studel
@ Testing Y * oo to Feomsonacoesste

Salsct an action from one of the dropdown menus undar an Icon to begin a task

Student Tosts

e Student Privacy and Public Reports

aws require MOE I i cart n about
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2. Addthe test sessionto the Session List.

Session List Add a specifig

I Add a Session I Y Filter »
I Nin

2 items of 2

[ @ NINA'S CLASS
NINA'S CLASS DATA ENTRY

No more sessions to load

Find Students Ir

Filters
Organization

)
Add Selected
MARSS/SSID

3. Select Testing Tickets and Session Resources and then select Session Student Roster.

Session List

NINA'S CLASS DATAENTRY

Add a Session

NINA'S CLASS DATA ENTRY

4. Print the session studentrosterusing your browser’s print function.

Session Student Roster

MCA 20XX Precachig Conputer WeCacha
et Propaces 03/15720XX
NINA'S CLASS DATAENTRY 01:00 PM

OE Assaesmnt Wil Scheo (8555 A
=

Genden O Mamematis MCA Dats Enry  Ach
i Reeds Abue o

Data Ermry

ocrsae

6 Resuts

Proferrod Frs:Name  MARSSISSD Oate of Birth Texto-Spech PopUp Transiation Sams  Usemame

Tip: Sessionrosters in Excel format are available inthe Session Roster operational reportin
PearsonAccess Next (under Reports > Operational Reports > select Online Testing under Report
Categories). Users can add columns and/or additional information (for example, to track which student
tests have been enteredin TestNav), as needed. This report lists all student tests in Testing status (tests
not yet started or tests started but not submitted) and/or Attempt status (tests submitted) for all
sessions. Referto the Access Operational Reports sectionin this guide for details on how to access the

reports. If a student preferred first name isindicated, that name will appearin a separate column on the
operational report.
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Print Student Testing Tickets for Individual Sessions for Data
Entry Staff

If rosters are not provided, student testing tickets are needed for staff to signinto TestNav to enter
student responses. Note: Student testing tickets can be printed any time after students are added to
the Data Entry test session. Student testing tickets must be kept secure when not used for data entry
because they contain private student data and provide access to test content. If a student preferred
first name isindicated, the preferred first name will appear on the student testing ticket andin TestNav.

Note: Testing tickets can be printed for multiple test sessions. Refer to the MCA Online Testing User
Guide (Minnesota Assessment Hub > Resource & Training > User Guides) for information on printing
testing tickets for multiple test sessions.

1. Fromthe Home page, under Testing, select Students in Sessions.

pr——
& Setup o £k Studant information i this system is parsaally identiiable information (PI); ensure stude]
m——

Salect an action from one of the dropdown menus under an icon to begin & task.

Student Tests

— Student Privacy and Public Reports

el laws require

2. Addthe test sessionto the Session List.

Session List Add a specifig

I Add a Session I Y Filter »
I Nin I

2 items of 2

[ @ NINA'S CLASS
NINA'S CLASS DATA ENTRY

No more sessions to load

Find Students Ir

Filters
Organization

)
Add Selected
MARSS/SSID A
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3. Print student testing tickets for the entire test session or by selecting individual students.

a. Toprintticketsforall studentsinthe test session, select Testing Tickets and Session
Resources. From the dropdown menu under Student Testing Tickets, select Print all for

this session.
Session List NINA'S CLASS DATAENTRY
Add a Session m O Details # Edit
NINA'S CLASS DATA ENTRY Scheduled Sessions

Session Student Roster

b. To printtickets for selected studentsinthe test session, select the checkbox next to the
student(s). Then select Testing Tickets and Session Resources. From the dropdown
menu under Student Testing Tickets, select Print selected for this session.

Session List NINA'S CLASS DATA ENTRY
Add a Session o | LI s A= i
NINA'S CLASS DATA ENTRY S
Session Student Roster
Print selected for this session
ear
Find Students  In the selected session(s) above ~
Filters Clear Hide Resu
Organization
MARSS/SSID  LastName FirstName Middle Name Usen
MARSS/SSID @ 1231231234564 STUDENT SARAH SUE 9852
o TTs
Local Use Data
o 1234999999999 STUDENT SAMPLE DE A 79526
Clip UIN e TS

c. Whenthetickets open, they are setup to print as one ticket per page. To change how the
tickets are printed, select a different print option (Multiple Per Page (6 per page), Grid (6
per page), or List (4 per page)) from the dropdown menu.

LT &Rl 18000l 1 Per Page v

1 Per Page

Multiple Per Page
Grid
List

STUDENT

Student Name: STUI
MARSS/SSID: 1234999999999

Session: NINA'S CLASS DATA ENTRY
Date of Birth: 11/13/2004
Test: Grade 07 Mathematics MCA Data Entry

Vait arn autharivnd tn talea tha alantranin vnrcinn nf thic tnd

4. Printthe student testing tickets using your browser’s print function.
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Print Testing Tickets for an Individual Student

Testing tickets for anindividual student can be generated for that student across all test sessions.
Printing all testing tickets for an individual student across all test sessions may be helpful for data entry
staff entering student responses for select students.

1.

From the Home page, under Setup, select Students.

& Setup ~ A [ ion in this system is P P on (PI;
internally, and protect it from external

Import / Export Data
* Welcome to PearsonAccesshert

N sudens | |
Select an action from one of the dropdown menus under an icon to begin a task.
Organizations
Users Student Privacy and Public Reports
Orders & Shipment Tracking State and federal laws require MDE to publicly report certain information about how stus
students. Laws also classify data about individual students as private data, meaning it is
Testhiav Configurations student privacy rights with its public reporting abligations by ensuring that reported dat

s. This page explores how we address.

ently Asked Questiens: Reporting Student Data en Our Website

& Testing

= Reports

© Support

2. Findandselect the information icon next to the student(s) you will be printing tickets for.

3.

B Tasks = Students

Manage

Find Student Tests  Registered to MCA 20XX -

Filters Clear Hide Results
Across All Organizations
MARSS/SSID [ Last Name* First Name* MARSS/SSID*
STUDENT SARAH 123‘2312345”E
Local Use Data STUDENT SARAH 5555500000151 @

Under Sessions, select Print Student Testing Tickets.

SARAH STUDENT (1231231234564)

MCA 2000

& Print Student Testing Tickets
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4. Selectthe session name and then select Go to Students in Sessions to go directly to the test

session.

MCA 200

NINA'S CLASS - MDE Assessment PM

SARAH STUDENT (1231231234564)

& Print Student Testing Tickets

Test Assigned

Grade 07 Mathematics MCA
Proctor Reads Aloud

false
Form Group Type

Ma

Start the Data Entry Test Session

Atest session cannot be started prior to the first day of the testing window. Test sessions will not

automatically stop, time out, or expire.

1. Fromthe Home page, underTesting, select Students in Sessions.

Student Teats

Sessions.

A Student information in this system is personally identifiable infrmation (PH); ensure stude)
—

Salect an astion fram one of the dropdawn menus under an ican to begin a task.

Students in Seasions

Student Privacy and Public Reports

2. Addthe test sessionto the Session List.

Session List

I Add a Session I

Add a specifig

Y Filter »

Find Students

Filters
Organization

MARSS/SSID

Ir

I Nin I

2 items of 2

[ @ NINA'S CLASS
NINA'S CLASS DATA ENTRY

No more sessions to load

)
Add Selected

Note: If you are starting multiple test sessions, add the applicable sessions to the Session List.
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3. Start the test session.

a. Tostart atestsession, select Start Session.

Session List NINA'S CLASS DATA ENTRY

o Ticke o - O0sails #

NINA'S CLASS DATA ENTRY

b. To start multiple test sessions, select Combined View from the top of the Session List.
Select Start All Sessions.

Combined View

Session List

c. Oncethe test session has been started, Start Session will change to Stop Session and the
gray disk next to the session status will turn green. The test session status will change
from Ready to In Progress.

NINA'S CLASS DATA ENTRY

Session List
#Add a Seswen g S Resqures - @ Ds # B
o s CLASSDRABNTRY
MINA'S CLASS DATA ENTRY (3 Student Tests) a - Student Test
Stntus Key
2

Note: Alock/unlock slider will be displayed. Student tests are automatically unlocked
when the test sessionis started. Student tests must be unlocked before students can
signin. Because students are not accessing data entry tests, locking testsis not

Seesion List NINA'S CLASS DATA ENTRY
ks & = Session Resources -+ @ Detais #
® NINAS CLASS DATA ENTRY ® In Progre Stop Session m
NINA'S CLASS DATA ENTRY (3 Student Tests) Student Test
Status Koy
3
»
0
o
Find Students  1n the selected session(s) sbove =
Filters
Organization
MARSSISSID  LastName First Name Middle Name Username  Session Student Test Stan|
MARSS/SSID v 12159 DENT SAMPLE  DEE 4544120008 @ NINAS CLASS DATA ENTRY [ Raady
o ade 07 Mathematics MCA
Local Use Deta ® 123 DENT SAMPE  DE Ready -
°
Clip UN 234939599509 STUDENT SAMPLE  DEA o o
o

Users canlock/unlock all tests in multiple test sessions. For more information, refer to the MCA Online
Testing User Guide (Minnesota Assessment Hub > Resources & Training > User Guides).
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Signinto the Data Entry Formin TestNav

For test security purposes, TestNav can only be accessed during the hours of 6a.m. to7 p.m. on
weekdays throughout the testing window for staff to enter student responses.
1. LaunchTestNav, depending on device:
a. Ontablets: Select the TestNavicon onthe Home screen.

b. OnChromebooks: Select the TestNav app from the Apps menu on the lower left side of
the screen.

c. Ondesktops orlaptops: Select the TestNavicon onthe desktop screen of a desktop or
laptop.

2. Enterthe student’s username and password provided on the student testing ticket orroster and
select Signin.

TestNav
Minnesota

Username

Password L))

I Test Audio

3. Confirmthe student’s name, grade, test, and subject on the Welcome screen. Note: If the testis
not Data Entry, exit the test and contact your District or School Assessment Coordinator.

a. The Welcome screenindicates there is one question to enter contact information
followed by the total number of questionsin the Data Entry form.

b. Select Start onthe Welcome screen.

Welcome, Sarah Student!

Grade 07 Mathematics MCA Data Entry

There is 1 question in contact information

There are 48 qestions in data entry
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4. Enteryourname and email address. Select the Next arrow to begin entering student responses.

ot eon cas
Sample T. Staft
sample@district org

Enter Student Responses

Testitems appearin the same orderin the Data Entry form as in the paper test book. Youmust break the
seals applied by the student on their paper test book in orderto enter the student responses.
Segments/sections do not need to be re-sealed after data entry is completed.

Navigate through the data entry test and enter the student’s responses from the paper test book.
Review the responses you entered prior to submitting the test. Note: School and district staff may
notice underlined text in the online Data Entry form. Within the item and/or phenomena (for science
only), underlined text indicates the English glossary feature which provides concise definitions or
explanations of terms in English for both Reading and Science MCA. English glossary is available in both
online and data entry forms. For Reading MCA only, within areading passage, underlined text indicates
afootnote. For both the English glossary and footnote, hover over the word to view a definition of the
word.

The responses must be entered exactly as the student responded, without edits or changes. The test
itemsinclude specificinstructions for students on how the item should be answered, and the student’s
answers cannot be modified if they did not follow these instructions.

e Ifnotanswered, leave the item blank.

+ [fthereis more than one answer selected for a multiple-choice item, leave the item blank.

e |f charactersthat are not allowed were indicated, enter only characters that can be entered for fill-
in-the-blank items.

o Forall grades of mathematics data entry, the digits 0-9, a forward slash (/) for afraction bar,
and a period for decimals (.) may be entered; foritems with an answer greater than or equal to
1,000, the answer must be entered without a comma (for example, 15897 not 15,897).

o Inaddition, forgrades?, 8, and 11 mathematics data entry, the hyphen (-) may be entered to
show negative numbers.

o Forscience data entry, only numbers may be entered.
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e Inaddition, forfill-in-the-blank items for mathematics, if a student left their answer as a mixed
number, you cannot change it to animproper fraction or decimal during data entry. For example, if

the student wrote theiransweras 1 % you cannot enter1.5 or%; you must instead enterit as written
1
(1 E)'
+» Forreading andscience, evenif anitemindicates there are a certain number of responses, enter
what the student provided.

o Iftheitem specifies three responses and a studentindicates two, enter the two.
o Iftheitem specific three responses and a student indicates four, leave the item blank.

e Ifyouaccidentally enter aresponse to a multiple-choice question that was left unanswered by the
student, use the answer eliminator tool toremove the response. Forscience, if an answer can’t be
removed from anotheritemtype, contact your DAC. The DAC must contact Pearson to have the test
reset.

e The Science MCAincludes constructed-response (CR)items. Type the response into TestNav
exactly as the student wrote on the paper test book. Thereis a1,000 character limit when entering
responsesin TestNav. If the student wrote more than 1,000 charactersintheirresponse, enter the
response up to the characterlimit in TestNav. Note: Students will be scored based on their
understanding of science concepts and practices, not grammar, spelling, sentence mechanics, or
formatting.

Follow the steps under the Exit and Resume the Data Entry Form section below to exit the test whenyou
are not actively entering data. Note: The Data Entry form will time out after 20 minutes of inactivity; if
you have been timed out, the test must be resumed in PearsonAccess Next before data entry can
continue. No matter how longyou have been exited from the test, after resuming the test, you are still
able toreview allitems previously answered.

Note: If a test must be marked complete and a test code needs to be indicated for a student Data Entry
test, referto the MCA Online Testing User Guide (Minnesota Assessment Hub > Resources & Training >
User Guides).

Exit and Resume the Data Entry Form

If you will not finish entering all of the student’s responsesin one session, you can exit at any time. In the
User dropdown menu, select Sign out of TestNav, and then select Save and Return Later.

Whenready to resume entering the student’sresponses, signinto PearsonAccess Next. Note: Only
testsin “Active” or “Exited” status can be resumed.
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1.  Onthe Home page, under Testing, select Students in Sessions.

& Setup

| & Testing

A Student

in this system is per ly i (P1I); of
using it internaly, and protect it from external a}

* Welcome to PearsonAccess™e"!

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

Student Privacy and Public Reports

2. Addthe test sessionto the Session List.

Session List

Add a Session

]

Add a specifig

Y Filter »

Filters
Organization

MARSS/SSID

Find Students

o {
Add Selected

I Nin I

2 items of 2

() ® NINA'S CLASS
NINA'S CLASS DATA ENTRY

No more sessions to load

Ir

3. Inthe Student Test Status column, select Resume in the dropdown next to the student’s status.

Session List
Add 2 Session

® NINAS CLASS DATA

Find Students  In the

Fitters
Organization

MARSS/SSID

Local Use Dota

ENTRY

selected seasionfs) above =

NINA'S CLASS DATA ENTRY

Grade 07 Mathematics MCA Data Entry (3 Student Tests)

MARSS/SSID  LastNamo First Namo Middle Namo Usermame

Progre

2

Search -

STUDENT SAWPLE DEE

Thensigninto the Data Entry form in TestNav using the same information as provided on the roster or
the student testing ticket used previously. When signing back in, select Resume to continue entering
student responses. The Data Entry form willresume from the last page viewed before exiting.
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1. Select Submit Final Answers.

Usa the Review button above, or the kst below, 10 go back and review your anawers.
Whan you are done, use the Submit Final Answers button balow to submit your

Submit Student Responses

Congratulations, you have finished!

End of data entry

All Questions Answered

Submit Final Answeors

Question 1 Cuestion 2 Question 3

Once all of the student’s responses have been entered and reviewed, submit the student’s responses
for scoring.

The End of data entry review screen lists all questions under the Submit Final Answers button.

Note: Due to the test not requiring aresponse to every question, there may be unanswered
questions listed on this page. Please review these items to confirm if an answer was indicated in

the student test book.

2. ATest Submit Warning will pop up. Select Yes, Submit Final Answers to confirm the Data Entry

form should be submitted.

No, Cancel

Test Submit Warning

Are you sure you wan! to submit final answers?
You will not be able fo return to this lest

Yes, Submit Final Answers

3. Youwill see a screen confirming you have signed out from TestNav.

TestNav

Not Signed In = &~

Sign out complete. Thank you for using TestNav.

Back to Sign In

If responses need to be entered into the Data Entry form for multiple students, you will need to sign

backinto TestNav with the next student’s information from the roster or testing ticket.

After Data Entry is complete, return all secure test materials, including the roster and student testing

tickets, to the District or School Assessment Coordinator asinstructed.
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Stop aTest Session (Optional)

When all student tests within a test session have been submitted, you may consider stopping the test
session. Stopping a test sessionis optional as all test sessions are automatically stopped and all tests
are extracted for scoring at the close of the testing window. However, you may choose to stop testing
sessions as a way to monitor testing progress and to ensure all data entry has been completed.

Note: A session cannot be stopped if there are students with started testsin the session. These
students would need to be removed or marked complete before the session can be stopped. Once
stopped, a session cannot be restarted by the district.

Monitor Data Entry Progress

DAC and AAusers have access to dashboard views in PearsonAccess Next (under Dashboard >
Dashboard) to assist with verifying test session and test status. Refer to the View Dashboards sectionin
this guide for details on viewing dashboards in PearsonAccess Next.

e The Session Status by Subject dashboard displays test sessions for reading, mathematics and
sciencein Not Prepared, Preparing, Errors - Not Prepared, Ready, In Progress, and Stopped
statuses.

e The Student Test Status by Subject dashboard displays student test status forreading,
mathematics and science in Ready, Resumed/Resumed Upload, Active, Exited, Completed/Marked
Complete statuses. Tip: Consider viewing this dashboard near the end of the MCA test
administration to confirm student tests have been completed/marked complete and there are no
started student tests in Resumed/Resumed Upload, Active, or Exited status.

e TheTest Status - Online by Subject dashboard displays student test status forreading,
mathematics and science in Assigned, In Progress, and Complete statuses. Tip: Consider viewing
this dashboard near the end of the MCA test administration to confirm student tests arein
Complete status and there are no started student testsin In Progress status.

There are anumber of operational reports in PearsonAccess Next that can assist you with monitoring
data entry progress. Refer to the Access Operational Reports section in this guide for details on how to
access thesereports.

e Online Testing Operational Reports:

o Student Tests that are Ready and Unlocked: This report provides a list of all student tests that
are in Ready status and unlocked.

o SessionRoster: Thisreport provides alist of all students in Testing and/or Attempt status for all
sessions. Student testsin Testing status have not been started or have been started but not
submitted. Student testsin Attempt status have been submitted.
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View Dashboards

O

Students Currently Testing Online: This report provides a list of all students who have started

testing but have not yet finished. While the report title indicates students testing online, it also

includes student tests where data entry isin progress. Thisincludes studentsin an Active,

Resumed, or Resumed Upload status.

Students & Registrations Operational Reports:

o}

Students with Test Assignments but have not Completed: This report lists students who have a

test assigned to them, but the test has not yet been completed (for example, the student’s

responses have not been entered and/or submitted in TestNav).

Student Registration Summary: This report provides a list of the number of students assigned

to atest and the number of complete tests.

DAC and AA users have access to dashboard views (bar graph with filter, speedometer, bar graph) for
quick access to information (session status, test status) for MCA testing. The dashboards include both
online and paper data entry testing. Dashboards automatically refresh every 10 minutes, and this
informationisindicated under each dashboard (for example, Refreshed on 03/15/20XX 12:30:00 PM).
To see the updates, users must refresh the page or navigate away fromand return to the page.

The Dashboard page contains three default dashboards:

Session Status by Subject

Session Status by Subject

All v

20
1.8
q 6 In Progress
1; W2
08
0.6
0.4
0.2

) 0 ) O o

& (e e

e o o o™ Q o0 oo
X X

Refreshed on 03/15/20XX 09:30:00 AM

The default view is a bar graph with filter.

Session statusesinclude: Not Prepared, Preparing, Errors - Not Prepared, Ready, In Progress,

and Stopped.

Hover overthe statusin the bar graph to see the number of sessions in that status.

All Subjectsis selected by default.
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o Selectthe dropdown menu to change the subject: Math, Reading, or Science. Note: When
changing between subjects, the left axis values may also update.

o Selectthe bargraphto be takento the Sessions page. The number displayedis based on the
sessions on the dashboard.

Tip: Consider viewing this dashboard prior to the start of MCA testing to confirm test sessions
are inthe correct status prior to testing.

e StudentTest Status by Subject

Student Test Status by Subject

All Vv,

Resumed/Resumed Upload
m3

A ) >
AN 20 e o0 AL
2N o N G \e
\ ped ¢F <«
\ ¥ ~(C
e \ CC
o\ e”

e A\
N AN
@b o0

ONBOOONED

il
Refreshed on 03/15/20XX 09:30:00 Al

o Thedefaultviewisabargraphwithfilter.

o Teststatusesinclude Ready, Resumed/Resumed Upload, Active, Exited, Completed/Marked
Complete.

o Hoveroverthe statusinthe bar graph to see the number of testsin that status by subject.

o AllSubjectsisselected by default.

o Selectthe dropdown menu to change the subject: Math, Reading, or Science.

o Selectthe bargraphto be takento the Studentsin Sessions page. The number displayed is
based on the student tests on the dashboard.

o Tip: Considerviewing this dashboard near the end of the MCA test administration to confirm
student tests have been completed/marked complete and there are no started student tests
in Resumed/Resumed Upload, Active, or Exited status.
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e Test Status - Online by Subject

Test Status - Online by Subject

All R

In Progress
W12

Assigned In Progress Complete

O N D O ® O N

Refreshed on 03/15/20xX 09:30:00 AM

o Thedefaultviewisabargraph withfilter.

o Teststatusesinclude Assigned, InProgress, and Complete.

o Hoveroverthe statusinthe bar graph to see the number of testsin that status by subject.

o AllSubjectsis selected by default.

o Selectthe dropdown menu to change the subject: Math, Reading, or Science.

o Selectthe bargraphto be takento the Student Tests page. The number displayedis based on
the student tests on the dashboard.

o Tip: Considerviewing this dashboard near the end of the MCA test administration to confirm
student tests are in Complete status and there are no started student testsinIn Progress
status.

1. Fromthe Home page, under Dashboard, select Dashboard.

12 Dashboard A\ Student information in this system is personally identifiable information (P1I);
accessing and using it internally, and protect it from external

Dashboard
% Weicome to PearsonAccess™

Dashboard User Settings
Select an action from one of the dropdown menus under an ICon to begin a task.

© Setup

& Testing

Student Privacy and Public Reports

= Reports

© Support hese obigations
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2. Tochange the organization displayed within the dashboard, select the dropdown menu and
enter the full or partial name of the organization. Only results from that organization will display in

the dashboard.
Dashboard cotobashboard User Settings »

MINNESOTADEPT OF ... x

MDE| Q

MDE ASSESSMENT CARE  ~ Sybject
PROGRAM (5555-09-201)

MDE Assessment Control
District (5555-09-000)

MDE Assessment
Elementary (5555-09-101)

MDE Assessment High
School (5555-09-401)

3. Selectthe “x” icon toremove the organization.

MDE Assessment Eleme. _E-

4. Tochange the dashboardview, select Go to Dashboard User Settings.

Dashboard o nsnoas User semngs =

Session Status by Subject Student Test Status by Subject Test Status - Online by Subject

Note: Users can navigate to this page from the Home page. Under Dashboard, select
Dashboard User Settings.

5. UnderYour Dashboards, make the following updates, as needed:

a. Number of Columns: The defaultis 2. Select the Number of Columns dropdown to
change the number of columnsto1, 2, or 3.

b. GraphType: The default varies by graph type. Select the Graph Type dropdown to
change the view to Bar Graph, Bar Graph with Filter, or Speedometer.
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6.

c. Selectthe display headerand dragto reorganize the display order.

Dashboard User Settings 5o o ves Dsshisw =

AVAILABLE DASHBOARDS (0)

iy

umbeer of Catumns

= Session Status by Subject

Gooph Trpe

d. Select Remove toremove the dashboard from your view. The dashboard will appear

under the Available Dashboards along the left side of the screen.

«} Session Status by Subject

Graph Type

Speedomeler Graph v

« Test Status - Online by Subject

Graph Type

Bar Graph v

++ Student Test Status by Subject

Graph Type

Bar Graph v

e. Select Add to add the dashboard back to your view.

Stas by Sutject 4+ Test Status - Online by Subject

Geaph Type

Dashboard User Settings oo vou batboan »

AVAILABLE DASHBOARDS [0}

- Session Status by Subject &

estStatusbySu.. |+ Tast Staius » Onine by Su

Note: Dashboard settings are saved for that administration, even afterlogging out of
PearsonAccess Next. If you do not want to save your updated settings, select Go to Your
Dashboard to return to the Dashboard page.
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Access Operational Reports

Users have access to operational reports in PearsonAccess Next based on theiruserrole.

1. Fromthe Home page, under Reports, select Operational Reports.

& Setup v A\ Student information In this system is personally identifiable information (PIl; ens
internally, and protect it from external acd

& Testing w

% Welcome to PearsonAccessN®:!
eporis A~ Select an action from one of the dropdown menus under an icon 1o begin a task,

Reporting Groups

Student Privacy and Public Reports

Stata and federal laws requira MDE to publicly report cartain information about how student]
students. Laws also classiy data about individual students as private data, meaning it is nof

student privacy rights with s public reparting obligations by ensuring that reported data dof

Published Reports

2. Selectthe checkbox next to areport category orcategories and then select the report you want
accessto.

Operational Reports

Report Categories
tudents & Registrations
nline Testing

Orders & Shipment Tracking
Users

Note: The Students & Registrations and Online Testing operational report categories are most
useful for MCA data entry and include the reports referenced throughout this guide.

3. The screenyou see next depends on the following:

a. Ifthisisthe firsttime you haverunthereport, select Request Report Refresh.

Operational Reports

Students Assigned to Test but not Added to a Test Session
List of all students that are assigned to take a test but have not yet been added to a test session

No report available. To obtain report, please use the Request Report Refresh option below

Request Report Refresh

b. If youhave accessed the report previously, youwill see the parameters of the previous
report (for example, date, organization, administration, and text). You can download the
previous report by selecting Download Report. To run a new report, select Request
Report Refresh.

Operational Reports

Students with Test Assignments but have not Completed

List of all students that have a student test assigned 10 them but the test has not yet been completed

Execution Date

03/15/2000 09:37:02 AM
Organization

MDE Assessment Control District (5555-08-000)
Test Administration

Minnesota > 20XX - 200K > MCA 2040
Filtered Organization

MDE Assessment Elementary (5555-08-101)
Test

Grade 03 Reading MCA
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Note: Depending on the report, you may have different options, such as Display Report
or Download CSV.

4. Somereports are available once the linkis selected. For others, select additional Report
Parameters to access the report, such as filtered organization and test. Select Refresh Report.

Students with Test Assignments but have not Completed

List of all students that have a student test assigned to them but the test has not yet been completed

Execution Date

03/15/20XX 09:37:02 AM
Organization

MDE Assessment Control District (5555-09-000)
Test Administration

Minnesota > 20XX - 20XX > MCA 20XX
Filtered Organization

MDE Assessment Elementary (5555-09-101)
Test

Grade 03 Reading MCA

Download Report

Request Report Refresh

Report Parameters

Organization

MDE Assessment Control District (5555-09-000)
Test Administration

Minnesota > 20XX - 20XX > MCA 20XX

MDE Assessment Elementary (5555-09-101) ~ I

Test

Grade 03 Reading MCA ~ I

a. OnceRefreshReportis selected, the following message will appearin a green bar near
the top of the screen: “Success, Changes saved. Your report has been submitted. Check
backin afew minutesto view yourreport.” Select the Refreshicon.

Changes saved
Your report request has been submitted. Check back in a few minutes to view your report.

Students with Test Assignments but have not Completet@

List of all students that have a student test assigned to them but the test has not yet been completed

Waiting for report to complete...

b. Whenthereportis available, select Download Report. The file will download to your
computer to open.

Students with Test Assignments but have not Completed
List of all students that have a student test assigned to them but the test has not yet been complated

Execution Date

03/15/20XX 09:37:02 AM
Organization

MDE Assessment Control District (5555-08-000)
Test Administration

Minnesota > 20XX - 20XX > MCA 20XX
Filtered Organization

MDE Assessment Elementary (5555-09-101)
Test

Grade 03 Reading MCA

Download Report

Request Report Refresh

5. Select Exit Report to returnto the Operational Reports page.

Exit Report %
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Using Filters

To help you find specific students or test sessions more easily, use the Filters available in the left panel
onscreensinPearsonAccess Next. While auserisloggedinto PearsonAccess Next, filter selections will
remain selected on each page. If auser navigates away from a page and returns to that page while still
loggediin, the filter selections remain. Filter selections are removed when the user changes the test
administration (forexample, MCA 2026 to MTAS/AIt MCA 2026) or exits PearsonAccess Next.

Here are a couple examples where filters may be the most useful:

1. Fromthe Home page, under Testing, select Sessions.

& Setup
& Testing

Student Tests

A Student information in this system is personally identifiable information (P1I); ¢
internally, and pratect it from external o

II

* Welcome to PearsonAccess'io!

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

I Sessions

= Reports

Support

Student Privacy and Public Reports

State and federal laws require MOE 1o publiciy report certain information about how stur
students. Laws also classify data about individual students private data, meaning it
that

Students in Sessions

2. UnderFilters, select parameters to automatically view only those test sessions within the
selected parameters. You can select multiple parameters forindividual filters. Helpful filter

examples:

Filters

Test

Session Status

» Mot Preparad

Organization

% fédn[%l; Assessment Middle School (5555-09-

Clear Hide

» Grade 07 Mathematics MCA Data Entry | | ‘

Form Group Type

a. Under Session Status, select statuses such as Not Prepared and Ready.

b. If youhave accessto multiple schools, under Organization, select the schools you want

to view.

c. UnderTest, select atest(s), suchas Grade 07 Mathematics MCA.

d. SelectClearto clear allfilters. Select Hide to hide the Filters panel.
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3. Selectthe top left checkboxto select all of the checkboxes next to individual test sessions that

you want to view.

4. Totheright of the Sessions header, select Go to Students in Sessions.

Filters Clear Hide
Session Status
ENCRTepee) (Einetay ssion Session Status  Scheduled Start Date Test
Organization VATH GRADE 7 ' Not Prepared 03/30/201 Grade 07 Mathematics MCA
x CFL MIDOLE 301 (5555-09-201) HiNAS CLASS @ Not Prepared 037282018 Grade 07 Mathematics MCA
Test
x Grade 07 Mathematics MCA

Sessions  coto Students in Sessions »

&= Tasks 0 Selected

Select Tasks

Find Sessions
Filters Clear Hide
Session Status
* Not Prepared  x Ready Session Session Status

Sched

5. The test sessions you previously selected will automatically be added to your Session List.

Select atest session or Combined View (to view both sessions).

Session List
Add a Session

( Combined View
@ NINA'S CLASS
NINA'S CLASS DATA ENTRY
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6. UnderFilters, select parameters to automatically view only those students within the selected
test session(s) and parameters. You can select multiple parameters for individual filters. Helpful

filter examples:

Filters
Organization

MARSS/SSID
1231

Local Use Data

Clip UIN

Group

Toggle secondary filters
First Name

Clear Hide

sar

Test

Test Status

Student Test Status

x Active | | x Exited

Under MARSS/SSID, begin entering a student’s MARSS number and press Enter to look

for a specific student.

UnderToggle secondary filters.

i. UnderFirst Name, begin entering a student’s first name and press Enter to look for

a specific student.

i. Under Student Test Status, select statuses from the dropdown menu such as

Active and/or Exited.

Select Clear to clear all filters. Select Hide to hide the Filters panel.

Note: By default, the filter parameters are only applied to students in the selected

sessions above.

7. Select the white space to the right of the column header to sortin ascending or descending

order.

MARSS/SSID

041000659531 @
s

2111000659985 O
s
A0410D0G59965 €
s

Last Mame First Mames Middle Name Usemame  Se

STUDENT  SALAM \
STUDENT  SAMUEL

STUDENT  SAMIYA

0957950028

461606011 @b
Ch

0852708032 Wi
Chi
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