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MTAS and Alt MCA Data Entry and Online
Testing User Guide

This guide provides instructions on the administrative and data entry tasks in PearsonAccess Next and
TestNav for the Minnesota Test of Academic Skills (MTAS) and Alternate Minnesota Comprehensive
Assessment (Alt MCA).

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.

Overview

This guide providesinformation on Mathematics MTAS data entry in PearsonAccess Next and Reading
and Science Alt MCA online testing in TestNav. The Reading and Science Alt MCAs are administered to
studentsinanonline, paper, or hybrid mode; however, all responses are submitted in TestNav. The
Mathematics MTAS is still a paper-based assessment with data submitted in PearsonAccess Next.

Designate Home Page (Optional)

Users can designate a personal home page in PearsonAccess Next.

e ForMTAS, many of the steps outlined in this user guide start on the Student Tests page of
PearsonAccess Next. If you are primarily administering MTAS tasks, consider setting your personal
home page to the Student Tests page.

e ForAlt MCA, many of the steps outlined start on the Sessions page. Consider setting your personal
home page to the Sessions page.

Users may set their personal home page to any frequently used page to reduce the number of
navigation steps and go directly to this page whenlogging into PearsonAccess Next. Refer to the
PearsonAccess Next User Accounts Guide (Minnesota Assessment Hub > Resources & Training > User
Guides) forinformation on setting your personal home page.

MTAS/AlIt MCA Test Administrator User Role

The MTAS/Alt MCATest Administrator user role allows users to complete tasks in PearsonAccess Next
for Mathematics MTAS data entry and Reading and Science Alt MCA online testing.

ForReading and Science Alt MCA, the MTAS/AIt MCA Test Administrator can complete tasksrelated to
online testing (for example, create test sessions, start test sessions, add students to sessions, and print
testing tickets). This guide provides step-by-step instructions for completing these Alt MCA tasks in
PearsonAccess Next.

For Mathematics MTAS, the userrole determines whether student tests must first be assigned to that
user before entering MTAS data:
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e MTAS/Alt MCATest Administrator userrole: These users must have student tests assigned to them

before they can enter MTAS data. Users with the District Assessment Coordinator (DAC) or

Assessment Administrator (AA) user role assign student tests to MTAS/Alt MCA Test Administrator

usersin PearsonAccess Next.

e DACandAAuserroles: If these users are completing MTAS data entry, student tests do not need to

be assigned to them.

Note: The MTAS/Alt MCA Test Administrator user role should not be added to users with the DAC or AA

userrole; adding additional user roles may limit the permissions of the DAC or AA.

Note: To enter LCl data only, student MTAS/AlIt MCA tests do not need to be assigned, regardless of
userrole (forexample, DAC, AA, or MTAS/Alt MCATest Administrator).

Enter Learner Characteristics Inventory (LCI) Data

LCl dataisrequired for all students completing the MTAS and/or Alt MCA. In PearsonAccess Next, the
LClis completed once annually for each student who will take the MTAS/AlIt MCA. LCl data must be

entered and saved before any MTAS data can be entered and prior to Alt MCA testing.

Referto the Learner Characteristics Inventory (LCI) form for the required student LCl data. LCl data can
be entered up to two weeks before the testing window opens and at any time during the testing
window; however, no MTAS/Alt MCA tests can be administered before the testing window opens.

1.  Onceyou have signedinto PearsonAccess Next, verify that the MTAS/AIt 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 MTAS/AIt MCA 2026.

2. Fromthe Home page

&2 Dashboard

Sets
© Sep * Welcome to PesrsonAccess™

& Testing Selact an action from one of the df

s . E 020~
s Student Privacy 5., .
© Support Srate and o aws requre MOE |

& Contact

,under Setup, select Students.

inte , and protect it from

Import / Export Data
* Weicome to PearsonAccess™

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

Organczations

Orders & Shipment Tr State 2 e MDE to p

TestNav Configurations

& Testing

& Reports

© Support

Users Student Privacy and Public Reports
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3. Findand select the checkbox next to the student(s) you will enter LCl data for. To search foran
individual student, enter the student’s last name or MARSS/SSID number and then select Search.

E Tasks @ Stuj

Select Tasks - m Manaj
Find Students Tests  Registered to MTAS 20XX =

Filters
Across All Organizations

MARSS/SSID Last Nar, - A

STUDENT SARAH 5555500(

Looal Uss Deta STUDENT STEPHEN 55555004

STUDENT SUSAN 5555500(

4. Note: If your PearsonAccess Next userroleis at adistrict level, to view all students, select the
dropdown next to Search and select the checkbox next to Show all results or change your
organizationin the top right to a school to automatically see all students for the school.

From the Select Tasks dropdown, select Enter LCI Data and then select the Start button.

= Tasks 1

Select Tasks

View Enroliment Data
Student Eligibility Data
nter LCI Data
[] View Student Tests

([ View Historical Student Data

Go To Historical Student Data I Hide

AACTOSS J U 0,

5. The student(s) are displayed on the panel on the left. If you selected multiple students, confirm
that the student youwant to enter LCl data foris highlighted in blue. To remove a student from
the panel on the left, select the “x” icon.

STUDENTS (1) MTAS 20XX

STUDENT, SARAH SUE (5555500000151)

Registered

Enter the Leamer Characteristics Inventory (LCI) once for each sty

6. EnterLCldata. Allfields are required, except for the Additional Student Information section.
[ oo

snomm aTas 20
STUDENT, SARAH SUE (5555500000151) =
o

s

o reapomes e
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a. Selectone checkboxnexttoeachitem,1-9.

b. Indicate any assistive technology devices that will be used during the administration of
the MTAS/AIt MCA. If the student will not use any, select the “No assistive technology
used” checkbox.

c. Toclearalldata, select the Reset button.

7. Select the Save button to save yourdata. You willnot be able to save the LCluntil all required
items are entered.

wTAS 30X

smomTs

a. Once Saveisselected, a “Success, Changes saved” message will appearin a green bar
near the top of the screen.

Success
Changes saved

8. Selectanotherstudentinthe panel onthe left or select Exit Tasks at the top right toreturnto the
Students screen.

© Add Task € Previous Task  Next Task » Exit Tasks X

Note: If needed, you can continue to update LCl data throughout the MTAS/Alt MCA testing
window; you must select Save to save any subsequent changes. Follow your district’s
procedure forreturning the LCI form. It contains private student data and must be keptina
secure location and on file for one yearin case there are questions about the data entered.

MTAS: Assign Student MTAS Tests to Users with the MTAS/AIt
MCA Test Administrator User Role

All students who are enrolled in your district and are taking the Mathematics MTAS will be sentin
precode files to Pearson for the applicable grades and subject. Test assignment changes from MCA to
MTAS are made in Test WES. Student tests must be assigned to MTAS/AIt MCA Test Administrator users
before they enter MTAS data in PearsonAccess Next. MTAS/AIlt MCA Test Admin users can be assigned
to student tests beginning on Feb. 16.
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1. Onceyou have signedinto PearsonAccess Next, verify that the MTAS/AIt 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 MTAS/AIt MCA 2026.

2. Fromthe Home page

& Swdent information in this sy

Sets
o Saip * Wescome to PesrsonAccess™™

Setuct an action rom one of the of

& Testing

& Reports

Student Privacy

@ Suppont Jre MOE |

& Contact

2013-2014+
20142018+
2015 2016+
20182017«
20172018+
20182010+
2019 .- 2020+
2020 - 2021+

' 20042008+

2025 - 2020+

,under Testing, select Student Tests.

#% Setup

i

Student Tests

Sessions

Students in Sessions

Frequently Asked Questions: Reporting

A\ Student information in this system is personally identifiable informatic
using it internally, and protect it from &

* Welcome to PearsonAccess™e!

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

Student Privacy and Public Repor

State and federal laws require MDE 1o publicly report certain information about h

E= Reports v educating students. Laws also classify data about individual students as private
balance individual student privacy rights with its public reporting obligations by ¢
identifiable information about students. This page expiores how we address thes

@ Support W

Student Data on Qur Website

3. Searchforthe student MTAS test(s) that need to be assigned to user(s) with the MTAS/AIt MCA
Test Adminuserrole:

= Tasks

Setect Tasks

Filters
Crganizstion

MARSSIESD

Locsl Use Dats

a. Toviewall students with eligibility, select the dropdown menu next to Search and select
the checkbox next to Show all results.

b. Tosearchforanindividual student’s test, enterthe student’slast name or MARSS/SSID
number and then select Search.

4. Selectthe checkboxnext to the individual student test(s) or select the top left checkbox to
select all student test(s) to be assigned.

Student Organization Test

STUDENT, SARAH SUE @ MDE Assessment Middle School (5555-09-301)

Grage 5 Mathematics MTA

ligibility Grade"

Note: 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.
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5. Select the dropdown menu to the right of the Start button and select Manage Teacher

Assignment.

Student Tests

= Studen

Manage

Find Student Tests

student

All Tasks

Assign student test(s) to users with the MTAS/Alt MCA Test Admin userrole.

Tip: Ensure you know the usernames you will be entering. You can search for users by role in
PearsonAccess Next (Setup > Users) by typing the names in the field.

Note: Only MTAS/Alt MCATest Admin users will be available as options to select. DAC/AA users
willnot appear because they do not need to be assigned student tests in order to enter data.

Users can be assigned individually orin bulk to student tests.

a. Toassignauserindividually to a student test:

Manage Teacher Assignment

fest

Student Test

STUDENT, SARAH Grade 5 Mathematics MTAS

Authorized Users

x MTASsample

i. Underthe Authorized Users column on the right for each student test, begin
entering the username. Select the username from the list.

ii. Thenselect Save.

b. Toassignauserinbulkto student tests:

Assign to selected student tests

Manage Teacher Assignment

# |l STUDENT, SAM Grade 5 Mathematics MTAS
« W STUDENT, SARAH

STUDENT, STEVEN

Grade 5 Mathematics MTAS

Grade 5 Mathematics MTAS

Student Test Authorize

i. Selectthe checkboxnext tothe student test(s) or the top left checkbox to select

all student tests.

ii. Underthe Authorized Users field on the top left, begin entering the user’s
username. Select the user’s username from the list and select Assign to selected

student tests.
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7. Theuser’susername will then display in the Authorized Users column on the right for those
student tests. Then select Save.

Authorized Users
MTASsample

Assign to selected student tests

Manage Teacher Assignment | save |

Student Test Authorized Users
¥ STUDENT, SAM Grade 5 Mathematics MTAS x MTASsample

¥  STUDENT. SARAH Grade 5 Mathematics MTAS x MTASsample

STUDENT, STEVEN Grade 5 Mathematics MTAS

Once Saveis selected, a “Success, Successfully updated the authorized users” message will
appearinagreen bar near the top of the screen.

Success
Successfully updated the authorized users

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

© Add Task € Previous Task  Next Task >

Tip: To see alist of students who have MTAS eligibility, view the Student Registrations Report
operational reportin PearsonAccess Next (Reports > Operational Reports > select Students &
Registrations under Report Categories). This report lists all students who have eligibility for the selected
test administration. Referto the Access Operational Reports sectionin this guide for details on how to
accessthereports.

If a student moves into your district from a different district and does not appearin PearsonAccess
Next, view the Student Tests Not Associated with the Student Organization operational reportin
PearsonAccess Next (Reports > Operational Reports > select Online Testing under Report Categories).
This report willinclude student information (such as, 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 test has been submitted by the previous district. No action required from the DAC
unless the student will finish the test.

¢ Testing: Data has been entered and saved but the test has not been submitted. The DAC must
contact Pearson to move the test to your district.

¢ Note: Refertothe MCA and MTAS/Alt MCA Irreqgularities (Minnesota Assessment Hub > Resources &
Training > Policies and Procedures) document for more information.

Referto the Access Operational Reports sectionin this guide for details on how to access operational
reports.
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MTAS: Remove or Change a User with the MTAS/AIt MCA Test
Administrator User Role from an Assigned Student Test

Users with the MTAS/Alt MCA Test Admin userrole can be removed or changed after they are assigned a

student’s test, as needed.

1. Fromthe Home page, under Testing, select Student Tests.

& Setup

& Testing

Student Tests

Sessions

Students in Sessions

& Reports v

© Support v

TR

porsonal ormat
uning It internally, and protect it from of

* Wolcome to PearsonAccess™*!

Select an action from one of the dropdown menus under an con to begin a

Student Privacy and Public Repo

MDE to px

ut o

St

e
by ¢

Student Tests
E Tasks

Select Tasks

Find Student Tests

&= Student Tes|

Manage

|

Organization

MARSS/SSID

Local Use Data

Filters Clear Hide

Show all results

Student F—

STUDENT, SARAH SUE  MDE Assessment Middle School
» 301)

STUDENT. SARAH SUE  MDE Assessment Middle School
bl ) 301)

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

Assignment.

Student Tests
= Tasks

Select Tasks

Find Student Tests

sample

= Student

Manage

All Tasks

View Student Tests
mmamge Teacher Assignment

Enter MTAS Scores

4. Underthe Authorized Users column on the right, select the “x” next to the username for each
student test the user should be removed from. Select Save

Manage Teacher Assignment

Student Test

STUDENT, SARAH

STUDENT, STEVEN

Grade 5 Mathematics MTAS

Grade 5 Mathematics MTAS

et

Authorized Users

E'TASsample

x MTASsample
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Once Saveis selected, a “Success, Successfully updated the authorized users” message will
appearin agreen bar near the top of the page.

Success
Successfully updated the authorized users

To assign a different user, follow the steps outlined inthe MTAS: Assign Student Tests to Users
with the MTAS/AIt MCA Test Administrator User Role section.

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

© Add Task € Previous Task  Next Task »

MTAS: Data Entry

MTAS data can be entered in PearsonAccess Next any time during the testing window (March 2-May 1).
Data must be submitted by 7 p.m. (CST) on the final day of the MTAS testing window (May 1). Refer to the
Data Collection Form for the student MTAS data to enter.

6. Fromthe Home page, under Testing, select Student Tests.

e
| using it internally, and protect it from of
| & Testing Bl * Weicome to PearsonAccess™et

S e T R S S
Sessions

Students in Sessions

Student Privacy and Public Repor]

bo

= Reports v

© Support v

7. Findand select the checkbox next to the student test(s) you will enter the MTAS data for. To
search for anindividual student’s test, enter the student’s last name or MARSS/SSID and then

select Search.

Notes:

a. IfyourPearsonAccess Nextuserroleis at adistrictlevel, to view all student test(s), select
the dropdown next to Search and select the checkbox next to Show all results or change
your organizationinthe top right to a school to automatically see all students for the

school.

b. Note: For2025-26, students will only have a Mathematics MTAS test assignment. Refer to
the Alt MCA sections of this guide for details on the Reading and Science Alt MCAs.
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c. Ifyouhave the MTAS/Alt MCA Test Administratoruserrole and do not see any students,
contact your District or School Assessment Coordinator. You must be assigned to the
students’ testsin order to enter MTAS data.

8. Selectthe dropdown menu to the right of the Start button and select Enter MTAS Data.

o Tasks = Student Tosts

......

9. Note: If LCldatahas not been entered, you will not be able to enter MTAS data. You will see the
message in the red box near the top of the screen: “The Learner Characteristics Inventory (LCI)
data must be entered once for each student prior to entering MTAS data.”

The Learner Characteristics Inventory (LCI) data must be entered once for each
student prior to entering MTAS data.

10. Onthe Enter MTAS Data screen, the student test selectedis displayed on the panel on the left.

Enter Grade 5 Mathematics Data

ForMathematics MTAS, 15 tasks are displayed. Refer to the Data Collection Form for the data.

a. Fortasks1-9,indicate the student’s datarecorded on the Data Collection Form foreach
task by selecting the corresponding radio button for the data point of 3,2, 1, or O.

Enter Grade 5 Mathematics Data

Clear
Mathematics Task 1

Mathematics Task 2

Mathematics Task 4

Mathematics Task 5

Mathematics Task 6

tics Task 7

0w e e e e v e
AR AR AR EmEes
o|lo|o|o|o oo oo
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b. Fortasks10-15, indicate the student’s data on the Data Collection Form for each task by
selecting the corresponding radio button for the responses A, B, C, or NR (No Response).

Mathematics Task 10 1 A 8 NR
Mathematics Task 1 A B c NR
Mathematics Task 10.3 A B c NR
Mathematics Task 11.1 A B NR
Mather ask 11 A B c NR
Mathematics Task 11 A B c NR
Mathematics Task 12 1 A B NR
Mathematics Task 12.2 A B c NR
Mathematics Task 1 A B c NR
Mathematics Task 13.1 A B NR
Mathematics Task 1 A B c NR
Mathematics Task 1 A B c NR
Mathematics Task 1 A B NR
Mathematics Task 14 A e c NR
Mathematics Task 14 A B c NR
Mathem ask 15.1 A B NR
Mathematics Task 152 A B c NR
Mathematics Task 153 A B c NR

Note: If any of the tasks were not administered to the student, the tasks must be left
blank. The test may be submitted with blank tasks.

11. Toclear data, select the checkbox next to the task and select Clear.

Mathematics Task 1 ®3 2 1 0
Mathematics Task 2 3 ®
Mathematics Task 3 ® 3

Clear

Mathematics Task 1 ® 3 1 0
Mathematics Task 2 3 ® 1 0
Mathematics Task 3 ® 3 1 0

12. Toreset databack to the most recently saved version (which may be blank), select Reset.

Mathematics Task 15.1 @A B NR
Mathematics Task 15.2 A ®B c NR
Mathematics Task 15.3 A «B c NR
* Required

Submit Reset
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Select Reset Test to confirmyou want toreset the test.

Confirm reset.

Student. STUDENT, SARAH
Test: Grade 5§ Mathematics MTAS

Continue with reset?

l Reset Test Cancel

You are about to reset this student’s assessment data

This will remove all responses entered since the last Save

You are attempting to leave a page that has unsaved information. Click
Cancel to finish editing or click on Reset Test to continue

Note: If data has not been saved, selecting Reset willremove all data and the test will be blank.

13. As datais entered, review your entries and select Save. Data can be saved at any time by
selecting the Save button, and you must select Save to save the data prior to leaving the data
entry screen (for example, if data entry cannot be completedin one sitting).

Mathematics Task 15.1
Mathematics Task 15.2

Mathematics Task 15.3

* Required

® A

A

A

B NR
B [ NR
B [+ NR

Once Saveis selected, a “Success, Changes saved” message will appearin a green bar near the

top of the screen, and the Submit button will display.

Success
Changes saved

14. After all MTAS datais entered, submit the student’s data by selecting Submit.

Mathematics Task 15.1
Mathematics Task 15.2

Mathematics Task 15.3

* Required

—

B NR
B c NR
B c NR

Note: Before selecting Submit, verify that all datawas entered. There is no confirmation

message that data for all tasks have been entered.

Pagel6of73

February 2026



15. Select Submit Test to confirm you want to submit the test.

Confirm submission.

You are about to submit this test

Student: STUDENT, SARAH
Test: Grade 5 Mathematics MTAS

You will not be able to update this assessment once you submit. Verify you have

entered all the items before submitting the test

Continue with submit?

|I SubmanestI Cancel

Once Submit Test is selected, a “Success, Changes saved” message will appearina greenbar
near the top of the screen.

The test’s status changes to “Submitted” and then “Extracted” in the panel on the left. The test
will be grayed out on the screen and the Submit button will not be available. The change
between Submitted and Extracted status may occur fairly quickly, so it is possible you will not
see the testin “Submitted” status.

Grade 5 Mathematics MTAS
Extracted

x
I STUDENT, SARAH (5555500000151) ‘ ‘

Note: Once the testis submitted, it can no longer be edited. If somethingisincorrect, please
contact your District or School Assessment Coordinator for the next steps.

16. If multiple students were selected, select another studentin the panel on the left or select Exit
Tasks at the top right to return to the Student Tests screen

Enter Grade 5 Mathematics Data

© Add Task € Previous Task ~ Next Task >

Follow your district’s procedure for returning the Data Collection Form. It contains private student data
and must be keptina secure location and on file for one year in case there are questions about the data
entered.

The DAC/AA may use the mathematics On-Demand Reports that are available within 60 minutes after
submission to confirm scores/responses were entered correctly. If the student’s On-Demand Report
has an NC (Not Complete) code, this means that all scores/responses required for a student to receive
avalid score were not entered. If scores/responses were entered incorrectly, contact the Pearson help
desk at (888) 817-8659 to reset the test during the testing window; there is a fee associated with
requesting late score/student response entry after the testing window closes. Refer to the MCA and
MTAS/Alt MCA Irreqularities document for more details (Minnesota Assessment Hub > Resources &
Training > Policies and Procedures). Tip: Download the On-Demand Export to view a list of all students
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atyour organization that have completed Mathematics MTAS testing. Under Achievement Level, review
all students with an NC (Not Complete) and confirm the list appears as expected. View the On-Demand
Reports and Export User Guide for more details (Minnesota Assessment Hub > Reporting > Additional
Reporting Resources).

In addition, the status of the data entry for a given Mathematics MTAS test is displayed on the Enter
MTAS Data screen on the panel on the left. The data entry progress for a student’s MTAS test will be one
of the following:

Status Explanation
Not Started No data has been entered, or all data has been cleared and then the test was saved.
In Progress Atleast one score/response has been entered and saved, but the test has not been

completed or submitted.

Completed Alltest data has been entered and saved.

Note: If there is no data entered for a task because it was not administered, you will
not see the testin “Completed” status.

Submitted The test has been submitted for scoring and can no longer be edited. If an MTAS
test was submittedin error, contact the District or School Assessment
Coordinator.

Note: The change between Submitted and Extracted status may occur fairly
quickly, soitis possible you will not see the testin “Submitted” status.

Extracted The test has been extracted foran On-Demand Report to be available within 60
minutes.

Note: Reporting groups must be assigned to MTAS/Alt MCATest Admin usersin
order forthese users to access On-Demand Reports. For questions about On-
Demand Reports, refer to the On-Demand Reports and Export User Guide
(Minnesota Assessment Hub > Reporting > Additional Reporting Resources) or
contact the District or School Assessment Coordinator.

Any questions about MTAS data entry should be directed to the District or School Assessment
Coordinator.

DAC and AA users have access to dashboard views in PearsonAccess Next (under Dashboard >
Dashboard) to assist with verifying MTAS test status.

The Test Status - Alternate by Subject dashboard displays student test status forreading, math and
sciencein Assigned, In Progress, and Complete status. Hover over the status to see the number of tests
in that status. Tip: Consider viewing this dashboard near the end of the MTAS/Alt MCA testing window to
confirm student tests are in Completed status and there are no started student testsin In Progress
status.
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MTAS: Indicate aTest Code

There may be situations where a DAC or AA user needs to indicate atest code. If aninvalidation, medical
excuse, orrefusal code must be indicated for a student’s test, the test code may be entered during the
testing window in PearsonAccess Next or during Posttest Editing in Test WES. Refer to Chapter 9 of the
Procedures Manual for the entire list of available test codes and more information on when test codes
are indicated (Minnesota Assessment Hub > Resources & Training > Policies and Procedures).

Note: Absent (ABS) and not enrolled (NE) test codes cannot be entered in PearsonAccess Next. To

apply these test codes during Posttest Editing, DACs may take one of the following actions:

e Submitablank MTAS in PearsonAccess Next during the testing window and then add the test code
during Posttest Editing.

e LeavethetestasisinPearsonAccess Next and create ablank assessmentrecord in Posttest Editing
and add the test code.

Use the following steps to submit the test, as needed. A blank test must be submitted in orderto entera
medical excuse orrefusal code. Forinvalidations, if the started test has not been submitted, follow
these steps to submit the test; if a submitted test needs to be invalidated, goto step 7.

Note: Test codes for the Reading and Science Alt MCAs can be entered in PearsonAccess Next until the
MTAS/Alt MCA testing window closes (May 1).

1. Fromthe Home page, under Testing, select Student Tests.

@ Testing B % Woicome to PoarsonAccess™t

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

Students in Sessions

E to

Student Privacy and Public Repor

Stat

& Reports v

© Support v

2. Find and select the student test(s) that needs a test code indicated.

Student Tests

B Tasks -l

Find Student Tests

Student
MARSS/SSID RISCH, CONTROLL O
a RISCH. CON o
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3. Select the dropdown menu next to the right of the Start button and select View Student Tests.

Student Tests
i Tasks 0 Sele

Select Tasks

Al Tasks

View Student Tests

4. FromtheTest Code dropdown menu, select the appropriate code:

o o

® o o

—h

STUDENT TESTS (1) DETALS
SCOTTLORISCH. CONTROL L. ($864000000187) SCOTTLORISCH, CONTROL L (5555000000151)

Geade 5 Mathomatics MTAS [ Compwss |

Organization

Group Name

Test Code

REF-P (Refusal by parent)

REF-S (Refusal by student)

INV-S (Invalidation due to student action)

INV-D (Invalidation due to device)

INV-O (Invalidation for misadministration or other)
ME (Medical Excuse)

Notes:

i. IftheTest Code dropdown menu does not appear, ensure it has been
approximately 15 minutes since the test has been submitted.

i. The REF-P,REF-S, and MEtest codes canonly beindicated if the student did not
start testing. If the student completed one or more tasks and the code is selected,
the following message will appear: “The code enteredis not allowed; the student
has answered at least one item.”

Test Code

| REF-P Refusal by parent V|

The code entered is not allowed; the student has answered at lzast one item.
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ii. ThelINV-S,INV-D, andINV-O test codes can only be entered if a student has
already started testing. If the student has not completed one or more tasks and
the codeis selected, the following message will appear: “The code enteredis not
allowed; the student has not answered at least one item.”

Test Code

| INV-S Invalidation due to stud V|

The code entered is not allowed; the student has not answered at least one item.

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

Success
Changes saved

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

© Add Task € Previous Task  Next Task >

If needed, remove or change a test code by completing steps 4-6 above. Then, from the Test Code
dropdown menu, select the appropriate code to change the code or select the blank field to remove
the code and then select Save.

Note: Inthe rare situation 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 (Reports > Operational Reports > select Online Testing under Report
Categories). Thisreport provides a list of all test records that have a test code indicated. Refer to the
Access Operational Reports sectionin this guide for details on how to access the reports.

MTAS: Access MTAS Data Entry Reports in PearsonAccess
Next

There are anumber of options for accessing MTAS data entry reports in PearsonAccess Next:

e Dashboards: Dashboards provide a graphical display of MTAS test status to quickly view the number
of testsin Assigned, In Progress, and Complete status.

e Operational Reports: Operational Reports provide detailed information and are available for
Students & Registrations, Online Testing, Orders & Shipment Tracking, and Users. For MTAS data
entry, these reports provide detailed information on student registrations, not completed test
assignments, students with a test code, and student tests not associated with the student
organization.

e MTAS DataEntry Reports: Data Entry Reports provide information on the status of each MTAS test
assignment for every student at the district- and school-level. MTAS data entry status includes Not
Started, In Progress, Completed, Submitted, and Extracted.
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Alt MCA: Create Test Sessions

An Alt MCA test session can be created as early as two weeks before the testing window opens and
throughout the testing window.

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

e By manually creatingin PearsonAccess Next

o Createatestsession

o Addstudent(s)to atest session

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

e Byimporting afile to PearsonAccess Next

o Createtestsession(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 Ifonlyafewtestsessionsneedto be created orupdated, itisrecommended to complete steps
manually in PearsonAccess Next.

e [fthere are many test sessions that need to be created orupdated, itisrecommendedtoimport a
fileinto PearsonAccess Next. Referto the applicable sections below for detailed instructions.

District Assessment Coordinator (DAC) and Assessment Administrator (AA) users have access to
dashboardviews in PearsonAccess Next (under Dashboard > Dashboard) to assist with verifying online
Alt MCA test sessions and test status. Refer to the View Dashboards sectionin this guide for details on
viewing dashboards in PearsonAccess Next.

e The Session Status by Subject dashboard displays test sessions for Reading and Science Alt MCAin
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.

e The Student Test Status by Subject dashboard displays student test status for Reading and Science
Alt MCAin Ready, Resumed/Resumed Upload, Active, Exited, and Completed/Marked Complete
statuses. Hover over the status to see the number of testsin that status.

e TheTest Status - Alternate by Subject dashboard displays student test status for Reading and
Science Alt MCAin Assigned, In Progress, and Complete statuses. Hover over the status to see the
number of testsin that status.

There are anumber of operational reportsin PearsonAccess Next that can assist you with setting up and
verifying test sessions. Refer to the Access Operational Reports section in this guide for details on how
to access operational reports.
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e Toseealist of createdtests sessions, view the Session List operational reportin PearsonAccess
Next (Under Reports > Operational Reports > select Online Testing under the Report Categories).
Thisreportincludes alist of all sessions, including session status and actual start date, by
organization.

e Toconfirm 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 the Report Categories). Thisreport is
run by organization and test and provides a list of students who are notin atest session and the
test(s) they are eligible for.

e [fastudent movesto yourdistrict from a different district and does not appearin PearsonAccess
Next for you to add to a test session, view the Student Tests Not Associated with the Student
Organization operational report in PearsonAccess Next (under Reports > Operational Reports >
select Online Testing under the Report Categories). This report willinclude 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’s test
was marked completeinerror.

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

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

Alt MCA: Verify Test Administration

Onceyou have signedinto PearsonAccess Next, verify that the MTAS/Alt MCA 2026 test administration
is 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 MTAS/AIt MCA
2026.

& Dashboard A Swdent information in s sy 2013 - 2014~

PY
Sets
Sty * Wekcome to PearsonAccess™

& Testing Selact an action from one of the df

e . 2 21
s Student Privacy .., .
© Support aln a0 Wextor e MOE |
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Alt MCA: 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 not in TestNav upon the student’s
initial login. Student name informationis initially 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.

e Ifindicated after the test sessionwas prepared, but prior to the student starting testing, remove
and thenre-add the student to the test session.

e Ifnotedby the student after they have started testing, have the student exit the test. Resume the
student’stestin PearsonAccess Next. The student’s preferred name will be displayed in TestNav
when the student resumes testing.

Note: Preferred name is only used in PearsonAccess Next for online Alt MCA testing. While preferred
name can be added for students taking the MTAS, itis not displayed for the student outside the
Students pagein PearsonAccess Next.

1. Under Setup, select Students.

& Setup A student i on in this system is p ly identifiable i jon (PI;
internally, and protect it from external

I

Import / Export Data

Organizations

% Welcome to PearsonAccess™e™

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

Users

Orders & Shipment Tracking

TestNav Configurations

@ Testing

I
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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

| |

Filters Clear Hide 2 Resuits

Across All Organizations

MARSS/SSID Last Name* First Name*
STUDENT SARAH
Local Use Data STUDENT SARAH

B Tasks

Select Tasks

Find Student Tests

y 2 students)

Filtars
Across All Organizations
MARSS/SSID Last Name* Firs —
STUDENT SARAH 9373926272692 @

STUDENT SARAH 8968000000012 &

Local Use Data

Select the dropdown menu to the right of the Start button and select View Enroliment Data.

Preferred last name, first name, and middle name are displayed. Note: Thisinformation is 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
© Create Students STUDENT, SARAH (9373928272892)

% STUDENT, SARAH (9373928272892)

Organization*

Student Master Record

MARSS/SSID* Local Use Data
9373928272892

Last Name* Preferred Last Name
STUDENT

First Name* Preferred First Name
SARAH AY

Middle Name Preferred Middle Name

Note: For Alt MCA, only preferred first name will appear on the Students in Sessions page,
Student Testing Ticket, and Session Student Roster. For MTAS, preferred name will only display

onthe Students page.
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Alt MCA: Manually Create aTest Session

1. Fromthe Home page, under Testing, se

lect Sessions.

& Setup v
& Testing ~

Student Tests

== ]

Students in Sessions

= Reports ~
© Support v

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

* Welcome to PearsonAccess™*s!

Select an actlon 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 publiciy report certain information about how stu
students. Laws also classify data about individual students as private data. meaning it
student privacy rights with its public reparting obligations by ensuring that reporied dat:
students, This page explores how we address

Frequently Asked Questions: Reporting Student Data on Our Website

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

Sessions Go to Students in Sessions »

= Tasks

Select Tasks

Find Sessions

= Ses

All Tasks

Create / Edit Sessions

Precaching Test Content

Delete Sessions

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

Pearson/

Tasks for Sessions

SESSIONS (0] DETAILS

New Session

Scheduling

Scheduled Start Date'
Scheduled Start Time

Lab Location

a. Session Name*

b. Organization*

c. TestAssigned*: Only one grade, subject, and type of test can be selected foreach

session.

Type of Test Assigned

Subjectand Test Main

Assistive Technology
Screenreader (AT-S)

Assistive Technology Non-
Screenreader (AT-N)

Reading Alt MCA X

(New for 2025-26)

X X

(New for 2025-26)

Science Alt MCA X

X X
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Note: Most students are assigned the Main test form. Students who will be testing with an
assistive technology online form and have been assigned the applicable code in Test WES
(AT-N or AT-S) are automatically eligible to take the applicable test type. While the Science
Alt MCA had assistive technology online forms in spring 2025, these forms are now separate
from the Main test form for spring 2026.

d. ProctorReads Aloud: Not used.
e. Form Group Type*:

i. Afterselecting the test assignment, Main, Assistive Technology - Screenreader, or
Assistive Technology - Non-Screenreaderis automatically selected as the form
group type. If an MTAS test is selected (for example, Grade 3 Reading MTAS),
nothing will appearin the Form Group Type filter. MTAS tests are not eligible for
online testing.

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 not needed for online Alt MCA testing. If no precaching
computerisindicatedin PearsonAccess Next TestNav Configurations, orno TestNav
Configurationis setup 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.

DETAILS

New Session

SessisnMame®  Organisben

aaaaaaaaaa

Note: Once created, select the informationicon to the right of the session name to view session
details. The username of who created the test sessionis displayed on the Session Details page.

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

© Add Task € Previous Task  Next Task »
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6. Toview session details, select the informationicon to the 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 ALT MCA GRADE 5 SCE Not Prepared 03/17/2025 Grade 5 Science Alterate MCA

Session Details

Organization
MDE Assessment Elementary (5555-09-101)

Session Name
NINA'S ALT MCA GRADE 5 SCI

Session Status
Not Prepared

Test & Form

Test Assigned
Grade 5 Science Alternate MCA
Proctor Reads Aloud

No

Actual Start Date

Session has not been started
Created By

admin

Scheduling

Scheduled Start Date
03/17/2025
Scheduled Start Time
01:00 AM

Form Group Type Lab Location

Main

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

Alt MCA: Manually Add Students to the Test Session

Studentinformationis sent to Pearson for all students enrolled in your district in the applicable grades.
All test assignments are indicated in Test WES and uploaded nightly into PearsonAccess Next. Only
students with an assistive technology online form code indicated in Test WES (AT-S or AT-N) are eligible
for the Assistive Technology - Screenreader or Assistive Technology - Non-Screenreader tests.

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 Alt MCA: 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.

A\ Stdent information in this system is persanally identifiable inf

£ Setup

* Welcome o PearsonfAccess™=

& Testing

Select an action from one of the dropdown menus under an icon to
Swdent Tests
o Student Privacy and Public Re|
State and feceral laws require MDE 10 publicly report cenain information
private data. meaning it is not avaikable 10 the public. MDE must balance|
dentifiabie information about Students. This PAgE eXDICES NOW we 300r
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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 Session

Nina's

1 items of 1

Add a specifi

T Filter »

I nNiNA'S ALT MCA GRADE 5 SCI

No more sessions 1o load

Find Students In

Filters
Organization

Add Selected
MARSS/SSID

ll
)

Note: If you are adding studentsimmediately after creating the session as described in the
previous section, the created test session will automatically appear under Session List, and you

can continue to Step 3.

Session List
Add a Session

NINA'S ALT MCA GRADE 5 SCI

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

Students in Sessions Go lo Sessions »

= Tasks

Selecl Tasks

Session List

Students

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

Add Students 1o Sessions

Remove Students from Sessions

Move Students between Sessions

Add Students to Sessions

Session

NINA'S ALT MCA GRADE 5 SCI (Grar v I

Student Name

@Search or select a filter to view results.

Find available students within MDE Assessment (

Organization
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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 for individually or by group.

Note: For Alt MCA, all students are assigned to the Main online form and are available to be
added to atest sessionif they:

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

i. Onlystudents with an AT-S (Assistive Technology - Screenreader) code are
eligible to be added to added to a session with the Assistive Technology -
Screenreader test assigned.

ii. Only studentswith an AT-N (Assistive Technology - Non-Screenreader) code are
eligible to be added to added to a session with the Assistive Technology - Non-
Screenreader test assigned.

b. Note: Students with a Math MTAS test assignment are not added to test sessions. Refer
to the MTAS: Data Entry section for details on entering Math MTAS scores.

c. Arenotalreadyinanothertest session forthat grade and subject.
6. Searchforindividual students:

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

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

Add Students o Sessions  Remove Students from Sessions  Move Students between Sessions

Add Students to Sessions

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.
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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.

Z B

Once Addis selected, a “Success, Changes saved” message will appearin a green bar near the

top of the screen.

Success
Changes saved

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

© Add Task € Previous Task  Next Task >

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

Alt MCA: 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,

” o«

Resumed,” or “Resumed Upload” status can be

moved to anew 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.

e
S
Select an action fram cne of the dropdown menus under an icon ta begin|
Student Tests.
— Student Privacy and Public Repd
Stugents in Sessons. St ou
= Reports ~
@ Support v
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2. Addthe test sessionto the Session List.

Session List Add a specifi

Add a Session Y Filter »

Find Students In

|

i
Filters
Organization

)
MARSS/SSID 1

Nina's

1 items of 1

I NINA'S ALT MCA GRADE 5 SCI I

No more sessions to load

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

555321234565 @
TS

555567890987 @
s

= 555543212345 0
TS

LastName First Name Preferred First Name Middle Name Usemame  Session

STUDENT SARAH 5570298784  NINA'S ALT MCA GRADE

5 SCI (Grade 5 Science
Alternate MCA|
STUDENT SAMPLE B
5 5CI (Grade 5 Science
Alternate MCA)

STUDENT SAMPLE A 5479678091  NINA'S ALT MCA GRADE

5 SCI (Grade 5 Science
Alternate MCA)

0546826973  NINA'S ALT MCA GRADE

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.

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

Students in Sessions coto sessions »

£ Tasks

Select Tasks

Session List

5. Remove ormove students using the steps listed below.

a. Toremove students from the test session:

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

Remove Students from Sessions

STUDENT MAME [CODE) SESSION STUDENT TEST STUDENT TEST STATUS

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

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

A There are no student test assignments selected.

b. Tomove students between test sessions:
i. Selectthe Move Students between Sessions tab.

i. 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 to
view all available test sessions for that grade and subject. Select the test session.

Tests Sessions

Ssesament Elementary (8585.08-101)
Student ame NINA'S ALT MCA GRADE 8 £CI

ii. Tomove the student to a new test session:; Select Create Session. Enterthe
required information as indicated by the red asterisks (*).

Move Students between Sessions [ o

Tests Sessions

...........

iv. Select Create.

Note: Bothtest sessions willnow 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 [ vove

Tests

MOE Assessment Elementary (8585.08-101)
NINA'S ALT MCA GRADE § $CI JOHN'S ALT MCA GRADE § SCI
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6. Selectthe checkbox next to the test session youwant to move the student to and select Move.

Move Students between Sessions ‘. -
Tests

Sessions

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

Success
Changes saved

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

©Add Task | € Previous Task  Next Task »

Alt MCA: Create Test Sessions by Importing aFile to
PearsonAccess Next

District Assessment Coordinator (DAC) or Assessment Administrator (AA) userroles 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 or update 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.

Export the Test SessionFile

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

A
Impan / Export Data # Welcome 1o PearsonAgeess™

Students Select an action from one of the dropdown menus under an ican 10 begin a task.

Organizatons.

Student Privacy and Public Reports

port c

Users

Orders & Shipment Tracking

TestMay Confgurations

id
& Testing ~
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2. Select the dropdown menu to the right of the Start button and select Import / Export Data.

Import / Export Data

All Tasks

Find Fik
n s Import / Export Data
. View File Details

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

Import / Export Data

Type*

Session Create/Move Export v

Grade
Select Grade(s) to limit results
Subject

Select Subject(s) to limit results

[ Include Completed and Marked Complete Tests

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.

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

FILES {1} DETAILS

Session Create/Move Export 2021-01-

12T15:38,02 33240000 csv Complete

File is ready for downicad

File Information

i. Selecttherefreshiconnextto Details to move from pending status to complete
status.

i. Youwillreceive a Status Notification email when the file has completed
processing.
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4. Whenthe file is complete, select Download File. The file will download to your computer as a
.csv file and should be used as a template.

File Information

MOE Assessment Controld Distect (38550830

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

©Add Task | € Previous Task  Next Task >

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

Edit the Test Session File to Import

Note the following export details:

The file contains all student testsin Ready, Exited, Resumed, or Resumed Upload status. The export
does notinclude studentsin Active status.

As needed, when exporting the file, select the checkbox to include student testsin Completed or
Marked Complete status. Testsin these statuses are not included unless indicated when exporting
the file.

If specific grades and/or subjects are selected, the export will only contain student tests for those
grades/subjects. For Alt MCA, select Reading and/or Science.

Users can create 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.

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 a test 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 exists in 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 will remove the student from the test session but will not delete the test sessionitself.
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Save the file to your computerin.csv format. Note: The file must include all column header rows.

CSVFile | ColumnHeading Field Description Field Notes
Column
A Student Test Unique identifierfor | Pre-populated. Required. Do not edit.
uuID astudent’s test. Pearsoninternal unique identifier used to
match student test to test session.
B Organization School code where | Pre-populated. Informational only. Do not
Code the studentisbeing | edit.
reported. Organization codes are pre-populated and
are 9 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 Student last name. Pre-populated. Informational only. Do not
edit.
D First Name Student firstname. | Pre-populated. Informational only. Do not
edit.
E Middle Name Student middle Pre-populated (if available). Informational
name. only. Do not edit oradd if blank.
F MARSS Number Student’s Pre-populated. Informational only. Do not
MARSS/SSID edit.
number.

The MARSS/SSID number will not appear as a
13-digit number when downloaded. For this
process, the number can be left asis. This
does not affect 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 confirm
you are adding the correct studentto a
session), right-click onthe MARSS/SSID
column and select “Format Cells.” Under
category, select “Custom.” In the “Type” text
box enter thirteen zeros (forexample,
0000000000000). Select “OK.”

Page 37 of 73

February 2026




CSVFile | ColumnHeading Field Description Field Notes
Column
Formatting the MARSS/SSID as a 13-digit
number will not cause an error whenimporting
thefile.
H District Use District created This will be blank. Custom groups cannot be
Special Sort delivery group. createdin Test WES for Alt MCA.

Session Name

Test Session name
to assignthe
student to atest
session.

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

Enter a test session name to create anew test
session, add student to existing test session,
ormove 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 resultina new
test session with different name (for example,
‘Nina’s Science G5’ without spaces creates
additional test session ‘Nina’sScienceG5’).

Note: Students can be removed from a test
session throughimporting a file. Delete the
test session name to remove the student from
the test session.

Valid characters include: letters, numbers,
apostrophe (), hyphen (-), space, and period
).

Student Test
Status

Student’s test
statusin
PearsonAccess
Next.

Pre-populated. Informational only. Do not
edit.

Test statusincludes Assignment (test not
started), Testing (test started but not
submitted), and Attempt (test submitted).
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CSVFile | ColumnHeading Field Description Field Notes
Column
Note: Students actively testing cannot be
removed or moved between test sessions.
K Test Name Testname Pre-populated. Informational only. Do not
registeredto edit.
student. Students can only be moved between test
sessions that are for the same test assigned
(forexample, Grade 05 Science Alternate
MCA).
L Test Code Test code assigned | Pre-populated. Informational only. Do not

to eachtest.

edit.

Students can only be moved between test
sessions that are for the same test assigned
(forexample, (MTASO5M).

Import the Test Session File

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

Orders & Shipment Tracking

TestNav Configurations

A student information in this system is pf

* Weicome to PearsonAccess™™

Select an action from one of the dropdown m

Student Privacy and

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

Import / Export Data

= Tasks

Select Tasks

Find Files

All Tasks

Import / Export Data
- View File Detalls

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

Impeort / Export Data

I Session Create/Move Import VI

Source File

Choose File | No file chosen

-
§ |
o
*

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

Import / Export Data

Type*
Session Create/Move Import v

Source File

Choose File ' No file chosen I

Process Reset

5. Selectthe Process button.

Import / Export Data

Type*
Session Create/Move Import v
Source File

| choose File | Session Create_Import.csv

Process Resst

I

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

see file information updates.

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

ii. Selecttherefreshiconnextto Details as the file processes.

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

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

DETAILS &

Complete

File is ready for download

File Information

Type Organization
Session Create/Move Export
Request Date 00(
03/15720XX 12:00:00 PM User
Total Records
1,319
Successful Records

DAC-Braden

Error Records

MDE Assessment Control District (5555-09-
o0

Download File @

Note: Refer to the table below for alist of status and explanations.

Status

Explanation

Pending

File is queued for processing.

Complete

Savedinformation for allrecordsin the file.

Complete withissues

Somerecords were not saved, see the error list for details.

c. Ifthe file completes withissues, check for the following common errors:

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

ii. Confirmthe test session nameincludesvalid characters.

iii. Confirmthe test session status. If adding students to an already created test
session, you cannot add students to a Stopped session or a test session thatis
Preparing.

Alt MCA: Move Students Between Test Sessions by

Importing a File

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

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

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

importing afile.

1.

Export the test session file from PearsonAccess Next by following steps outlined inthe Create

Test Sessions by Importing a File to PearsonAccess Next section.

Import section.

section.

Make updates to the test session file. For questions, refer to the Edit the Test Session File to

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

Alt MCA: Prepare the Test Session

Students must be added to the test session before the test session canbe 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.

Shucert Tests

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

A Student infarmation in this system is personally identifisbie information (PIl;: ensure stude)

# Welcame o Pesrsonicosss™

Salect an Betion from sne of the d

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

Session List

Add a Session

Add a specifi

Y Filter >

Nina's

1 items of 1

[z nina's ALTMcA GRADE 5 SCi

Find Students In

Filters
Organization

)
| Add Selecled
MARSS/SSID BE—

No more sessions to load
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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

I Add a Session I

NINA'S ALT MCA GRADE 5 SCI

3. Prepare the test session.

a. Toprepare asingle test session, select Prepare Session.

Session List NINA'S ALT MCA GRADE 5 SCI

CEis— & Testing Tickets and Session Resources = @ Delails # Edit

NINA'S ALT MCA GRADE 5 SCI Not Prepared & Refresh

Prepare Session

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

Session List Combined View

Note: The test session status will change from Not Prepared to Preparing. While the session is
preparing, the white disk will have a blue circle.

Session List NINA'S ALT MCA GRADE 5 SCI
= Al * ODetis #

O NINA'S ALT MGA GRADE 5 SGI

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 ALT MCA GRADE 5 SCI

Add & Session ) 8 « ODetais »
_ m

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

Session List NINA'S ALT MCA GRADE 5 8CI
Add a Session =

® NINA'S ALT MCA GRADE 5 SCI

Grade § Science Alernate MCA (3 Student Tests) BN Monitor Test &

Alt MCA: Print Session Student Rosters

Session studentrosters 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, MARSS/SSID, date of birth), test status, and username. Note: Text-to-speech and
pop-up translations are not applicable to Alt MCA testing and default as “None.” If a student preferred
firstname isindicated, that name will appearin a separate column on the roster.
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Rosters may be helpfulin the following ways:
e Toassistwith signingin (rather than sorting through multiple testing tickets)
e Touseasachecklist toverify that all secure materials (for example, student testing tickets) have

been collected
e Tomake noteson test 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
access to test content.

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

A Student information in this system i personally identifiable information (Pl ensure studs]

o Setup

* Welcame 1o PearsonAcoess™™

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

Student Privacy and Public Reports

2. Addthe test sessionto the Session List.

Session List Add a specifi
Add a Session T Filter »
Nina's
1 items of 1
NINA'S ALT MCA GRADE 5 SCI |

No more sessions to load

Find Students In

Filters
Organization

)
Add Selected
MARSS/SSID — —_—eee

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

NINA'S CLASS DATAENTRY

Session List

Add a Session

NINA'S CLASS DATA ENTRY
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4. Printthe session student rosterusing your browser’s print function.

Session Student Roster

MCA 20XX vocaching Corg NeCache
Not Propared Scroduied Stat Dot 0315/20XX
01:00 PM

Tip: Sessionrostersin Excel format are available inthe Session Roster operational reportin
PearsonAccess Next (under Reports > Operational Reports > select Online Testing under the Report
Categories). Users can add columns and/or additional information (for example, to track which
students tested with a particular Test Administrator), as needed. Thisreport lists all studentsin 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
accessthereports. If astudent preferred first name isindicated, that name will appearin a separate
column on the operational report.

Alt MCA: Print Student Testing Tickets for Individual Sessions

Student testing tickets are needed for students to signinto TestNav and/or for staff to complete data
entry. 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 is indicated, the
preferred first name will appear on the student testing ticket and in 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 - A Student information in this systam is persaaally dentifinble information [PI; ensure stude]
& Testing o * Welcame to PearsonAccess™™

‘Select an BCtIoN rom 08 of 1N AropdawWn MEAUS LNGET 8N IEoN 10 DEgIn & 1a8K.
Student Tosts

e—r Student Privacy and Public Reports

Students in Sessions
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2. Addthe test sessionto the Session List.

Session List Add a specifl
Nina's
1 items of 1
J & NINA'S ALT MCA GRADE 5 SCI | |

No more sessions to load

Find Students In

Filters
Organization

)
| Add Selecled
MARSS/SSID P

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 ALT MCA GRADE 5 SCI

T [FUEEEEN T & Testing Tickets and Session Resourc:

© NINA'S ALT MCA GRADE 5 SCI ® In Progress Seal Codes

Scheduled Sessions

Session Student Roster

Grade 5 Scienc ) == Monity

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.

Seanion List —— NINA'S ALT MCA GRADE & SCI

® NINA'S ALT MGA GRADE 5 5C1 ®inFrogress

Grade § Scionce ANemate MCA 3 Stusent Tests) B Moritos Test

Fnd Students  In the sslecied sesssonis) above

RESSSID Last Name FistMame Fraferred First Name Middie Name Usemame
hssa14s6 0 STUDENT  SamaM ss70zm784

MARSS/SSID
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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.

Select a print format

1 Per Page

Session: NINA’
Date of Birth: 08/01/2015
Test: Grade 5 Science Alternate MCA

5. Printthe student testing tickets using your browser’s print function.

Alt MCA: Print Student Testing Tickets for Multiple Sessions

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

& Setup b a oot It from external
Internaily, and prot
@ Testing ~ * Welcome to PearsonAccess*"

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

Seswons.

Students In Seasions
how stu

] Student Privacy and Public Report

nd fodl

& Reports v

© Support v

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

5eSSIONS  Goto Students in Sessions »

= Sessior|

= Tasks 0 Selecte

Manage

Selact Tasks

Find Sessions

o Showal lesu\ls_
Session

@Search or select a filter to view results

Filters Clear Hide Mo Results
Session Status
at|

Organization
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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

Session Status

Organization

Test

Form Group Type

Scheduled Start Date Range

i §

i 4

Exclude Empty Sessions

Filters Clear Hide

Session Session St

@Search or select a filter to view

Note: You can select multiple filters for a search.

3. Selectthe checkbox next to the session name.

Find Sessions

Filters ear Hide
Session Status

Organization

IV\AS ALT MCAGRADE 5SCI® @ In Progress

Session Session Status

JOHN'S ALT MCA GRADE 5 SCI@ ' Not Prepared

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

Find Sessions

Filters Clear Hide
Session Status

Organization

Pession Session Status
JOHN'S ALT MCAGRADE 5SCI @  Not Prepared
NINA'S ALT MCA GRADE 5 SCI® @ In Progress
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4. Selectthe dropdown menu to the right of the Start button and then select Generate Test

Tickets.

S5essiONS  co 1o students in Sessions »

= Sessions

:

All Tasks

Manage

Find Sessions

Create / Edit Sessions

Filters Clear Hid
Session Status

| Lock / Unlock Multiple Sessions

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.

G Session Name Tost Sossion Status # Students  Organy

@ ®NINASALTMCAGRADE 5SCI@  Grade 5 Science Altemate MCA

&= Generate Test Tickets

B 1 Per Page
NTAR E Grid
B List

Note: The PDF is formatted as follows:

a. Testticketsforall studentsinasession are printed. There is no optionto select or
deselectindividual students.

b. Atitle page with test sessioninformation will precede each set of tickets for that section.

c. The page number (for example, 10f 6) and test session name are includedin the footer.
The page number(s) reset for each test session printed.

d. Ayellow text boxwill display the number of test tickets and sessions selected. Note:
Thereis alimit of 4,000 student test tickets per print job.

Current selections include 3 test tickets for 2 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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Alt MCA: Print Testing Tickets for an Individual Student

Testing tickets for anindividual student can be generated for that student across all test sessions.

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

3. Under Sessions, select Print Student Testing Tickets.

A :
internally, and protect it from external

fepat/ BLpost Rat4 W Welcome to PearsonAccess™=™!

I s I Select an action from one of the dropdown menus under an icon to begin a task.
Organizations
Users Student Privacy and Public Reports

Stata and tederal laws require MDE to publicly report certain information about how stu
students. Laws also classify data about individual studants as private data, meaning it i
student privacy rights with its pubkic reporting obligations by ensuring that reported datd
students. This page explores how we address thase obligations.

Orders & Shipment Tracking
TestNav Configurations.

& Testing Fragquently Asked Questicns: Reporting Student Data on Our Website

== Reports

© Support

@ Students

E Tasks

Select Tasks -

Manage

Find Student Tests  Registered to MCA 20XX ~

Filters ear Hide

Across All Organizations

MARSS/SSID Last Name* First Name* MARSS/SSID
STUDENT SARAH 12312312345
Local Use Data STUDENT SARAH 5555500000151 @

SARAH STUDENT (5555321234565)

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

session.

SARAH STUDENT (5555321234565)

MTAS/AIL MGA 2025 v

Test Assigned

Grade § Science Alternate MCA
Proctor Reads Aloud

taise
Form Group Type

Main
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Alt MCA: Start the Test Session

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

automatically stop, time out, or expire.

Note: Consider starting the test session before the first day of testing. Test Administrators canlogin to
the student’s test using the testing ticket and update the test settings. This ensures all test settings are

correct prior to the student testing online.

1. Fromthe Home page, underTesting,

& Testing

Studens Tests

= Reports

@ Support

i
M e

select Students in Sessions.

* Welcame 1o Pearscnhccess™™

Salect an action frem ene of the dropdown menus under an ican to begin a task.

Student Privacy and Public Reports

MOE 1o publ o) b slucen

"

v

2. Addthe test sessionto the SessionlL

ist.

Session List

Add a Session

Find Students

Filters
Organization

MARSS/SSID

Add a specifi

Y Filter »

Nina's

1 items of 1

I NINA'S ALT MCA GRADE 5 SCI I

No more sessions to load

)
I Add Selected
,,,,,,,,,,,,,, i

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

3. Start the test session.

a. Tostart atestsession, select Start Session.

NINA'S ALT MCA GRADE 5 SCI

Session List NINA'S ALT MCA GRADE 5 SCI

prrmp— 8 Testing Tickuts 3nd SEEH0N RESUTCE ~

Ready

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

List. Select Start All Sessions.

Session List Com

Add 3 Session

bined View

I e
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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.

rrrrrr

Note: Alock/unlock slider will be displayed. Student tests are automatically unlocked when the
test sessionis started. Student tests must be unlocked before students or Test Administrators
cansignin

Alt MCA: 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 notin a test session. Refer to the Access Operational Reports section in this guide for
details onhow to access the reports.

Alt MCA: Signinto TestNav

For test security purposes, TestNav can only be accessed during the hours of 6a.m. to7 p.m. on

weekdays throughout the testing window.

e Forstudents taking an online Alt MCA assessment (including a hybrid administration mode), follow
the steps below to assist the student with signingin to TestNav.

e Forstudentstaking a paperAlt MCA assessment, follow the steps below to enter student responses
from the Data Collection Form into TestNav after the student has completed testing.
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1. LaunchTestNav, depending on device:
a. Ontablets: Select the TestNavicon onthe Home screen.

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

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

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

TestNav
Minnesota

Username

Password )]

[ |

I Test Audio

3. OntheTest Setting Screen, select which settings and tools will be available to the student.

Test Settings

= General Testing F Tools
---------- Avenwe iasuer

Zoom oo - Ine Race Mask

(<N <N<]

Line Aeacer

a. General Testing: These settings affect the layout and appearance of the test content.

== General Testing

Progress Mode

Zoom | 100% v]
Contrast Settings | Black text on White (Default) vJ
Mouse Pointer System Default v]

i. ProgressMode: Select the checkbox to enable ordisable the Progress Bar. The
default settingis set to disabled.
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i. Zoom:Adjust the size of text and other test elements (100%-500%). The
recommended maximum zoom level is 120% for compatibility with all tools. The
default settingis 100%.

iii. Contrast Settings: Adjust the foreground and background colors of text. The
default setting is Black text on White.

iv. Mouse Pointer: Adjust the size and color of the mouse pointer. The default setting
is the system default.

b. Tools: Select the checkboxto enable or disable each tool. The default setting for each
toolis enabled.

& Tools

Answer Masker
Line Reader Mask

Line Reader

AN B

i. AnswerMasker
ii. Line ReaderMask
ii. Line Reader

4. SelectSave and Close to start the test.

Test Settings

25 General Testing F Tools

[<J <M<

Note: Test Settings can be adjusted at any time while testing by selecting the Admin button and
then selecting Test Settings.

5. Confirmthe student’s name, test grade, and subject on the Welcome screen. Note: If the
informationis not correct, exit the test and contact your District or School Assessment
Coordinator.

The Welcome screenindicates there is one section and the total number of questionsinthe
section.
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Select Start Test on the Welcome screen.

Welcome, TestNav User!

Grade 05 Science Alternate MCA

There are 45 questions in Section 1

6. The Listenplayeris enabled by default. To open the Listen player, select the Listen buttonin the
Test Panel along the bottom of the screen.

Water Cycl
Precipitation

Cond ti
e ot =

o 0
O '

RY)
5\555 o ¢

BRI - 17|

a. Toadjustthe Listen player settings, select the Listen Settings inthe Listen tools along the
right side of the screen.

VWater Cycle ‘>))
Precipitation "
Condensation b
< -/\-‘D o 0
= A
U
NP5y
iz %
] R
Ll -

b. Todisable the Listen player, select the Listen header checkbox to remove the checkmark.

c. Toadjustthe speed, select the plus (+) button to change the speedto “Fast” orminus (-)
button to change the speed to “Slow.” The default speed settingis “Normal.”

d. Note: The default voiceis “Female.” This setting cannot be changed.
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e. Toadjustthevolume, select anywhere along the toggle bartoincrease or decrease
volume (0-100%). The default setting is 70%.

<) Listen [[¥%4

Speed NORMAL
Voice ‘ Female v
Volume o=l 70%

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

Must answer to continue is disabled for online Alt MCA testing to allow for the use of the early
stoppingrule (referto the Alt MCA: Early Stopping Rule section below). Tasks must be administered
to the student in the order presented in the Task Administration Manual.

Student testsin TestNav time 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. Once exited, they will receive a message that the session (their test)
has closed due to inactivity. For Alt MCA, tests are automatically set to resume in PearsonAccess
Next, so students canimmediately login to TestNav using information from their testing ticket.

If testing over multiple days, students may exit the test at any point. If possible, students should
stop after completing allitems associated with the task.

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.

Alt MCA: Enter Student Responses

For paper administrations where student responses are indicated on the Data Collection Form, follow
district policies and procedures for entering responses into TestNav. Note: AllReading and Science Alt
MCA student responses must be entered into TestNav for scoring. Do not return the Data Collection
Forms to Pearson for scoring.

Testitems appearinthe same orderin the online form as in the paper test materials and Data Collection
Form. Navigate through the online test and enter the student’s responses from the Data Collection
Form. Review the responses you entered prior to submitting the test.
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The responses must be entered exactly as the student responded, without edits or changes.

If not answered, select No Response. In TestNav, select the Admin button and then select No
Response. Once selected, No Response is indicated with a green checkmark. Select No Response
again to remove the checkmark.

New for2025-26: If you accidentally enter aresponse that was left unanswered by the student,
select the response option again toremove the response.

Do not select No Response and an answer option. If anitem has an answer option and No Response
selected, the selected answer option prevails. Remove either the answer indicated or the No
Response selection.

The test can be exited at any time. Always exit the test when you are not actively entering data. Note:
The test will time out after 20 minutes of inactivity; if you have been timed out and exited from the
test, the test will automatically be resumed in PearsonAccess Next. You can continue entering
responses by signing backin to TestNav using the student testing ticket. No matter how long you
have been exited from the test, you are still able to review allitems previously answered.

Alt MCA: Submit Student Responses

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

Question 1: Administration Mode

Note: Prior to submitting the test, complete the three Test Administrator Survey Questions at the
end of the test.

2. Select Submit Your Final Answers.

End of Test!

a6
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3. ATest Submit Warning will pop up. Select Yes, Submit Final Answers to confirm the test should
be submitted.

Test Submit Warning

Are you sure you want to submit final answers?
You will not be able to return to this test

No, Cancel Yes, Submit Final Answers |

4. Ascreenconfirming you have signed out from TestNav will appear.

TestNav

Sign out complete. Thank you for using TestNav.

Back to Sign in

If responses need to be entered for multiple students, you will need to sign backin to TestNav with the
next student’s information from the roster or testing ticket.

After online student response entry is complete, return all secure test materials, including the roster and
student testing tickets, to the District or School Assessment Coordinator as instructed.

Alt MCA: Early Stopping Rule

The early stopping rule can be used for a very small percentage of students with the most significant
cognitive disabilities who have no consistent, observable system of expressive communication to
communicate responses to participate in assessments. The early stopping rule should not be applied
based on a student’s behavior, frustration level, or knowledge of content.

For Alt MCA only, the early stopping rule can be applied so the student does not have to take the entire
test. Referto the MTAS/Alt MCA Task Administration Manual (Minnesota Assessment Hub > Resources &
Training > Test Administration Resources) for more information on the early stopping rule.

5. Toindicate No Response foranitem, in TestNav select the Admin button and then select No
Response. Once selected, No Response isindicated with a green checkmark. Select No
Response for the first sixitems. In the Progress Bar, the question will be shaded and labeled “NR”
if indicated.

a. Donotselect No Response forany otheritems. Selecting No Response for more than six
items will result in the test having a score of Not Complete (NC). If needed, select No
Response again to remove the checkmark for thatitem.

b. New for2025-26: If you accidentally select an answer response foran item without a
response, unselect the answerresponse to remove the selection. Select No Response,
as needed. Note: Foritems with an answer option and No Response selected, the answer
option will prevail.
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6. Afterselecting No Response for the first sixitems, navigate to the end of the test. Complete the
three survey questions and then submit the test.

Alt MCA: Troubleshooting

Occasionally, students encounter technical issues during online testing. Ensure Test Administrators
know the plan for contacting technology staff, or other district staff, if issues arise.

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

e Ifastudentisrepeatedly exited from TestNav:

o Assist the student with signing in or navigating through the test.

o Trysigninginagain(Note: ForAlternate MCA testing, tests are set to auto-resumein
PearsonAccess Next). Confirm the correct username and password is being used from the
testing ticket.

o RestartTestNav.

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.

e Refertothe Troubleshooting for Online Testing page for alist of the most common issues that

occur during online testing and an overview of how to address them (Minnesota Assessment Hub >
Technology > Technology Resources).
e Refertothe TestNav8 Common 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

¢ Howthetest wasaccessed (forexample, device and/or operating system)

Then, callthe Pearson help desk at (888) 817-8659. Inform them you have alive testingissue and need
to speak to 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 testitself should never be referenced,
captured as animage, emailed within the school or district, or provided in a communication with MDE or
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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.

Alt MCA: 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:

When a student 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).

Some test codes may be entered during the testing window in PearsonAccess Next:

o INV-D (Invalidation due to device)

o INV-S(Invalidation due to student action)

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

o REF-S(Refusal by student)

o ME (Medical excuse)

Note: The use of the early stopping rule resultsin a Valid Score (VS) test code (VS-ES) when the Test
Administratorindicates No Response (NR) in TestNav for the first sixitems of the student test. VS-ES
isnot atest code to beindicatedin PearsonAccess Next. It is applied automatically to student tests
that meet this criteria. Refer to the MTAS/Alt MCA Task Administration Manual for more details
(Minnesota Assessment Hub > Resources & Training > Test Administration Resources).

Test codes canonly be indicated in 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)

for the entire list of available test codes and more information on when test codes are indicated.
Note: For high school Science Alt MCA, any medical excuse orrefusal test codes must be entered in
PearsonAccess Next and cannot be entered during Posttest Editing.

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 ordertoindicate atest 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.
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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 for teststo 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. Fromthe Home page, under Testing, select Students in Sessions.

Sauront Tosts

Sesscne
Shderts n Sass0°s
£ Reports

© Support

i, Studont infarmasinn in this. system i perssnaty identifisble informatian (Pl ensurs studel
* Welcome to PearsonAcoess™™

Select an acBon from 0ne of INe AroPaoWN MENUS URET 80 ICan 10 DEGN & 18K,

Student Privacy and Public Reports

Statn and fader:
pitvane c

irn M

‘cartain informaton about haw stuckants are doirg
e pervacy g

2. Addthetest sessionto the Session List.

Session List Add a specifi
Add a Session Y Filter »
Nina's
1 items of 1
I NINA'S ALT MCA GRADE 5 SCI I
No more sessions to load
Find Students In
|
i
Filters
Organization
)
| Add Selected
MARSS/SSID — |

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

MARSS/SSID Last Name FirstName Middle Name Username Session

P TTS

p555543212345 STUDENT SAMPLE A 5479678091 @ NINA'S ALT MCA

p T1S

p555321234565 STUDENT SARAH 5570298794 @ NINA'S ALT MCA

p555567890987 STUDENT SAMPLE B 0546826973 @ NINA'S ALT MCA

GRADE 5 SCI (Grade
5 Science Alternate
MCA)

GRADE 5 SCI (Grade
5 Science Alternate
MCA)

GRADE 5 SCI (Grade
5 Science Alternate
MCA)

4. Fromthe Select Tasks dropdown, select Mark Student Tests Complete, and then select Start.

Students in SessionSs coto sessions »

= Tasks

Select Tasks

Student Test Statuses

& Mark Student Tests Complete
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5. Apply the same test code or different test codes to multiple students using the steps below.

a. Toapply the same test code formultiple students:

From the Reason dropdown above the student names, select the appropriate test
code orreason.

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 will not complete the test during the testing window, but a test code
does not apply.

Reason®

This field is required.

Confirm the checkbox next to Use the same Reason for checked Studentsin
Sessionsis selected.

Mark Student Tests Complete

Reason™

Use the same Reason for checked Students in Sessions

Select the checkboxto the left of the student tests.

STUDENT TEST STATUS.

Ready

Ready

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

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

De-select the checkbox next to Use the same Reason for checked Studentsin
Sessions.

Select the 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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iv. Fromthe Reason dropdown to theright of the student’s test, select the
appropriate test code orreason foreach student.

Mark Student Tests Complete == -

Note: Use the 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.
6. SelectMark Complete.

Mark Student Tests Complete Mark Corpiete  [EESS

Note: This actionis not reversible.

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 to return to the Studentsin Sessions screen.

© Add Task € 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 Science Alt MCAs can be entered in PearsonAccess Next until the
MTAS/Alt MCA testing window closes (May 1).

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

& Setup v A in personally i erf

Hest
@ Testing # Welcome to PearsonAccess’

‘Select an action from one of the dropdown menus under an icon 1o begin a task.
Student Tests
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2. Addthe test sessionto the Session List.

Session List Add a specifi
Add a Session Y Filter >
Nina's
1 items of 1

lm nnasaTmcacrabEssct |

No more sessions to load

Find Students In

Filters
Organization

)
Add Selected
MARSS/SSID

3. Select the 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.

Students in SesSioNS  cow sessos »

NINASALTMCAGR, _

Session List
P igocre Schoase & ° ’
L Lo O n Progress Stop Session Manage Sectons | & Rettesh
Grade § Science Aarnate MCA (3 Student Tests) I Monsor Test N @ S e

NG SUGRNTS 1 (he Se1eCING S0A3I0NS) 30T ©

Firaes.
Organaanon

RSSSD  Lastiame FirstName Preferred Firsthame Middle Name Usemame  Session Stucent Test Sttus Form Groug
MARSSSSD 5301204568 § NT  SARAM 70298794 @ — e

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

STUDENTS N SESSIONS (1) pemLs
STUDENT, RN ST STUDENT, SARAH (5555321234565) B3 -
Comite Detalls o
Group Test & Form
Organization
o
Grade 5 Science Aernate MCA
Form
tade 05 Sckece Aale WCA.-LOTMZS (LOTMZS)

Proctor Reads Aloud
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INV-D (Invalidation due to device)

o o

INV-S (Invalidation due to student action)

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

REF-S (Refusal by student)

® a o

—h

ME (Medical excuse)

Remove or change atest code, as needed. From the Test Code dropdown menu, select
the appropriate code to change the code 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 Save s selected, a “Success, Changes saved” message will appearinagreen
bar near the top of the screen.

Success
Changes saved

Note: If you selected multiple students, complete steps 4 and 5 for each student.

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

© Add Task € Previous Task  Next Task »

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 ThelINV-S,INV-D, andINV-O test codes canonly be indicatedif the student has already started
testing. If the student has not completed one ormore items and the code is selected, the code will
be removed by Pearson.

Pearson will inform 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. Due to 2025-26
being the first operational administration of the Reading Alt MCA, 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 the
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Report Categories). Thisreport provides a list of all test records with a test code indicated. Refer to the
Access Operational Reports section in this guide for details on how to access the reports.

MTAS/AlIt MCA: View Dashboards

DAC and AA users have access to dashboard views (bar graph with filter, speedometer, bar graph) for
quick access to test status for MTAS and Alt MCA testing. Dashboards automatically refresh every 10
minutes, and this informationis indicated under each dashboard (for example, Refreshed on
03/15/20XX12:30:00 P.M.). To see the updates, users must refresh the page or navigate away from and
return to the page.

The Dashboard page contains three default dashboards:
e TestStatus - Alternate by Subject (MTAS/Alt MCA all subjects)

Test Status - Alternate by Subject

All Subjecls v

In Progress
m
R

o Thedefaultviewisabargraph withfilter.

o Teststatusesinclude Assigned, InProgress, and 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.
Note: When changing between subjects, the left axis values may also update.

o Selectthe bargraphto be taken to the Student Test page. The number displayed is based on
the student tests on the dashboard.

Tip: Consider viewing this dashboard near the end of the MTAS/Alt MCA test administration to
confirm student tests are in Complete status and there are no started student testsin In Progress
status.
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e Session Status by Subject (Reading and Science Alt MCA only)

Session Status by Subject

All v

Ready
G

o Thedefaultviewisabargraph 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. Note: When changing between subjects,
the left axis values may also update.

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

Tip: Consider viewing this dashboard prior to the start of Alt MCA testing to confirm test sessions are
in the correct status prior to testing.
e Student Test Status by Subject (Reading and Science Alt MCA only)

Student Test Status by Subject

All v

o Thedefaultviewis abar graph with filter.
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.
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o AllSubjectsis selected by default.

o Selectthe dropdown menu to change the subject.

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

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

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

I Dashboard

AMWIHMWMBMNIWIM(HB;
accessing and using it internally, and protect it from external

* Welcome to PearsonAccess™

& Setup

& Testing

= Reports

© Support

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

Student Privacy and Public Reports

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 coto pashboard User Settings »

MDE]

MINNESOTADEPT OF ... x

Q

MDE ASSESSMENT CARE ~ S bject
PROGRAM (5555-09-201)

MDE Assessment Control
District (5555-09-000)

MDE Assessment

Elementary (5555-09-101)

MDE Assessment High
Schoal (5555-09-401)

Select the “x” icon toremove the organization.

MDE Assessment Eleme..E-
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3. Tochange the dashboard view, select Go to Dashboard User Settings.

DashbONd - temmcat e st - -

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

4. UnderYour Dashboards, make the following update, as needed:

+« Test Status - Alternate by Subject

Graph Type

Bar Graph - with Filler w

Bar Graph
Bar Graph - with Filter

Remove
Speedometer Graph

a. GraphType: The default graph type for Test Status - Alternate by Subject is Bar Graph -
with Filter. Select the Graph Type dropdown to change the view to Bar Graph or
Speedometer.

Note: While there is only one Dashboard for MTAS, the Number of Columns dropdown can
be used to adjust the size of the dashboard on screen.

5. Select Save. Once save s selected, you will be returned to the Dashboard page.

Dashboard User Settings  cos vou tutows»

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

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

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

A is (P1); ens}

internally, and protect it from external acq

* Welcome to PearsonAccess™*™

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 student
data, meaning it is nol
y ensuring that reported data do
tions.

vacy right ts public reporting obligat
page explores how we address these ol

enty Asked Questions: Reporting Student Data on Qur Website

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

accessto.
Operational Reports

Report Categories
tudents & Registrations
nline Testing

Orders & Shipment Tracking
. Users

Note: The Students & Registrations and Online Testing operational report categories are most
useful for MTAS data entry and Alt MCA online testing and include the reports referenced in this

guide.
3. The screenyou see next depends on will vary based on the following:

a. Ifthisisthe first time you haverunthereport, select Request Report Refresh.

Operational Reports

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

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

Request Report Refresh
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b. If youhave accessed the report previously, youwill see the parameters of the previous
report. You can download the previous report by selecting Download Report. Torun a
new report, select Request Report Refresh.

Operational Reports

Students with Test Assignments but have not Completed

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

Execution Date

04/30/20XX 09:13:24 AM
Organization

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

Minnasota > 20XX - 20XX > MTAS/Alt MCA 20XX
Filtered Organization

MDE Assessment Middle Schoal (5555-09-301)
Test

Grade 5 Science Alternate MCA

Download Report

Request Report Refresh

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

04/30/20XX 09:13;24 AM
Organization

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

Minnesota > 20XX - 20XX > MTAS/Alt MCA 20XX
Filtered Organization

MDE Assessment Middle School (5555-09-301)
Test

Grade 5 Science Alternate MCA

Download Report

Request Report Refresh

Report Parameters

Organization

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

Minnesota > 20XX - 20XX > MTAS/AIt MCA 20XX
Filtered Organization

MDE Assessment Middle School (5555-09-301) ~
Test
Grade 5 Science Alternate MCA hd

This report will be queued for processing and could take several minutes to complete.

S —
Refresh Report
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a. OnceRefreshReportisselected, a “Success, Changes saved, Yourreport has been

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 Complete

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..

submitted. Check backin a few minutes to view your report” message will appearina
green bar near the top of the screen. Select the Refreshicon.

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

computerto open.

Operational Reports

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 09:46:11 AM
Organization

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

Minnesota > 20XX - 20XX > MTAS 20XX
Filtered Organization

MDE Assessment Elementary (5555-09-101)
Test

Grade 3 Mathematics MTAS

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

Exit Report %

MTAS: Access MTAS Data Entry Reports

DACs and AAs have access to four MTAS data entry status reportsin PearsonAccess Next: two at the

district level and two at the school level. Note: While these data entry reports will provide information
about whether student tests have been submitted, the On-Demand Reports should be used to verify
that all data was entered correctly.

If the student’s Mathematics MTAS On-Demand Report has an NC (Not Complete) code, this means
that all data was not entered for that student’s test. If the data was enteredincorrectly, contact the
Pearson help desk at 888-817-8659 to reset the test. Referto the MCA and MTAS/Alt MCA Irreqularities
document for more details (Minnesota Assessment Hub > Resources & Training > Policies and

Procedures).
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1. Fromthe Home page, under Reports, select MTAS Data Entry Reports.

& Setup v A Student information in this system is personally identifiable informati
using it internally, and protect it from e

8 Testing M * Woeicome to PearsonAccesshert

& Reports A Select an action from one of the dropdown menus under an icon to begin a

Operational Reports

Student Privacy and Public Repor

:
i
H
{

Longitudinal Reports.

Historical Student Data
© Support v

2. Select Display Report or Download CSV for either the status or summary report.

MTAS Data Entry Reports

Operational Reports

District Status Report ERBEJEVREE el Download CSV
District Summary Report ERBEIEVEEE el Download CSV

All status reports are updatedinreal time. Refer to page 14 of this guide for alist and description
of each status.

Note: If your PearsonAccess Next userrole is at a district level, you must change your
organization to a school prior to accessing school-level reports.

a. The District Status Report and School Status Report display the data entry status of each
student’s MTAS test assignment.

District Status Report

Last Name. First Name
BIRGE CONTROL

BIRGE CONTROL

b. The District Summary Report and School Summary Report display the data entry status of
MTAS tests, sorted by school and test.

District Summary Report

Downicad C5v RIS

Displaying | 25 v

TestAssignments  NotStated  InProgess  Completsd  Extractsd

5

3. Select Exit Report toreturnto the MTAS Data Entry Reports page.

Exit Report X
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