)Pearson

MCA Online Testing User
Guide

2025-26



Table of Contents

MCA Online Testing User Guide 5
Create Test Sessions 5
Designate Home Page (Optional) 7
Verify Test Administration 7
Student Preferred Name 7
Manually Create a Test Session 9
Manually Add Students to the Test Session 12
Manually Remove Students from a Test Session and Move Students Between Test Sessions 16
Create Test Sessions by Importing a File to PearsonAccess Next 19
Export the Test Session file 20
Edit the Test Session File to Import 21
Import the Test Session File 24
Move Students Between Test Sessions by Importing a File 26
Prepare the Test Session 27
Verify Accommodations/Universal Supports (Mathematics & Science) 28
Print Session Student Rosters 30
Print Student Testing Tickets for Individual Sessions 32
Print Student Testing Tickets for Multiple Sessions 34
Print Testing Tickets for an Individual Student 37
Start the Test Session 38
Verify Students in Sessions 39

Page2o0f72 February 2026



Monitor Student Testing Progress 39

Troubleshooting 47
Lock/Unlock Student Tests in a Single Session (Optional) 48
Lock/Unlock All Student Tests for Multiple Sessions (Optional) 50
Resume aTest 53
Stop aTest Session (Optional) 56
Mark Tests Complete and Indicate a Test Code 56
Mark Tests Complete andIndicate a Test Code 57
Indicate or Update a Test Code onthe Student Tests Page 60
Validate Test Codes 63
View Dashboards 63
Access Operational Reports 68
Using Filters 70

Page 3of72 February 2026



Page4of72 February 2026



MCA Online Testing User Guide

This guide provides instructions for MCA test session management and online test administrationin
PearsonAccess Next and TestNav.

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 forusers to create test sessions in PearsonAccess Next:

e By manually creatingin PearsonAccess Next
o Createatestsession
o Add student(s)to atest session
o Remove students from a test session
o Move students between test sessions
e Byimporting afile to PearsonAccess Next
o Create test 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 Ifonlyafewtestsessions needto be created orupdated, itisrecommended to complete steps
manually in PearsonAccess Next.

e If there 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
dashboard views 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 alist of students who are not in 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 foryou 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.

o Note: Refertothe 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.

> Dashboard & Swdent information inthis sy 2013 - 2014~

o Setup

" Welcome to PearsonAccess™™

& Testing Setact an action from one of the

R e Student Privacy ., ..

© Support

' 2222003
& Contact e dimasoademtasada: i
' 2004 208

et

Student Preferred Name

Districts canindicate a student’s preferred first, middle, and last name in MDE’s Test WES system. That
informationis sent to Pearsonin 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 notin TestNav upon the student’s
initial login. Student name informationisinitially provided to TestNav when the sessionis
prepared/started.

e [fthe student’s preferred nameisindicated prior to adding that student to a test session, no
additional actionis needed. The student’s preferred name is added to TestNav when the test
sessionis prepared.
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If indicated after the test session was prepared but prior to the student starting testing, remove and

thenre-add the student to the test session.
If noted by the student after they have started testing, have the student exit the test. Resume the

student’s testin PearsonAccess Next. The student’s preferred name will be displayed in TestNav

when the student resumes testing.

1. Under Setup, select Students.

Import / Export Data

I Students

Organizations
Users
Orders & Shipment Tracking

TestNav Configurations

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

* 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

State and federal laws require MDE to publicly report certain information about how stul
students. Laws also classify data about individual students as private data, meaning it
student privacy rights with its public reporting obligations by ensuring that reported datg
students. This page explores how we address these obligations.

Frequently Asked Questions: Reporting Student Data on Ou

2. Findand select the checkbox next to the student(s) you want to view. To search for an individual
student, enter the student’s last name or MARSS/SSID number and then select Search.

& Tasks

Select Tasks

Find Student Tests Registered to MCA 20XX «

|

Filters
Across All Organizations

MARSS/SSID

Local Use Data

Clear Hide

Last Name* First Name*
STUDENT SARAH
STUDENT SARAH

=i Tasks

Select Tasks

™ Students

Find Student Tests  Registered to MCA 20XX =

Filters Ciear Hide

Across Al Organizations

MARSS/SSID

Local Use Data

Deles

Generate Sampie Students

s

Last Name" Firs..
STUDENT SARAH
STUDENT SARRH
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4. Preferredlast name, first name, and middle name are displayed. Note: Thisinformationis view
only. To update a student’s preferred name, submit updatesin MDE’s Test WES system.

Tasks for Students

View Enroliment Data

STUDENTS (1) DETAILS

X STUDENT, SARAH (8373928272892)

Organization®

Student Master Record
MARSS/SSID*

© Create Student STUDENT, SARAH (9373928272892)

Local Use Data

Last Name*
STUDENT

First Name*
SARAH

Middle Name

Preferred Last Name

Preferred First Name

Preferred Middie Name

Note: Only preferred first name will appear on the Studentsin Sessions page, Student Testing

Ticket, and Session Student Roster.

Manually Create a Test Session

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

B sessions

Students in Sessions
= Reports W

@ _Sunport -

& Setup v A\ Student in (Pu); of
internally, and protect it from external o
& Testing - * Welcome to PearsonAccess™t
Student Tests Salect 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 publicty report certain information about how stu
students. Laws also classify data about individual students as private data, meaning it is
‘student privacy rights with its public reporting obligations by ensuring that reported dats
students. This page explores how we address these obligations.

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

SeSSIONS  coto Students in Sessions »

&= Tasks Selected

Select Tasks

All Tasks

Find Sessions _
Create / Edit 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*
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c. TestAssigned*: Only one grade, subject, and type of test can be selected foreach

session.

Note: Data Entry is only used for staff to enter student responses from paper test materials. For
more information on data entry, refer to the MCA Data Entry User Guide (Minnesota Assessment
Hub > Resources & Training > User Guides).

Type of Test Assigned
Subject Main Assistive Assistive Science New for
and Test Technology | Technology Script (HR) 2025-26:
Screenreader Non- Reading
(AT-S) Screenreader Read Aloud
(AT-N) (RA)
Reading X X X N/A X
MCA (New for (New for
2025-26) 2025-26)
Math X N/A N/A N/A N/A
MCA
Science X X X X N/A
MCA

Note: Most students are assigned the Main test form. Students withaccommodations (for
example AT-N, AT-S, HR, or RA) are automatically assigned to take the applicable test type.

d. ProctorReads Aloud: Not used.

e. Form Group Type*:

i. Basedonthe selectedtest assignment, Main, Assistive Technology -
Screenreader, Assistive Technology Non-Screenreader, Science Script, or Read
Aloudis automatically selected as the form group type.
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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.

g. Precaching Computer*: Work with your technology staff on what to select, as needed.
Note: Proctor cachingis notrecommended for online MCA testing. In 2025, TestNav
Configurations were deleted from PearsonAccess Next. Refer to the Infrastructure
Readiness Checklist (Minnesota Assessment Hub > Technology) for more information. If
no precaching computerisindicatedin the TestNav Configuration, orno TestNav
Configurationis set up for your organization, No Cache will display as default.

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. Refer
to Manually Add Students to the Test Session for steps on adding entire groups of
students to a test session.

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

6.

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.

Select Exit Tasks at the top right to return to the Student Tests screen.

I © Add Task I € Previous Task  Next Task »

To view 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

NINA'S CLA4S @ | Not Prepared 03/17/2025 Grade 05 Science MCA

Session Details

Session Name Organization
NINA'S CLASS PA CONTROL PUBLIC SCHOOL FITZGERALD (5556-02-101)
Session Status Actual Start Date
Not Preparad Session has not been started
Creaed By
Braden.Conrad-Hiebner@pearson.com

Test & Form Scheduling

Test Assigned Scheduled Start Date
Grade 05 Science mMcA 031712025
Procior Reads Aloud Scheduled Start Time
No 01:00 AM
Form Group Type Lab Location

e

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 Test Session

Studentinformationis sent to Pearson for all students enrolled in your district in the applicable grades.
Allaccommodations are indicated in Test WES and uploaded nightly into PearsonAccess Next.
Students with certainaccommodations (for example, AT-S, AT-N, HR, RA) are assigned to the
corresponding test type (for example, Assistive Technology, Science Script, Read Aloud).

Note: Itisrecommended to add a student’s preferred name in Test WES prior to adding a student to a
test sessionin PearsonAccess Next. Refer to the Student Preferred Name section in this guide for
details on preferred name.

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

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

e
Select an sction from one of the dropdewn MEenus under an icon 1o
Student Tests.
i Student Privacy and Public Re

Stats any

eral laws requirs MDE n information

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 specifi
Add a Session Y Filter »
NINA
1 item of 1
[J ' NINA'S CLASS

No more sessions to load

Find Students Ir

Filters
Organization

e ——— )
Add Selected
MARSS/SSID .
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Note: If you are adding students immediately 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

NINA'S CLASS

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

Students in Sessions co o sessions »

= Tasks

Selsct Tasks

= Students i

Session List
Add a Session

NINA'S CLASS

NINA'S CLASS

. Students
Ignore Schedule & Teq
aaen e

Mot Prepared

All Tasks

Student Test Statuses

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

Add Students to Sessions Remove Students from Sessions

Add Students to Sessions

Session

NINA'S CLASS (Grade 05 Science Mt v

Student Name

©Search or select a filter to view results.

Fii

Move Students between Sessions

ind i

within MDE

Organization

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.

Note: Students will only be available to be added to a test session if they:

a. Areeligible forthe test assigned, including grade and subject.

i. ForScience MCA, only students with an HR (script/human reader) code are eligible
to be added to a session with the Science Script test assigned.

i. ForReadingand Science MCA, only students with an AT-S (assistive technology
online form for screenreaders) code are eligible to be added to a session with the
Assistive Technology - Screenreader test assigned.
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iii. ForReadingand Science MCA, only students with an AT-N (assistive technology
online form for non-screenreaders) code are eligible to be added to a session
with the Assistive Technology - Non-Screenreader test assigned.

iv. ForReading MCA, only students with an HR (script/human reader) or RA (read
aloud) code will be eligible to be added to a session with the Read Aloud test
assigned.

b. Do nothave anaccommodation that requires data entry.

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

a. Tosearchforindividual students:

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

Add Students to Sessians

i. Tosearchforstudentsindividually: 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

NINA'S CLASS (Grade 05 Science Mt ~

Session I Find available students within MDE Assessm

b. Tosearchforanentire group of students:

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

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

Add Students to Sessions
Find available students within MDE Assessment Control Distnct
NINA'S CLASS (Grade 05 Science M(

Student by Group within MDE
Assessment Control District

@Search or select a filter to view results

® within MDE Assessment
D

i. Beginenteringthe group nameinthe “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 lo Sessions Remove Students from Sessions. Move Students between Sessions

Add Students to Sessions

Session IFmd available students within MDE Assessment Contl

NINA'S CLASS (Grade 05 Science Mt v
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iii. Groups are automatically created by Pearson and named by form group type,
grade, and subject (for example, MAIN - GRO5 SCIENCE). If the DAC created
custom groupsin Pretest Editing in Test WES (for example, MAIN - GRO5
SCIENCE-NINA’S CLASS), you will see those displayed here.

Add Students to Sessions

MAIN - GROS SCIENCE - MDE Assessment PM Control School
MAIN - GROS SCIENCE EXTRAMCA SC1 5 201 - MDE ASSESSMENT CA

7. Addstudentsto the test session by selecting either 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: If you select the checkbox at the top on the left, it will automatically select all the students
onthat 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

8. Select Exit Tasks at the topright to returnto the Studentsin Sessions screen.

© Add Task € Previous Task  Next Task >

Note: To add additional students at a later time, follow the same steps.
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Manually Remove Students from a Test Session and Move
Students Between Test Sessions

Before youremove students from a test session or move students between test sessions, check each
student’s testing status. Student testsin “Ready,” “Exited,” “Resumed,” or “Resumed Upload” status
can be moved to a new session within your district. Studentsin “Active” status cannot be moved
between test sessions. In addition, students can only be moved between test sessions with the same

test assigned.

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

A = :
* Welc PearsonAccess™™
& Testing N _—
Select an action from one of the dropdown menus under an icon to begin

Student Privacy and Public Repo|

2. Addthe test sessionto the Session List.

Session List Add a specifi
Add a Session Y Filter >
NINA
1 item of 1
IF' NINA'S CLASS I

No more sessions to load

Find Students Ir

Filters
Organization

l . |
[ Add Selected
MARSS/SSID . |
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3. Select the checkbox(es) next to the individual students you want to remove ormove, or select
the checkboxin the top left to select all students.

MARSS/SSID  LastName FirstName Middle Name Username Session Student Tes
# J0001112223334 STUDENT SAMPLE  ONE 5881074772 () NINA'S & Ready
8 TTS CLASS
(Grade 07
Mathematics
MCA)
¥ 0099998997777 STUDENT SAMPLE TWO 3850139383 NINA'S & Ready
[i JRNE] CLASS
(Grade 07

Note: If no students are selected, a “There are no student test assignments selected” message
willappearinaredboxnear the top of the page. Select exit and return to the Student in Sessions
page to select student tests.

A There are no student test assignments selected.

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

Students in Sessions oo sessions »

= Tasks = Students |
Select Tasks v m Manage
All Tasks
Session List NINA'S CLASS - S
. Students
Add a Session Ignore Schedule & Tes|
udent lests
NINA'S CLASS Not Prepared

5. Remove ormove students using the steps listed below.
a. Toremove students from the test session:

i. Selectthe Remove Students from Sessions tab.

Mave Students between Sessions

ii. Selectthe checkbox(es)nextto the individual students youwanttoremove or
move, or select the checkboxin the top left to select all students. Select Remove.

Add Students to Sessions 2 ons  Move Students between Sessions

Remove Students from Sessions Reset
e
STUDENT NAME (CODE) SESSION STUDENT TEST STUDENT TEST STATUS
STUDENT, SAMPLE ONE (0001112223334) @ NINA'S CLASS  Grade D7 Mathematics MCA Ready
STUDENT, SAMPLE TWO (0098669857777) & NINA'S CLASS  Grade D7 Mathematics MCA Ready

Once Remove is selected, a “Success, Changes saved” message will appearina
green bar near the top of the screen and the student(s) will not display in the test
session.

Success
Changes saved
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Note: If all student test assignments were removed, a “There are no student test
assignments selected” message will appear in ared box near the top of the screen.

A There are no student test assignments selected.

To move students between test sessions:

i. Selectthe Move Students between Sessions tab.

Add Studenls Yo Sessions  Remove Shadents flom Sessioms Move Students betwnen Sessans

1. Tomove the student to an existing test session: In the Sessions field, begin
entering the test session you want to move the student to or select the field
toview all available test sessions for that grade and subject. Select the test
session.

Move Students between Sessions 23

Tests
| MATH GRADE 7 |
1 18888-08-301)

2. Tomove the student to a newtest session: Select Create Session. Enter
the required information as indicated by the red asterisks (*).

Add Students to S

Move Students between Sessions

Tests Sessions
Grade 07 Mathematics MCA v | | % NINA'S CLASS
CFL MIDDLE 301 (6666-09-301)
Student Name NINA'S CLASS

STUDENT, SAMPLE ONE (0001112223334) @
NINA'S CLASS, Grade 07 Mathematics MCA.

3. Select Create.

Create Session

Session Name” Organization

MATH GRADE 7 MDE Assessment Middl.. = |«
Test & Form Scheduling
Test Scheduled Start Date’

MC [}
5 Aloud Scheduled Start Time

Form Group Type 1:00 AM CST O

Ja L Lab Location
Precaching Computer”

NoCache

=

Both test sessions will now appear under the Sessions field and next to the student(s). The
test session the student is currently in will have the checkbox selected.

Move Students between Sessions 23 e

CFL MIDOLE 301 ($555-09-301)
NINA'S CLASS MATH GRADE 7
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ii. Selectthe checkboxnextto the test sessionyouwantto move the student to and
select Move.

Move Studenis between Sessions
frosis

MOE Assessevent Middle School ($555-08-301)
MATH GRADE 7

@]

Once Moveis selected, a “Success, Changes saved” message will appearina
green bar near the top of the screen and the checkbox will now appear under the
test session.

sssssss

MOE Assassment Middle School (8855-09-101)
INA'S CLASS MATH GRADE T

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

O Add Task | < Previous Task  Next Task

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 file import 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  Expant 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
EE Tasks 0 Selected

Select Tasks

All Tasks

Find Files
Import / Export Data
View File Detalls

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.

d. SelectProcess.

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

i. Selecttherefreshiconnextto Details as the file processes.
FILES (1)

Session Greate/Move Export 2021-01-

12T15:38:02 33240000 csv. Complete

File Information

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

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

Complete

File Information

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

I © Add Task I € Previous Task  Next Task »

An exported file will include 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, when exporting 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
thefile.

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

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

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

importing it to create a test session.

All other fields 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.

To add a student to atest session, enter the test session name 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.

Toremove a student 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.

Save the file to your computerin.csv format. 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, MCAO5STN8).

Import the Test Session File

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

& Setup

Import / Export Data

A A\ Student information in this system is p)

% Welcome to PearsonAccesshont

Students

Organizations

Users

Orders & Shipment Tracking
TestMav Configurations

™ Testing

= Reports
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State and federal laws require MDE to publicly n
private data, meaning it is not available to the p
identifiable information about students. This pag
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2. Select the dropdown menu to the right of the Start button and select Import / Export Data.

Import / Export Data

= Tasks 0 Selected

Select Tasks

Find Files

All Tasks

Import / Export Data
View File Details

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

Import / Export Data

Source File

Choose File | No file chosen

Process Reset

* |

Session Create/Move Import

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

Import / Export Data

Type*

Choose File |No file chosen

Session Create/Move Import

5. Selectthe Process button.

Import / Export Data

=
3
@

b,

Source File

Choose File No file chosen

Process Reset

Session Create/Move Import v

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

see fileinformation updates.

i. Thefile status displays under Details at the top of the page.

i. Selecttherefreshiconnextto Details as the file processes.

iii. Youwillreceive a Status Notification email when the file has completed

processing.
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6. A Complete message will appear when the file has finished processing. The message will include
information on the total number of records, successful records and errorrecords

Complete

File is ready for download

File Information

Type Organization
Sassion Create/Move Export MDE Assessment Control District (5555-09-
Request Date 000)
03/15720XX 12:00:00 PM User
Total Records DAC-Braden
1,318
Successful Records Download File @
1,318
Error Records

a. Refertothetable below foralist of status and explanations.

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

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

b. Ifthe file completes withissues, 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.

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 sessioniif actively testing (forexample, if the testisin
Active statusin PearsonAccess Next).

Tip: If only a few students need to be moved between test sessions, itisrecommended to make the
changes manually; refer to Manually Remove Students from a Test Session and Move Students
Between Test Sessions section. If numerous test sessions need to be updated, make updates by

importing afile.
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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 session file. 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, underTesting, select Students in Sessions.

A swent i i wystoen i ity isenetiaisio

Setup
= * Weicome 1o PoarscnAccesstert

Select an action fram one of the drapdown menus under an lcen 1o begin 2 task.
‘Student Tosts

Sesions

Student Privacy and Public Reports

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

Add a specifi

Y Filter >

NINA

1 item of 1

[J " NINA'S CLASS

Find Students I

Filters
Organization

)
Add Selected
MARSS/SSID FE—

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.

Session List
Add a Session

NINA'S CLASS
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3. Prepare the test session.

a. Toprepare asingle test session, select Prepare Session.

Session List NUNRRELASS
& ket and Sossion Resources - Detais #

Mot Propared

—

b. To prepare multiple test sessions, select Combined View from the top of the Session

List. Select Prepare All Sessions.

Session List Combined View

=

The test session status will change from Not Prepared to Preparing. Note: While the sessionis

preparing, the white circle will have a blue outline.

[session List NINA'S GLASS

prepp— -
O MINAS CLASS DATA ENTRY [orores s |

Once the test session has been 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

Ag2a Semson
NINAS CLASS DATA ENTRY

Y

Note: If you have a large number of students (more than 500) in your test session, or preparing
appears to be taking along time to finish, select Refresh.

Verify Accommodations/Universal Supports (Mathematics

and Science)

Prior to test administration, itisimportant to verify that students requiring accommodations and
universal supports have the applicable code indicated and that it appears in PearsonAccess Next:

e ForMathematics MCA, accommodated text-to-speech and/or pop-up translations are

accommodations/supports available within the Main online test form. Confirm the

accommodation/supportisindicatedin PearsonAccess Next before the student begins testing.
e Newfor2025-26: For Science MCA, confirm the Read&Write TestNav extension feature(s)—either
word prediction only (CR-W) or word prediction and speech-to-text (CR-S)—are indicatedin

PearsonAccess Next, as needed.

ForMathematics, the student roster can be used to verify students withaccommodated text-to-
speech or pop-up translations. Refer to the Print Session Student Rosters section below for details on

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

Student Privacy and Public Reports

Add a speci

T Filter ¥

1 [tam ai 1

I_ NINA'S CLASS I

N more eaesions to load

Find Students  Ir

Filters
Organization

I Add Selecled I
MARSS/SSID

3. Verify astudent’s accommodations/universal supports by selecting the informationicon next to
the student’s name.

MARSS/SSID Last Name First Name Username

5555523123456 @ AT-N JSTUDENT SARAH 3470669310
TTS WebXx

Note:

a. ForScience MCA, students with an assistive technology online form accommodation
(AT-N or AT-S) or a Read&Write support (WebX) are indicated next to the student
MARSS/SSID.

b. ForReading MCA, students with an assistive technology online form accommodation
(AT-N or AT-S) areindicated next to the student MARSS/SSID.

4. Selectthe Student Name Tests tab and select the test/school/group name hyperlink. Under
Universal Supports and Accommodations:

a. ForMathematics MCA, verify accommodated text-to-speech and/or the applicable
pop-up translationisindicated as “True.”
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b. ForScience MCA, verify the Read&Write (CR-W or CR-S) TestNav extensionis correct. If a
CR-W or CR-S supportis assigned, the applicable TestNav extensionisindicated as

“True.”
SARAH STUDENT (5555231234564)

Details Organization Enroliments Test Administrafion Student Eligibility Data Student Name Tests Sessions

Grade 05 Reading MCA | MDE Assessment Middle School (5555-09-301)

Grade 05 Mathematics MCA | MDE Assessment Middle School (5555-09-301)

Grade 05 Science MCA | MDE Assessment Middle School (5555-09-301)
Type* Clip UIN
Online

Unique Identifier
Eligibility Grade* dfc98239-3dac-41f0-5051-9ce Tha54aThé
05

Universal Supports and Accommodations

12 point (12) Accommodated TTS (MC) &
False False
18 point (18) MDE approved accommodation (AA)
False False
24 point (24) © Other assistive technology (AT-0)
False False
Braille Contracted (BC) Scribe (SC)
False False
Braille Uncontracted (BU) Somali Pop-Up Translation (50) €
False False
Handheld Calculator (HC) & Assistive Technology online form — screen reader (AT-5) @
Fal
ase Assistive Technology online form — non-screen reader (AT-N) @&
ScriptHuman Reader (HR) @ True

Fall
o= ReadWrite Word Prediction and Speech to Text (CR-5)
Spanish Pop-Up Translation (SP) @ True
False
Read/Write Word Prediction Only (CR-W)
Hmong Pop-Up Translation (HM) @  False
False

Read Aloud (RA) &
False

Scrollto see the entire list. Select Close when finished.

If the correctaccommodationis notindicated, the student must not start testing. The DAC must
firstindicate orupdate the accommodation or universal supportin Test WES. It will be loaded to
PearsonAccess Next the following business day.

Print Session Student Rosters

Session student rosters are an available resource to print during testing. Rosters include test session
information (session status, name, test name, form group type, password, etc.), as well as student test
information (name, preferred first name (if available), MARSS/SSID, date of birth, and test status), text-
to-speech (None, Standard, or Accommodated (Mathematics MCA only)), pop-up translation for
Mathematics MCA only (None, Spanish, Somali, Hmong), test status, and username.

Rosters may be helpfulin the following ways:

e Toverifyaccommodated text-to-speech and pop-up translations are assigned to students for
Mathematics MCA.

e Toassistastudentwho is having difficulty signing in (rather than sorting through multiple testing
tickets).
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e Touseasachecklist to verify that all secure materials (for example, student testing tickets, scratch
paper) have been collected.

e Tomake notesontest administration or student status (for example, noting students who were
absent or completed testing).

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

* Welcome to PearsonAcoessher!

& Testing -

‘Select an action fram one of the drapdawn menus under an izan to begin a task,
Student Tests

e Student Privacy and Public Reports

Students In Sessions

E Reports

© Support

2. Addthetestsessionto the Session List.

Session List Add a specifi

Add a Session Y Filter >

NINA

1 item of 1

(] NINA'S CLASS

No more sessions to load

Find Students I

Filters
Organization

)
I Add Selected
MARSS/SSID FE—

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

Session List NINA'S CLASS

Add a Session

NINA'S CLASS Scheduled Sessions

Session Student Roster

Print all for this session

Print selected for this session
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4. Printthe session student rosterusing your browser’s print function.

Session Student Roster

Tip: Sessionrosters in Excel format are available in the 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
students tested with a particular Test Monitor), as needed. Thisreport lists all students 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 appear in a separate column on the
operational report.

Print Student Testing Tickets for Individual Sessions

Student testing tickets are needed for students to signin to TestNav. Student testing tickets can be
printed any time after students are added to the test session. Student testing tickets must be kept
secure when not used for testing 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 Print Student Testing Tickets
for Multiple Sessions section of this guide for printing testing tickets for multiple test sessions.

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

© Setup v a this system s parsonall identfiabia information (PIl; snsurs st uae
, . -
® Testing -~ * Welcome to PearsonAccess'

Seloct an action from one of the dropdown menus under an ion ta bogin a task,

Studont Tests
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2. Addthe test sessionto the Session List.

Session List Add a specifi
Add a Session Y Filter >
NINA
1 item of 1
J O niNascLass | |

No more sessions to load

Find Students I

ar MAF !

Filters
Organization

Add Selected

MARSS/SSID

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

Add a Session & Testing Tickets and Session Resources ~
NINA'S CLASS Scheduled Sessions

Session Student Roster

STUDENT TESTING TICKETS

I Print all for this session I

Print for this session

b. To printtickets for selected studentsin the 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

Add a Session : e Testing Tickets and Session Resources ~ [ JolIElS

NINA'S CLASS Scheduled Sessions

Session Student Roster

Print selected for this session

Clear

Find In the sel d i ) above ~

Filters Clear Hide 6 Results
Organization
[) MARSS/SSID LastName First Name Preferred Firg

MARSS/SSID 555333333333 STUDENT SAMPLE
T ® TTS
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4. Whenthe tickets open, they are set up 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 perpage), or
List (4 per page)) from the dropdown menu.

SR 8=l 1 Per Page v

1 Per Page
Multiple Per Page
Grid

List

STUDENT

Student Name: STUL
MARSS/SSID: 1234999999999

KET

Session: NINA'S CLASS
Date of Birth: 11/13/2004
Test: Grade 07 Mathematics

5. Printthe student testing tickets using your browser’s print function.
Print Student Testing Tickets for Multiple Sessions

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

& Setup A\ Student information in this system is personally identifiable information (PIl); e
internally, and protect it from external o

II

@ Te
& Testing W Welcome to PearsonAccesshest

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

B Sessions

Student Privacy and Public Reports

Students in Sessions
State and fed quire MOE to publicly report
Ei Reports v students, La ify data about individual st

bout how stu
jata, maaning it i
nsuring that reported dato

© Support v

2. Tosearchfortestsession:

a. Toviewall sessions created: Select the dropdown next to Search and select the
checkbox next to Show all results.

SessioNs  Goto Students in Sessions »

= Tasks 0 Se = Sessior]

Select Tasks Manage

Find Sessions

@ Show all results
Filters Clear Hide Mo Results
Session Status
Session a)

Organization @Search or select a filter to view results
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b. Tosearchforsessionsindividually: Under Find Sessions enter the session name and
select Search.

Orunder Filters, select parameters to automatically view only those test sessions within
the selected parameters.

Find Sessions
a Q cl
Filters Clear Hide No Results
Session Status
= - - Session Session Sta
Organization @Search or select a filter to view ry
Test
Form Group Type
Scheduled Start Date Range
Select one =]
to
elect one =
Note: You can select multiple filters for a search.
3. Select the checkbox next to the session name.
Find Sessions
Filters. Clear Hide 5 Results
Session Status
Session Session Status
Organization ANDREW JONS SESSION @ @ In Progress

GRADE 10 READING @ @ In Progress

Test

NINA'S CLASS @ ® In Progress
Form Group Type

NINA'S CLASS 2@ ® In Progress
Scheduled Start Date Range TRENT'S CLASS @ @ In Progress

Note: Selecting the checkbox next to Session will select all test sessionsin the list.

«|] Session Session Status

«] ANDREW JONS SESSION @ @ In Progress

«] GRADE 10 READING & @ In Progress

| NINA'S CLASS & @ In Progress
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4. Selectthe dropdown menu to the right of the Start button and then select Generate Test
Tickets.

SessioNs oo swudents in sessions »

= Tasks = Sessions

Select Tasks IManage
All Tasks

Find Sessions Create / Edit Sessions

|

Add/Remove Students in Sessions

Filters lear Hide il
Session Status I

Generate Test Tickets

Create Reporting Groups

5. Testsessions selected onthe previous page are pre-selected. Select Generate Test Tickets
and the printing option (1 Per Page, Grid (6 per page), or List (4 per page)) from the dropdown
menu to create a single PDF for printing.

&= Generate Test Tickets

B 1 Per Page
W TAL E Grnid
B List

Note: The PDF is formatted as follows:

Test tickets for all studentsin a session are printed. There is no option to select or deselect individual
students.

Atitle page with test session information will precede each set of tickets for that section.

The page number (for example, 1 of 6) and test session name are included in the footer. The page
number(s) reset for each test session printed.

Avyellow text box will display the number of test tickets and sessions selected. Note: There is a limit
of 4,000 student test tickets per print job.

Current selections include 49 test tickets for 5 sessions.
For performance reasons, this feature is limited to a selection of 4000 or fewer students.

6. 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 students
unable to test on the scheduled date (for example, missed testing due toillness) and will test during a

makeup session.

1. Fromthe Home page, under Setup, select Students.

Import / Export Data

I Students I

Organizations
Users
Orders & Shipment Tracking

TestNav Configurations

A student system is pes ly Pi;
internally, and protect it from external

* Welcome to PearsonAccesser

Select an action from one of the dropdown menus under an icon 1o begin a task.

Student Privacy and Public Reports

State and federal laws require MDE ta publicly report certail
students. Laws also classify data about individual student ate data, meaning it i
student privacy rights with its public reporting obligations by ensuring that reported dat
je explares how we address these cbiigations,

formation abaut how st

Questions: Reporting Student Data on Our Website

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

= Tasks

Select Tasks

Across All Organizations

MARSS/SSID

Find Student Tests  Registered to MCA 20XX =

Filters ear Hide

= Students

Manage

Last Name* First Name* MARSS/SSID*

] STUDENT SARAH 122'23123:56E

3. Under Sessions, select Print Student Testing Tickets.

MCA 200K

SARAH STUDENT (1231231234564)

Note: If the student has not been added to a test session the print button will not appear. Testing
tickets will print one per page. The page number and session name are included in the footer.

4. Selectthe session name and then select Go to Students in Sessions to go directly to the test

session.

MGA 20XX

Tost Assigned
Grade 07 Mathematics MCA
Proctor Reads Aloud

SARAH STUDENT (1231231234564)
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Start the Test Session

Atest session cannot be started prior to the first day of the testing window. It isrecommended that test
sessions are not started until the actual day students begin testing. Test sessions will not automatically

stop, time out, orexpire.

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

-
PR ———
——
Studant Tests
Sesvens

Student Privacy and Public Reports

Studants i Sessiors

students are doin

State and foderal laws roquire MDE to publicly report certain informatior
pri i, mos ta the public. MOE

shudent privacy rig

poriing Stusont Dat

2. Addthetest sessionto the Session List.

Session List Add a specifi

NINA

1 item of 1

l )" NINA'S CLASS l

No more sessions to load

Find Students I

Filters
Organization

Add Selected
MARSS/SSID

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

3. Start the test session.

a. Tostartatestsession, select Start Session.

Session List

Add a Session

NINA'S CLASS

& Testing Tickets and Session Resources ~ @ Details  # Edit

| ninascLass

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

Select Start All Sessions.

Session List

#dd a Session

Combined View

NINA'S CLASS DATA ENTRY
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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.

Session List NINA'S CLASS

Add 8 Sassion & Tasting Tickets and Session Rasources -

HINA'S CLASS In Prograss

Grade 05 Science MEA (5 Student Tests) 55 Monitor Test a & Student Test

Note: A lock/unlock slider will be displayed. Student tests are automatically unlocked
when the test sessionis started. Student tests must be unlocked before students can
signin.

Session List NINA'S CLASS
MNASCLASS % gupgess

rrrrrrrrr

oS

Verify Students in Sessions

Tip: To confirm all 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 & Registrations under Report Categories) 2-3 days prior to
actual testing. If a student was removed from PearsonAccess Next (for example, due to an enrollment
error, change in studentinformation, change is student testing location) and resent at a later date, the
student may have beenremoved from the test session. This report provides a list of students who have
eligibility but are not in a test session. Refer to the Access Operational Reports section in this guide for
details onhow to access the reports.

Monitor Student Testing Progress

Fortest security purposes, access to student tests through TestNav is limited to the hours of 6a.m. to
5 p.m. (CST) on weekdays throughout the testing window.

You can monitor student testing progress on the Studentsin Session screen. Refresh your browser
window or select the Refresh button.
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In the single session view, select the Monitor Test pop-out button to the right of the sessionto access
the Student Test Status Dashboard. Note: The pop-out button will only appear if the sessionhas 100
studentsorless.

Students in Sessions oo sessions -

B Tasks B Studants in Sossions

e P NINA'S CLASS & Testing Tickats and Session Resources + 0 Dt

® NINA'S CLASS ® In Progress

SN -rreerrs | .
.

Note: If monitoring multiple sessions, select a different session in the single session view to open the
dashboardin another tab within the browser. This way, multiple sessions can be monitored by
navigating between browser tabs.

e Onthe Student Test Status Dashboard, all student tests within that session will be displayed. The
following information will display on the dashboard:

" "
NINA'S CLASS @ inProgress Grade 07 Mathematics MCA
All Test Statuses ~  Total Students: 6 Stop Auto Refresh
B - Answered No Response Required Visited B - Remaining
Student Name Tost Status Test Duration Battery Test Progress
STUDENT, SAMPLE FIVE (5566122223334) @ Marked Complete 00:24:52 n/a oo o IS
STUDENT, SAMPLE FOUR (5656222333333) O Active 00:08:12 n/a mm
STUDENT, SAMPLE ONE (5555222222333) Ready n/a na
STUDENT, SAMPLE THREE (5655333333333) © Exited 00:26:59 4 (2] 012
STUDENT, SAMPLE TWO (5656122222222) Fatal Error A 00.00:08 n/a na
04/01/20XX 02:31:45 PM 006
STUDENT, SARAH SUE (5555231234564) Ready : n/a na

o Student Name (MARSS) (forexample, Student, Sarah (5550000000012))
o TestStatus(Active, Ready, Completed/Marked Complete, Resumed/Resumed Upload)

o Allteststatuses are displayed by default. Select the dropdown menu above the table to filter

results by specific test session.

o Ifastudentisexited from TestNav due to atechnology issue, the dashboard Test Status

column will display one of the following messages:

» Connectivity/Save Errors (any error caused by loss of connectivity between testing device

and Pearson servers)

» Fatal Error(any error that results in the student being exited from TestNav). Select the error
code hyperlink to see additional errorinformation and instructions. Resume the student
testin PearsonAccess Next and have the studentloginto TestNav again. Once the student
isin Active status and navigates to the next item, the error code clears and the dashboard
updates whenrefreshed. If the error persists, follow school procedures to request
assistance from other staff.
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o TestDuration (total time the student has been testing based on when the student starts

o}

testing and submits their testin TestNav). The test duration timer stops when a student exits

the test and restarts when a student resumes testing. If there are multiple days between test

sessions, the time will now only include the time the student was actively testing.

Battery indicator (the status of the student’s device battery will display here; students will also

receive a warning message when their battery reaches 20% (yellow icon) and 10% (red icon).

Note: Students testing oniOS devices (for example, iPad) will have “n/a” for this column).

Test Progress (actual student test statusisreflected) Note: The test progress displays a bar

graph based on the percentage of items answered, no response required, visited, and

remaining. It also includes a chart showing the number of items for each of those categories.

= Answered(green)

Online Reading and Mathematics MCAs (adaptive): While students are in the student
directions section, this field includes the number of student direction pages that have
beenviewed. Once students navigate past the student directions, this field includes
only items that require aresponse. The total number reflects the total number of items
onthe test.

Online Science MCA (fixed form): This field includes both items that have been
answered, as well as student directions pages, title pages, and review screens that
have beenviewed. As aresult, the total number will be higher than the number of items
onthe test once the student has answered all items. Note: This information also
applies to the online Reading read aloud and AT forms used for read-aloud
accommodations.

= Noresponserequired (blue) (Note: Thisincludes the student directions and any title pages

orreview screensinthe test.)

Online Reading and Mathematics MCAs (adaptive): While students are in the student
directions section, this field includes the number of direction pages that have not yet
beenviewed. Once students navigate past the student directions, this will appear as

“ ”

n/a.

Online Science MCA (fixed form): This field includes student directions pages, title
pages, and review screens that have notyet been viewed. Note: Thisinformation also
applies to the online Reading read aloud and AT forms used for read-aloud
accommodations.

»  Visited (yellow): For all tests, while testing, this field always appears as a O. After students

exit the test, this field will appear as either O or 1as students must answer eachitemin order

to continue.
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» Remaining (red): For all tests, this field displays the number of items remaining that require a

response.

Example: Reading MCA

DASHBOARD CHECK @ In Progress

All Test Staluses ~ Total Students: 3

Student Name

Lemen, Control (5555085010023) €
Lime, Confrol (5555095010024) ©

Melon, Cantrol [S555095010025) €

B - Answerad B - No Response Required - Wisited B - Remaining
Test Status Test Duration Battery Test Progress
i 00319
e oo ?
i 00017
e o #  [ile[r]o]

Exited

Grade 05 Reading MCA

00345
B0:03:45 22 24 | nia | 0 | 26

Note: The second student in the reading example is still in the student directions section of their test.
Once they navigate past this section, the student test progress will display like the other students.

Example: Science MCA

DASHBOARD CHECK @ In Progress

Grade 05 Science MCA

All Test Statuses Vv Total Students: 3 Stop Auto Refresh

B - Answered B - No Response Required - Visited W - Remaining
Student Name Test Status Test Duration Battery Test Progress
Lemon, Control (5555095010023) @ Exited 00:04:23 ‘ mﬂiﬁ
Lime, Control (5555095010024) @ Exited 00:00:37 4 r—g ! m
Melon, Control (5555095010025) @ Exited 00:02:00 % mmm

The dashboard is set to automatically refresh every 30 seconds. To stop auto refresh, select the Stop
Auto Refresh button. Turning off auto refresh only applies to that dashboard. If dashboards are openin
multiple tabs, you must stop auto refresh for each dashboard, as needed. Once Stop Auto Refreshis
selected, the button changes to Start Auto Refresh. Select the button on auto refresh. Unlike
PearsonAccess Next, the Student Test Status Dashboard page does not time out after 30 minutes of
inactivity. However, once logged out of PearsonAccess Next, this page will no longerrefresh. When

logged backinto PearsonAccess Next, auto refreshis turned on by default.

Note: Selecting the informationicon next to a student’s name will display the same detailed test and

item progress as selecting the student test status on the Studentsin Session screen.

o If studentsindifferent test sessions are testing in the same room, you can monitor testing for
multiple test sessions simultaneously in PearsonAccess Next. Add the relevant test sessions to the
Session List and select Combined View in the Session List to see the testing status of all studentsin

the sessions on one screen. Refresh your browser window or select Refresh button.

o StudentTest Status: To check the status of a specific student, find the student’s name in the
test session. View the student’s status in the Student Test Status column. Select the status
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hyperlink to view detailed information about the student’s test and item progress. The test

statusreflects the student’sitem progress and test completion percentage for Reading,

Mathematics, and Science MCAs.

The first part of each test contains student directions and will be referred to as “Web
Content” on the Student Test & Iltem Progress screen.

While section numbers do not appearin student test status dashboard, they will appearin
PearsonAccess Next. Thisinformationis provided for reference only when monitoring
student progressin PearsonAccess Next.

Reading and Mathematics MCAs are adaptive tests, meaning PearsonAccess Next knows
the number of scorable items but not the non-scorable items (such as title pages and end
of group review screens). The completion percentage does notinclude student directions
orany non-scorable items and updates after the student navigates past the student
directions. Note: The TestNav progressindicator and PearsonAccess Next student test
item progress match within one percent of each other.

Example: Mathematics MCA

Student Test & Item Progress

STUDENT, SAMPLE FOUR (1112222333333)

Session Name: NINA'S CLASS

Test Name: Grade 07 Mathematics
MCA
Test Status: Active - 45%

Total Iltems (49)

- Answered - Visited B - Remaining

Science MCAis a fixed form test, meaning PearsonAccess Next knows the total number of
scorable and non-scorable items. When the student starts their test, the non-scorable
items are considered complete and the completion percentage initially starts off higherin
PearsonAccess Next (for example, 30% complete). The PearsonAccess Next student test
item progress shows the percent complete at the test level. Note: The TestNav progress
indicator shows the percent complete at the sectionlevel, not the test level, so the
percentages on TestNav progress indicator and PearsonAccess Next student testitem
progress willnot match. Students should use the TestNav progress indicator to know how
far they are in the section. Test Monitors should use the PearsonAccess Next student test
item progress data to know how far the student isin their overall test. Note: Thisinformation
also applies to the online Reading read aloud and AT forms used forread-aloud
accommodations.
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Example: Science MCA

Student Test & Iltem Progress
Tangy, Controller (5555055555516) m
s of 03/15/20XX 12:00.00 PM
Session Name: MCASCIS 101
Test Name: Grade 05 Sclence
MCA
Test Status: Marked Complets -
9%
Total ltems (T6)
W - Answered B - Mo Response Reguired -Vigited W - Remaining

» Thefollowinginformationis displayed on the student testitem progress bar:
e Answered(green) - The number of items completed and pages viewed.

¢ NoResponse Required (blue) - The number of pages remaining that do not require a
response (Science MCA only and online Reading read aloud and AT forms).

e Visited(yellow) - The number of items visited but not completed. Note: This will appear
as O orlas students must answer eachitemin order to continue.

¢ Remaining (red) - The number of items remaining that require aresponse.

» Referto the Using Filters section at the end of this guide for helpful tips on viewing students
in sessions.

Note: To maintain system security, PearsonAccess Next times out after 30 minutes of inactivity. If you
have been timed out, you will need to sign backin to PearsonAccess Next to resume monitoring the test
session.

The following points provide otherinformation related to student testing that may be helpful when
monitoring student testing progress:

e Afterthefirstitem, the back and next navigation arrows will always appear active (for example, blue)
throughout the test. However, if a student selects the back or next button before answering the
currentitem, a message will appear reminding the student to answer all parts of the question first.

e StudenttestsinTestNavtime out after 20 minutes of inactivity. Inactivity is defined as not touching
the screen, moving the mouse, and/or pressing keys. Students will receive a warning that their test is
about to be exited due to inactivity. Students will receive a second warning 30 seconds prior to
being exited due to inactivity. When they are exited, they will receive a message that the session
(their test) has closed due to inactivity, and the student’s test willneed to be resumed in
PearsonAccess Next to continue testing. If students are exited from the test due to inactivity or exit
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the test on their own, they have 20 minutes to resume the test and go back and review previously
answered questions.

e [ftesting over multiple days, students may exit the test at any point. However, if testing is scheduled
so that students stop at the end of a group of items or at the end of a section, itisrecommended
that students exit on the Review screen. When they resume, they will not be able to go back to
review and will need to select Next to proceed.

e Once students exit the test for more than 20 minutes or stop testing for the day, they cannot access
any items completed previously.

e Inrareinstances, if students do not sign out of TestNav and exit in another way (for example, turning
off the testing device), it may result in the student remaining in an Active statusin PearsonAccess
Next.

The following table provides a complete list and explanations of student statuses.

Status Explanation
Ready The student has not yet started the test.
Active The student has signedinandis testing. Note: A test may be in Active status if the

student improperly exited from the text.

Pause Note for2025-26: Pause islisted as a status in PearsonAccess Next butis not
applicable to Minnesota statewide assessments.

Exited The student has exited TestNav but has not submitted test responses.

Resumed The student’s test has beenresumed, but the student has not yet signedin.

Resumed The student’s test has beenresumed, but the student has not yet signed in. Resumed
Upload Upload status forces TestNav to check for a saved response file (SRF) on the testing

machine and the secondary save location when the student signs backin to continue.
If a student resumes testing in a Resumed-Upload status, they will receive a
Connectivity/Save Warning and Error Code message. Students willneed to alert the
Test Monitor if they receive one of these messages. If there are no ongoing technical
issues where you are working with Pearson technology support, select Skip Upload
to resume the student.

Completed | The test has been submitted by the student through TestNav and the data has been

processed.
Marked The student’s test has been marked complete by the DAC or AA and the student will
Complete not finish testing.
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DAC and AA users 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.

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.

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.

The Test Status - Online by Subject dashboard displays student test status forreading,
mathematics and science in Assigned, In Progress, and Complete statuses.

There are anumber of operational reports in PearsonAccess Next that can assist you with monitoring
test sessions and student test progress. See the Access Operational Reports sectionin this guide for
details onhow to access these reports.

Under Reports > Operational Reportsin the Online Testing category:

Student Tests that are Ready and Unlocked: Thisreport provides a list of all student tests that arein
Ready status and unlocked. Tip: Consider running this report the morning before testing to confirm
all student tests are ready and unlocked.

Students Currently Testing Online: This report provides a list of all students who have started testing
but have not yet finished. This includes studentsin an Active, Resumed, or Resumed Upload status.
Tip: Consider running this report throughout the dates when students are testing in your district or
school to see which students are actively testing.

Under Reports > Operational Reports in the Students & Registrations category:

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. Tip: Consider running thisreport at the
end of your scheduled testing dates and before the end of the test administration to confirm all
students with test assignments have completed testing.

Student Registration Summary: This report provides a list of the number of students assignedto a
test and the number of completed tests. Tip: Consider running this report at the end of your
scheduled testing dates and before the end of the test administration to confirm all students with
test assignments have completed testing.
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Troubleshooting

Occasionally, students encounter technical issues during online testing. Ensure Test Monitors know the
plan for contacting technology staff, or other district staff, if issues arise so they can continue actively
monitoring other students who are successfully testing.

The following are some quick troubleshooting steps that may be followed by the other staff who are
providing assistance to the Test Monitor, as the Test Monitor should continue to actively monitor other
students:

e Ifastudentisrepeatedly exited from TestNav:

o Have the student try signing in again. Confirm the testisin a Resumed statusin PearsonAccess
Next and that the student is using the correct username and password from the testing ticket.

o Restart TestNav.
o Restartthe testing device.

o Move the student to a different device - if possible, a device that has been used successfully
fortesting. Note: When working with Pearson regarding technology issues, a troubleshooting
step may involve having the student log backinto TestNav using the same device. Districts
should note testing device information when experiencing technology issues in order to
provide to your district or Pearson, as needed.

o Carefully monitor the student’s actions when signing in or navigating through the test (for
example, make sure the student is not powering the device off, intentionally exiting,
attempting to access another program, or selecting certain keystrokes).

e Refertothe Troubleshooting for Online Testing page for alist of the most commonissues that occur

during online testing and an overview of how to address them (Minnesota Assessment Hub >
Technology > Technology Resources).
e RefertotheTestNav 8 Error Codes page forinformation on specific TestNav error codes (Minnesota

Assessment Hub > Technology > Technology Resources).

If anissue continues, record the following information:

e Grade

e Subject

e Testsessionname

e Student’s MARSS/SSID number

e Itemnumber

¢ Howthetestwasaccessed (forexample, device and/or operating system).
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Then, callthe Pearson help desk at (888) 817-8659. Inform them you have alive testingissue and need
to speakto Level 2 support. To identify the issue more quickly, the help desk may request TestNav and
system log files from the device. Note: The content of the test itself should never be referenced,
captured as animage, emailed within the school or district, or provided in a communication with MDE or
Pearson. Doing sois a breach of security. To ensure data privacy, never provide both the student’s
name and MARSS/SSID numberin any communication; only provide the MARSS/SSID number.

Lock/Unlock Student Tests in a Single Session (Optional)

Though not required, districts may choose to lock student tests once students have exited TestNav.
This optional step can be helpful if student tests are resumed a day or more before the next testing
session takes place. If student tests are resumed shortly before students will be signing in, this optional
stepisnotnecessary.

Student tests must be unlocked before students can signin. When a test is complete or marked
complete, the test will automatically be locked and cannot be unlocked.

Note: If a studentis actively testing and the testis thenlocked in PearsonAccess Next, the student will
not be kicked out of TestNav. However, if they exit and need to resume testing, the student’s test will
need to be unlocked.

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

shudo)

& Testing

Studont Tosts

Sessions

Student Privacy and Public Reports

2. Addthetestsessionto the Session List.

Session List Add a specifif
Add a Session Y Filter
NINA
1 item of 1
fz @ niNas cLass |
No more sessions to load
Find Students I
"— )
Add Selected
\ ]
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3. Lock student tests.

a. Tolockanindividual student’s test: Inthe Student Test Status column, select the
dropdown next to the student’s status and select Lock.

Session List

 haas CLSS

NINA'S CLASS
O Rt
—
2 —
:
o
:
— =
. :
50 R

b. Tolockall student testsinthe test session: Move the slider at the top of the test session

from unlocked to locked.

Local Uss Data

Clip UIN

Session List MNINA'S CLASS
Add 2 Seasion 8 Testing Tieksts and Ses - ODetsls LE
® NS cLass Ot

HINA'S CLASS (4 Student Teats)

Find Students I the selected sessionis) above

MARSS/SSID Lost Mame First Nome Middle Name Usemame
S912UETIO0 STUDENT SMVFLE  FOUR 19653253

Student Test
Status Kay
2

Stutent Test Sttus

- [Ema )
=R
" Reaty

c. Oncestudent tests are locked, the lockicon next to the student’s status will appear.

Session List

® NINAS CLASS DATA ENTRY

MARSS/SSID

Local Uss Data

Clip UIN

@ 17Msssscesn STUDENT SAMALE  DEB

NINA'S CLAS S DATA ENTRY
s Tickats and Sessi s - @ Delails £ Edit

® in Progrees

NINA'S CLASS DATA ENTRY (3 Stickent Tests)

Firul Swdonts i the selected session(s) shove «

MARSS/SSID  LastMame FirstNome Middle Name Username  Sess

o] e

Note: If there are both locked and unlocked tests in the same test session, the test session will

show “Mixed” in place of the slider.
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d. Tolockindividual student tests, select the dropdown next to the student’s test status and

select Lock.

Session List HINA'S CLASS

® MNAS CLASS ® In Frogress

HINA'S CLASS (4 Student Tests)
a

Find Studonts. I the selected sexsianfs) shove =

Fitars.
Organization

Local Use Data

Clip

4. Tolock all student testsin the test session, select the dropdown menu next to “Mixed” and

select Lock All.

NINA'S CLASS (4 Student Tests)
2

&/ o Mixed  ~

I o

& LockAl

Note: This will not change student tests that were already locked.

Once student tests are locked, the lockicon next to the student’s status will appear. Note: If a student
is added or moved to atest session where all student tests are locked, their test will automatically be
locked. If there are any unlocked tests, the student’s test that is added/moved will be unlocked.

Lock/Unlock All Student Tests for Multiple Sessions

(Optional)

Users canlock/unlock all student tests for multiple sessions.

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

& Setup

A\ Student

in is personally

II

& Testing

Student Tests

B soecions

Students in Sessions
& Reports

@ Support

internally, and protect it from external

W Welcome to PearsonAccess™*™

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

Student Privacy and Public Reports

Page 50 of 72

February 2026



2. Tosearchfortest session:

a. Toviewall sessions created: Select the dropdown next to Search and select the

checkbox next to Show all results.

Bassi0NS o et in Sovsiom »

Firnll Siriiiimais

Fillery
Erpaim Mk

Crpanirsios

[ 2P Y T 1]

b. Tosearchforsessionsindividually: Under Find Sessions enter the session name and

select Search.

Fimdl Sassions

==

B Mers
Segshon Status

Organieation
Test

N Fom Group Type

Sehedubed $1an Dt Renge

Sassion Sassion St
Oi5aanch or sebact 2 fller o view

c. OrunderFilters, select parameters to automatically view only those test sessions within

the selected parameters.

Note: Only sessionsinIn Progress or Stopped status can be locked/unlocked. Use the
Session Status filter to find test sessions in these statuses.
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3. Selectthe checkbox next to the session name.

Cepanaan ARCEEW JONS SESRON G 8 n Proge

Tt

ARPANAS CLASS L] O
Fiorm Grgap Typs

# A AR T L i
Srhwduies S Daok Rangs SBTRENTS CLASS O @ In Progress.

Note: Selecting the checkbox next to Session will select all test sessionsin the list.

« | Session Session Status

| ANDREW JONS ZESSION @ @ In Progress
#f] GRADE 10 READING € @ In Progress

] NINA'SE CLASS @ @ In Progress

4. Selectthe dropdown menu to the right of the Start button and select Lock/Unlock Multiple
Sessions.

P Y i

[
Amiioed Mot

5. Testsessions selected onthe previous page are pre-selected.

Lok ¢ Ui Mutpds Sssmare

™ e [V b bl P B W ey e it s SR
L]
[

B iy [T By WA e [ [

a. Tolocksessions, select Lock.
b. Tounlock sessions, select Unlock.

c. Oncelock/Unlockisselected, a “Success, Changes saved” message will appearina
green bar near the top of the screen.

Success
Changes saved
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6. Select Exit Tasks at the topright to returnto the Student Tests screen.

o

Resume a Test

When testing over multiple days or signing back in after a break (if students exited their tests), the tests
must first be resumed in PearsonAccess Next. If student tests were locked, confirm all tests are
unlocked before resuming. Only studentsin Exited and Active status can be resumed. New for 2025-
26: If astudentisin Active status but not testing, the student can be placed directly in Resume status.

Note: If you are actively monitoring test progress in PearsonAccess Next and need to resume a test
(forexample, a studentis exited during testing), start on step 3.

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

Bagin bk

Shurbent Tan

ic Reports

Falns st S

2. Addthe test sessionto the Session List.

Session List Add a specifi
NINA
1 item of 1
I @ NINA'S CLASS I

Mo more sessions to load

Find Students I

ey b
Add Selected
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Note: If you are actively monitoring test progress, the test session will automatically appear
under Session List, and you can continue to below to resume students.

Session List
Add a Session

@ NINA'S CLASS

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

a. Forstudenttestsin Exited status, select Resume.

WD drad e el e il Nl LHiteel e R T

e —

IS0 STUDENT Sy AT (LA v e

b. New for2025-26: For student testsin Active status, select Resume. If working with
Pearson technology support and the student needs to start in Resumed Upload status,
select Resume again and change to Resume Upload status.

WAL A o N e R A N e ek et v

SoT e

4. Toresume multiple orall students on the page:

a. Selectthe checkboxat the top to the left of the MARSS/SSID or the checkboxes next to
individual students.

WAL THD Lt N Pt v Mhdds M Uirdes bk Mardrr Tt Moy
o 4 LR e
] LHT B RATHEIH [

Note: If you select the checkbox at the top on the left, it willautomatically select all the
students on that page (up to 25 students). If you have more than 25 students in your test
session, at the bottom of the page, go to the next page to select additional students

proceeding to the next step.
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b. Selectthe dropdown menu to the right of the Start button and select Student Test
Statuses.

Students in Se5sSIONS  Gota Semer s

B Tasks = e

Session List NIM‘SEL‘? et Tt St

o o = Tk ki |
A 3 RN

c. Onthe Resume Student Tests tab, select the checkbox at the top on the left ornext to the
student namesin the list to confirm your selections and select Resume.

New for2025-26: For students in an Active status, selecting Resume will place the
student into Resumed status.

Students will use the same student testing ticket to sign back in to the test. When the student signs
backin, they will select Resume to continue testing. The test will resume on the next unanswered
question.

In rare situations where there were technical issues while testing a student test may need to be set to
Resume Upload status. After placing the studentin Resume status, immediately change the status to
Resume Upload. A student should only be kept in Resume Upload status if your school is working with
Pearson technology support. Work with your school technology staff and District or School
Assessment Coordinator as needed.

A student should only be keptin a Resume Upload status if there were technical issues and your school
is working with Pearson technology support. Work with your school technology staff and District or
School Assessment Coordinator as needed.
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If a student resumes testing in a Resumed Upload status, they will receive a Connectivity/Save Warning
and Error Code message. Students will need to alert the Test Monitor if they receive one of these
messages. If there are no ongoing technical issues where you are working with Pearson technology
support, select Skip Upload to resume the student.

No saved response file found

Message 1005

expected
Please browse to a response file and upload it
Response file name: 2a945d1a-e55d-4caa-8530-43daee88e54¢ . SRF

Response File Location Browse

Upload Response File
f you are unable to locate the response file, contact support

ut uploading an SRF, choose Skip Upload. This may

Skip Upload | | Exit Test

Note: Selecting Skip Upload will not result in aloss of student responses for previously answered items.
Online testing requires a continuous connection between the student testing device and Pearson
servers to send andreceive testitems. Each time a student responds to anitem, that response is sent
and saved at Pearson.

Stop a Test Session (Optional)

When all students have completed testing, 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 testing has been completed.

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

Mark Tests Complete and Indicate a Test Code

There may be situations where a DAC or AA user needs to mark a student’s test complete and/or
indicate atest code in PearsonAccess Next:

e Whenastudent willnot complete a test before the end of a testing window, the test may be marked
complete if the district chooses. Allincomplete tests will be marked complete by Pearson at the
end of the testing window. If you decide to mark tests complete, then you should wait until the end
of the testing window, to ensure the student will not be returning to complete the test (inyour
district or another district).
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e Some test codes may be entered during the testing window in PearsonAccess Next:

O

O

o}

O

INV-D (Invalidation due to device)

INV-S (Invalidation due to student action)

INV-O (Invalidation for misadministration or other)
REF-P (Refusal by parent)

REF-S (Refusal by student)

ME (Medical excuse)

e Testcodescanonlybeindicatedin PearsonAccess Next during the testing windows. After testing,

these test codes may also be entered during Posttest Editing in Test WES. Refer to Chapter 9 of the

Procedures Manual (Minnesota Assessment Hub > Resources & Training > Policies and Procedures)

forthe entire list of available test codes and more information on when test codes are indicated.

e Note: ForHigh School Science MCA, any medical excuse orrefusal test codes must be enteredin

PearsonAccess Next and cannot be entered during Posttest Editing.

e Note: Since absent and not enrolled test codes cannot be entered in PearsonAccess Next, mark the

test complete during the testing window and then add the test code during Posttest Editing.

Mark Tests Complete and Indicate a Test Code

In order toindicate a test code, a student must be added to a test session and have the test marked
complete, evenif the student did not start testing. Test codes can be indicated for an individual
student or a group of students at the time of marking the test complete. Note: Atest code (for
example, reason) is required when marking tests complete.

Tip: Place all students for a grade/subject who need a test code indicated (for example, REF-P or REF-
S)into a separate test session. The test session must be prepared and started in order forteststo be
marked complete. Refer to the Prepare the Test Session and Start the Test Session sections of this
guide forinformation on how to prepare and start a test session.

1.

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

= ! [E——
& Testing ~ * Walcoms to PearsonAcosss’
ucant Tests

Saloct an action from ene of the dropdown menus under an ican to begin 2 task

Student Privacy and Public Reports
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2. Addthe test sessionto the Session List.

Session List Add a specifi
Add a Session Y Fitter »
NINA
1 item of 1
[2 @ niNas cLass |l

No more sessions to load

Find Students

Add Selected |

3. Select the student(s) whose tests will be marked complete.

Last Name
300  STUDENT A

MARSS/SSID FirstName Middle Name Username  Session

¥ 83738

Student Test Status

Reaty ~

Reaoy -

Reasy

28 Tasks 1 Selected

Select Tasks

Studant Test Statuses
Mark Student Tests Compiete

5. Apply the same test code or different test codes to multiple students using the steps below.

a. Toapply the same test code for multiple students:

i. Fromthe Reason dropdown above the student names, select the appropriate test

code orreason.

Reason*
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Note: Reasonis required when marking student tests complete from the Students
in Sessions page. Select Student willnot complete test/end of testing window if
the student willnot complete the test during the testing window but a test code
does not apply. Thisreason should also be selected if a student finished their test
but did not submit it; however, thisis notrequired as Pearson will submit the test at
the end of the testing window.

Reason®

|[ ]

This field is requirad.

ii. Confirm the checkboxnext to Use the same Reason for checked Studentsin
Sessionsis selected.

Mark Student Tests Complete

Reason®

v

Use the same Reason for checked Students in Sessions

iii. Selectthe checkboxtothe left of the student tests.

Note: Selecting the checkbox next to Student Name (Code) will select all students
in the list.

b. Toapply different test codes for student(s):

i. De-selectthe checkboxnextto Use the same Reason for checked Studentsin
Sessions.

ii. Selectthe checkboxto the left of the student test(s).

—

Note: Selecting the checkbox next to Student Name (Code) will select all students
inthe list.
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iii. Fromthe Reasondropdown to theright of the student’s test, select the
appropriate test code orreason foreach student.

Note: Use the Student will not complete test/end of testing window if the student
willnot complete the test during the testing window but a test code does not

apply.
6. SelectMark Complete.

Mark Student Tests Complete Mt Corplote IS0

Reason

Note: Once Mark Completeis selected, a “Success, Changes saved” message willappearina
green bar near the top of the screen.

Success
Changes saved

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

I © Add Task 1 € Previous Task  Next Task »

Indicate or Update a Test Code on the Student Tests Page

Atest code canbe entered, changed, orremoved after atestisin Completed or Marked Completed
status.

Note: Test codes for the Reading and Mathematics MCAs can be entered in PearsonAccess Next until
the Science MCA testing window closes (May 8).

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

Ammlmhﬁmﬂ\lmll{m“h\mﬁmlﬂk.
-

Selact an action from ona of the dropdown menus under an icon to begin a task.

‘Student Tests.

R Student Privacy and Public Reports
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2. Addthe test sessionto the Session List.

Session List Add a specifi
Add a Session Y Filter
NINA
1 itemof 1

I ® NINA'S CLASS I

No more sessions to load

Find Students |1

Add Selected

3. Selectthe student (s) whose test needs the test code indicated orupdated. Select the

dropdown menu to the right of the Start button and select Student Tests

= Tasks

Select Tasks

= Swdents in Sessions.

Session List
#d 2 Sassicn

® NINAS CLASS

Find Stdants |

Fitors
Organization

MARSS/SSID

NINA'S CLASS.
& Tesiing T et s o Edit
et Te
®in Proges Sop Bemicn
HINA'S CLASS (5 Studant Tests) - - Sudent Test
Status Kay
2 [ —_—
n the ssisciod sessionls] sbove =
MARSS/SSID Last Name First Name Middie Name Usemame Sessiom Saudent Test Status

61234567950 O

STUDENT SWPLE  FOUR

SMFLE  OME
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4. The student(s) are displayed on the panel on the left. From the Test Code dropdown menu,
select the appropriate code:

a. INV-D (Invalidation due to device)
b. INV-S(Invalidation due to student action)

INV-O (Invalidation for misadministration or other)

o o

REF-P (Refusal by parent)
REF-S (Refusal by student)

o

—h

ME (Medical excuse)

STUDENTS IN SESSIONS (1) DETAILS

STUDRNT, SAMPLE ONE STUDENT, SAMPLE ONE (9999999901234) B3 v
om0 1isa

Grade 07 Mathema) ics MCA Detalls o
cemplot ans

Group Test & Form

Remove orchange a test code, as needed. From the Test Code dropdown menu, select the
appropriate code to change to or select the blank field to remove the code.

Note: The Test Code dropdown menu will not display until approximately 15 minutes after a
test has been submitted or marked complete.

5. Select Save. Once Saveis selected, a “Success, Changes saved” message will appearina green
bar near the top of the screen.

Success
Changes saved

Note: If you selected multiple students, complete step 4 and 5 foreach student.

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

I © Add Task I < Previous Task  Next Task >

Page 62 0f72 February 2026



Validate Test Codes

Whether test codes are indicated when tests are marked complete or on the Student Tests page, test
codes are not validated immediately. Incorrectly applied test codes will be removed by Pearson.

e TheREF-P,REF-S, and ME test codes can only be indicated if the student did not start testing. If the
student completed one or more items and one of these codes is selected, the code will be
removed by Pearson.

e ThelNV-S,INV-D, andINV-O test codes canonly be indicated if the student has already started
testing. If the student has not completed one or more items and the code is selected, the code will
be removed by Pearson.

Pearson willinform the district when this occurs so that the correct test code can be added to the
student’s test or correct On-Demand Report information can be accessed, as needed. Note: Due to
2025-26 being the first operational administration of the Reading MCA-IV, reporting will be delayed,
and On-Demand Reports will not be provided for this assessment this year.

Note: Intherare situations where the student’s test has not been started but must be invalidated, email
mde.testing@state.mn.us.

Tip: To see alist of student tests with a test code, view the Student Tests with a Test Code operational
reportin PearsonAccess Next (under Reports > Operational Reports > select Online Testing under
Report Categories). Thisreport provides a list of all test records with a test code indicated. Referto the
Access Operational Reports sectionin this guide for details on how to access the reports.

View Dashboards

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.

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 toreturn to the
Dashboard page.
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The Dashboard page contains three default dashboards:

Session Status by Subject

Session Status by Subject

All v
In Progress
W2

\=] ol
g“-f: > YJQQL.‘
9

O T g
ol BOmohRmEo

) o2 0 &

A qe?

e© \ai o

W WO X
o2

e

o©

3
%
%

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

o Thedefaultviewisabar graph withfilter.

o Sessionstatusesinclude: Not Prepared, Preparing, Errors - Not Prepared, Ready, In Progress,

and Stopped.

o Hoveroverthe statusinthe bar graph to see the number of sessions in that status.

o AllSubjectsis selected by default.

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 online MCA testing to confirm test
sessions are in the correct status prior to testing

Student Test Status by Subject

Lo

Student Test Status by Subject

All v,

ONBOOONLD

Resumed/Resumed Upload
B3

N \o2° XN xe© \eo\©
.\ 0° \ - g\ )
Qe? A0 pt ¢ o
S N
o N

0"
PR\
(“Q

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

o Thedefaultviewis abar graph withfilter.

Page 64 of 72

February 2026



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

o Hoveroverthe statusinthe bar graph to see the number of tests in 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 taken to the Studentsis Sessions page. The number displayed s
based on the student tests on the dashboard.

Tip: Consider viewing this dashboard near the end of the online MCA test administration to
confirm student tests have been completed/marked complete and there are no started
student testsin Resumed/Resumed Upload, Active, or Exited status.

e Test Status - Online by Subject

Test Status - Online by Subject

All v

In Progress
W12

4

2

0

Assigned n Progress Complete

o ® O N

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

o Thedefaultviewis abar graph 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.

Tip: Consider viewing this dashboard near the end of the online MCA test administration to
confirm student tests are in Complete status and there are no started student testsinIn
Progress status.
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1. Fromthe Home page, under Dashboard, select Dashboard.

= Dashboard A\ student information In this system Is personally identifiable information (PI);
accessing and using it internaily, and protect it from external

Dashboard
% Welcome to PearsonAccess™*

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

& Setup

Student Privacy and Public Reports

& Testing

£ Reports

any personall

© Support these obligations

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 co toDashboard 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)

Select the “x” icon toremove the organization.

3. Tochange the dashboard view, select Go to Dashboard User Settings.

MDE Assessment Eleme. _E-

Dashboard oo oustear tses 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.
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4. 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.

c. Selectthe display headerand dragto reorganize the display order.

Dashboard User Settings oo vou Dasboan »

AVAILABLE DASHBOARDS (0]

d. SelectRemove toremove the dashboard from yourview. The dashboard will appear
under the Available Dashboards along the left side of the screen.

= Session Status by Subject + Student Test Status by Subject

Graph Type Graph Type
meter Graph - Bar Graph ~

« Test Status - Online by Subject

Graph Type

Bar Graph

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

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 toreturn 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 ~ A [ in this system is per ly (PI; ons
internally, and protect it from external acd

&2 Testing v

* Welcome to PearsonAccess™er!
A Select an action from one of the dropdown menus under an icon 1o begin a task.
Operational Reports

Reporting Groups

Student Privacy and Public Reports

State and federal laws require MDE to publiciy report certain information about how studeny
students. Laws also classify data about individual students as private data, meaning itis
student privacy rights with its public reporting abligations by ensuring that reported data dof
Longitudinal Reports students. This page explores how we address these obligations.

Published Reports

equantly Asked Questicns: Reporting Student Data on Our Website

Historical Student Data

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

Operational Reports

Report Categories

tudents & Registrations
nline Testing
rders & Shipment Tracking

Users

Note: The Students & Registrations and Online Testing operational report categories are most
useful for MCA online testing 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

Iﬂe(:ues\ Report Refrest I

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 sl stucents that have o student test assigned 1o them but the 185t has. ot yet besn completsd

Execution Date

0315/2000¢ 09:37:02 AM
Organization

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

Minnesota > 200 - 200K > MCA 206K
Filtered Organization

MDE Agsassmant Elsmantary (5565-09-101)
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

Filtered Organization
I MDE Assessment Elementary (5555-09-101) VI

Test

Grade 03 Reading MCA ~ I

a. OnceRefreshReportis select, 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.

Success
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 CompleteE

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 completed

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
BRequest 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
onscreensin PearsonAccess Next. While a userisloggedin to 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

II

@ Testing

A\ Student information in this system is personally identifiable information (P11); o
Internally, and protect It from external o

* Welcome to PearsonAccess™*™!

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

Sessions

& Reports v

© Support v

| |
Student Privacy and Public Reports

o MDE to p

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 Clear Hide

Session Status

» Mot Prepared | |« Ready

Organization

» MDE Assessmeant Elementary (5555-09-101)

Test
» Grade 07 Mathematics MCA | |

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), such as Grade 07 Mathematics MCA.

d. SelectClearto clearallfilters. 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.

Filters Clear Hide
Session Status.

x Not Prepared | [x Ready

Organization Grage 07 Mamematics MCA

x CFL MIDDLE 301 (5555-09-301) Grade 07 Mathematics MCA

Test

= Grade 07 Mathematics MCA

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

Sessions Go to Students in Sessions »

&8 Tasks 0 Selected

Select Tasks

Find Sessions
Q Search ~
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 a test session or Combined View (to view both sessions).

Session List
Add a Session

@ Combined View
MATH GRADE 7
NINA'S CLASS
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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

sar

Test

Test Status

Student Test Status

x Active | | x Exited

Clear Hide

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

for a specific student.

b. 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.

c. SelectClearto clear allfilters. 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
5555000000960
@ TIs

5555000011103
o TS

5555000011105
e TTs

Last Name [§ First Name-J| Preferred First Name Middle Name Username S

CONLEY CONTROL

ElevenC Control

ElevenE Control

0445086833

3835478333

8203850886

2
M

2
M|

2

M
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