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Overview

This guide providesinformation about useraccounts in LaunchPad, including how to create, edit, and
deactivate non-student user accounts manually or through a file upload. In LaunchPad, “non-student
users” refersto any district or school staff memberwho needs a LaunchPad account.

Note: The individual district staff and student information available in LaunchPad and other Pearson
platforms s private student data. Ensure data privacy is maintained when accessing, downloading,
printing, or sharing information from Pearson platforms.

Welcome to LaunchPad

LaunchPad s the platform that provides all users, depending on theiruserrole (District Assessment
Coordinators (DACs), Assessment Administrators (AAs), Test Administrators, Technology Staff,
Learning Management System (LMS) Learners) with centralized access to Pearson’s platforms.

These platformsinclude:

e Assessment Delivery and Management (ADAM): The MCA and MTAS/Alt MCA online test
management and reporting platform. New for2026-27: ADAM will replace PearsonAccess Next
starting with the spring 2027 test administrations. Formore information ontest administration tasks
in ADAM, referto the ADAM Online Testing and Data Entry User Guide on the User Guides page of the
Minnesota Assessment Hub. (Coming Winter 2026-27.)

¢ Learning Management System (LMS): The training platform with required and optional test
administration trainings. New for 2026-27: All Learners willneed a LaunchPad useraccount to
access the LMS. Formore information on the LMS, including signing into the LMS through
LaunchPad, referto the LMS Frequently Asked Questions (FAQs) document on the Training page of
the Minnesota Assessment Hub. (Coming Fall 2026.)

¢ Minnesota Assessment Hub: The website hosts resources and tools necessary for DACs, Test
Administrators, Test Monitors, Technology Coordinators, educators, and students to prepare for
and administer the Minnesota statewide assessments. The Hub can stillbe accessed without a
LaunchPad account at mn.mypearsonsupport.com.

Within LaunchPad, DAC and AA users can:

e Verify studentinformation: Student demographic and enroliment informationis sent from MDE’s
Test Web Edit System (Test WES) and uploaded into LaunchPad nightly before and during the test
window. Priorto testing, itisimportant for DAC users to verify student informationis correctin
LaunchPad. Student demographic and enrollment informationis sent from LaunchPad to ADAM
each morning before and during testing windows. If the informationisincorrect in LaunchPad and
ADAM, updates must be made in Test WES. Once Test WES isupdated, the informationis sentto
LaunchPadinthe nightly precode file.
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e Manage useraccounts: DAC users manage alluseraccounts for their district, including creating,
editing, and deactivating user accounts. All DAC accounts are automatically created in LaunchPad
based on data from MDE-ORG. Once users are created in LaunchPad, they willhave access to
ADAM and the LMS, depending on theiruserrole.

User Managementin LaunchPad

General Information

e DACuseraccountsare automatically createdin LaunchPad afterreceiving DAC and alternate DAC
information from the MDE-ORG system on the MDE website.

o IfchangestoaDAC account are needed, update MDE-ORG. Forinformation on updating MDE-
ORG, referto the New District Assessment Coordinators: Getting Access document on the
District Resources page of MDE’s website (under the District Assessment Coordinator
Resources expandable header). For assistance updating MDE-ORG, contact MDE at
mde.testing@state.mn.us.

o DACusernames are automatically generated using a combination of organization identifierand
district email address (for example, 9123400000 _sample.dac@district.org). The “Welcome”
email sent to DACs when loaded into LaunchPad contains the username for signinginto
LaunchPad. For DACs assigned to multiple organizations, they will receive multiple “Welcome”
emails, each with an organization specific username for that organization. DACs willneed to log
into LaunchPad with the organization specific username to access LaunchPad, ADAM, and LMS
forthat organization. Note: When creating all otherusers in LaunchPad, itis recommended to
use the district email address as the username.

o Forallotherquestions about your DAC account, contact Pearson customer support at (888)
817-8659 or submit a Pearson help desk request online.

e DACsmanage all other LaunchPad user accounts for their district, including creating, editing, and
deactivating useraccounts.

o DACscancreate and edit all LaunchPad user accounts except foranother DAC. When creating a
new useraccount, the user can only be assigned to one organization and one role. After creating
the user, additional roles and/or organizations can be added to the useraccount.

Note: Itisnotrecommended to add multiple roles to a useraccount. Auser’s permissionsin
LaunchPad/ADAM will default to the higherrole’s permissions. Forexample, if auserhas an AA
and Test Administratorrole in LaunchPad, they would have AA permissions in both LaunchPad
and ADAM.

o DACscancreate Assessment Administrator (AA) users to assist with user management at their
organization, typically fora school.
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o Whenanewaccountis created, the default settingis to automatically send the usera
“Welcome” email from Pearson LaunchPad (noreply@mail.launchpad.pearson.com) with the
subjectline “Account information for LaunchPad.” This email contains a link to set up their
password. The link is active for five days. DAC or AAusers can send anew “Welcome” email if the
link expires.

o Newfor2026-27: The Test Monitor/Data Entry and MTAS/AIt MCA Test Administratorroles that
existedin PearsonAccess Next have been combined into a single role, Test Administrator, in
LaunchPad/ADAM. Within ADAM, there are not separate MCA and MTAS/Alt MCA programs.
Having separate MCA and MTAS/Alt MCA userrolesis not needed, as they would both have the
same permissions in ADAM,

e FEachfall, district access to LaunchPadis disabled so the platform can be updated for the upcoming
spring test administrations. When district access to LaunchPad isresumed, all users must be re-
createdin LaunchPad. Review steps in this guide to create users manually or through a file upload.

Manual User Account Management

The DAC and AAuserroles can create, update, and deactivate user accounts manually in LaunchPad.

Tip: If only afew useraccounts need to be created, updated, or deactivated, itisrecommended to
make those changes manually. If many useraccounts need to be created orupdated, referto the User
Account Management via File Upload section of this guide.

Manually Create User Accounts

1. Fromthe LaunchPad Home page, under Roster Data, select Users.

= 5
M N DemO &, Downloads BH
) DataImport ADAM
Assessment Delivery and Management (ADAM

Demo Env)
ROSTER DATA

Orgs

# Users
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2. Inthe Actions dropdown menu, select Create New User.

MN Demo

s% Home
Users

»

Data Import

ROSTER DATA

Students 44 Non-Students 1 All Users

52

4, Downloads BH

Show Users Who Have Never Logged In  School Year: 2026-2027 Current i Actions ~

Export Filtered Data

Export All Data

G Search Name, ID or Usern Status: Active Grade: All Orgs An - Export Student Details
Last Name 1= First Name 7| MARSS/SSID 1| Organization Name Primary Grade Sourcedid 7| Status 1] ast voamead
= Adama Lee 3333333333 Battlestar High School 10 3333333333 Active 08/25/2026 09:42 AM
> ddam Cedil 1234567910 unnvdale 0 1234567910 Active 08/07/2026 12:25 PM

3. Enterdetailsin the required fields (* indicates required fields):

Select an Organization

o Send Welcome Email After User Creation

= M N DemO &, Downloads BH
&% Home
User: New User SNl . Save Changes
B Datalmport
ROSTER DATA First Name* Identifier* c Login Enabled
Orgs First Name Identifier
# Users i
Middle Name O Use Identifier for Username and Sourced ID
Middle Name Username*
Last Name* Username
Last Name Sourced ID*
Primary Role* Sourced ID
Select Email*
Primary Org* Email

Preferred Names
&1 Give Feedback
Preferred First Name
Preferred First Name

Preferred Last Name

Preferred Last Name

Preferred Middle Name

Preferred Middle Name

Pronouns

Pronouns

a. First Name*

b. Middle Name (Optional)

c. LastName*

d. Primary Role*: Select only one of the following:

i. Assessment Administrator: Canbe assignedto a district orschool.

ii. Test Administrator: Canbe assignedtoaschool.

iii. Technology Staff: Canbe assigned to a district or school.

iv. LMS Learner: Can be assigned to a district or school.
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e. Primary Org*: Enterthe organization name in the search field or select the organization fromthe
dropdown menu.

Note: When manually creating a new user, the user can only be assigned to one userrole and a
single organization. If auserneeds access to multiple schools with the same or different user
role, select one organization and userrole when creating the account and then referto the
Manually Edit User Accounts section below for step-by-step instructions.

f. Identifier*: Enterthe user’s district email address. Once the useris created, this field cannot be
edited.

Tip: Leave the Userldentifier for Username and Sourced ID toggled on so the Username and
Sourced ID are auto-populated with the Identifier (district email address).

g. Username*: Use the same district email address used for the |dentifier.

Sourced ID*: Use the same district email address used for the Identifier. Once the useris
created, this field cannot be edited.

i. Email*: Use the same district email address used for the Identifier.

j. Preferred Names (Optional): Enter preferred first/middle/last name and pronouns, as needed.
The preferred name will be updated for the userin ADAM.

. The “Send Welcome Email After User Creation” button is toggled on by default. Leaving this on will
automatically send the useran email with instructions for creating a password and logging in to
LaunchPad once the useraccountis created. Turning this off willrequire DACs or AAs to manually
sendthe “Welcome” email at alater time.

. The “Login Enabled” buttonis toggled on by default. Leaving this on allows the usertologinto
LaunchPad after creating a password. If the user should not have immediate access to LaunchPad,
toggle this button off. Refer to the Manually Edit User Accounts section for details on enabling login
access.
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6. Select Save Changes. A confirmation message, “User Saved Successfully,” indicates the userhas
been created.

MN DemO e 4, Downloads BH
& Home

User: Sample Teacher Cancel
Data Import

ROSTER DATA First Name* Identifier* e I O Login Enabled I
Orgs Sample

sample teacher@district.org

&

# Users i
Middle Name c Use Identifier for Username and Sourced 1D
Middle Name Username*
Last Name* sample.teacher@district.org
Teacher

Sourced ID*

Primary Role* sample.teacher@district.org

Assessment Administrator Email*

P Org* o
AL Q1) sample teacher@district.org
Battlestar High School I O Send Welcome Email After User Creation I

Afterselecting Save Changes, you are taken to the user’s profile. Confirm the information is correct.
If updates are needed, refer to the Manually Edit User Accounts section of this guide.

Manually Edit User Accounts

When creating a new user, only one organization and one user role can be assigned to the user’s profile.
To edit auser’s details, including adding additional roles or organizations, follow the steps below.

1. Fromthe LaunchPad Home page, under Roster Data, select Users.

2. Selectthe Non-Students tab. Locate the userusing the search field and/or filter options.

MN DemO &, Downloads BH

& Home
Users Show Users Who Have Never Logged In  School Year: 2026-2027 Current i Actions ~

B Datalmport
Students o Non-Students 1 All Users 53

ROSTER DATA

Grs Sample Status: Active Role: All Orgs Al ~ Y All Filters
Last First ; QOrganization .
1= i Role Email Sourcedld 7| Status | Last Modified 1
Name Name Name
Assessment sample.teacher Battlestar High sample.teacher@distr 09/06/2026 06:19
- Teacher Sample . P @ 9 X P @ Active 106/ 4
Administrator district.org School ictorg AM
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3. Selectthe Edit Usericon (pencilicon)forthe user.

a. Toedituserdetails, select the Actions dropdown menu, and then select Edit User Info.

= M N Demo 4, Downloads BH
& Home

< User: Sample Teacher i Actions ~
) DataImport

Edit User Info
ROSTER DATA First Name Sample Status Active Login Enabled True Deactivate User

Orgs Middle Name Identifier sample teacher@district.org Last Login Send Welcome Email
2, Users Last Name Teacher Username sample.teacher@district.org Updated By Braden | User History

Primary Role Assessment Administrator, Email sample teacher@district.org Updated On 09/06/2026 06:19 AM

Battlestar High School

Grade

Org and Role Records  Additional Info

Show inactive roles £ Edit Roles
Role 1] Org 1] Role Type 1] Begin Date 1| End Date 1| Status 17|
Assessment Administrator Battlestar High School (gattlestarHs) Primary Active

i. Update name, email, username, or preferred names, as needed. The Identifierand Sourced
ID cannot be edited.

i. Selectthe LoginEnabled toggle buttonto enable ordisablelogin, as needed.
iii. Aftermaking edits, select Save Changes.

b. Toedittheuser’suserrole ororganization, select Edit Roles:

&% Home
< User: Sample Teacher ! Actions ~
B Datalmport
Edit User Info
ROSTER DATA First Name Sample Status Active Login Enabled True Deactivate User
Orgs Middle Name Identifier sample.teacher@district.org Last Login Send Welcome Email
2. Users Last Name Teacher Username sample.teacher@district.org Updated By Braden | User History

Primary Role escssreniadministiator Email sample.teacher@district.org Updated On 09/06/2026 06:19 AM

Battlestar High School

Grade

Org and Role Records  Additional Info

Show inactive roles ¢ Edit Roles

Role 1] Org 1] Role Type 1| Begin Date 1| End Date 1| Status 7|

Assessment Administrator Battlestar High School (attlestarts) Primary Active

i. Selectthe Addicon (+icon)toaddanewrole and organization.

ii. Selecttheroleinthe dropdown menu.

iii. Selectthe organizationinthe dropdown menu or find the organization using the search field.
iv. The new organization and role default to Secondary role type. Select Primary, as needed.

v. Notesregarding primary/secondary roles and organizations:
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1. Aprimaryrole and organization are required. Users can have multiple roles/organizations
listed as primary. A secondary role/organization is not required.

2. Usersassignedto multiple organizations, whether a primary or secondary org, will have
access to both organizations.

3. Usersassignedto multiple userroles will have permissions based on the higheruserrole.
Forexample, if auserhas the AAuserrole for School Aand the Test Administratoruserrole
for School B, they willhave AA user permissions for both School Aand School B. Itis
recommended to have the same userrole for each organization.

vi. Select the Delete icon (trash canicon) to delete the role/organization, as needed.

vii.Select Save Changes.

Org and Role Records  Additional Info

Role 1] Org 1] Role Type 1|

Assessment Administrator Battlestar High School @attlestarHs) Primary Secondary ﬁe
Select Role
&l Give F Select Select an Organization Primary Secondary

[

Manually Deactivate or Reactivate User Accounts

Useraccounts are active once created and the user establishes a password and logsin to LaunchPad.
User passwords do not expire, and there is no period of inactivity that results in a useraccount
becoming disabled. User accounts are deleted from LaunchPad each fall when LaunchPad is updated
forthe upcoming spring test administrations.

If needed, useraccounts can be deactivated manually orthrough a file upload. Deactivating a user
account prevents the user fromloggingin to LaunchPad. Useraccounts can be re-activated at any
time.

1. Fromthe LaunchPad Home page, under Roster Data, select Users.

2. Selectthe Non-Students tab.

3. Locate the userusing the search field and/or filter options.

Tip: Use the Statusfilterto find accountsin Active orInactive status. The account statusis listedin
the Status column. AccountsinInactive status are shown as “Tobedeleted” in the status column.
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4. Selectthe Editicon (pencilicon)forthe user.

MN Demo 4, Downloads BH

s Home

UserS Show Users Who Have Never Logged In  School Year: 2026-2027 Current v i Actions ¥
B Data Import

Students 44  Non-Students 1  All Users 53

ROSTER DATA
Orgs sample Q  Status:Active v Role Al ~ | Orgs an = T All Filters

Last First ) Organization -
B Tl Role Email Sourcedld 1| Status | Last Modified 1]
Name Name Name

Assessment sample.teacher Battlestar High sample.teacher@distr 09/0
= Teacher Sample . ) p @ 9 . P @ Active / 2
Administrator district.org School ictorg AM

5. Todeactivate orreactivate auser:

a. Todeactivate auser:

i. UnderActions, select Deactivate User.

MN DemO 4, Downloads BH

&% Home
< User: Sample Teacher

¢ Actions ¥
B Data Import

/7 Edit User Info

ROSTER DATA First Name Sample Status Active Login Enabled True ©- Deactivate User
Orgs Middle Name Identifier sample.teacher@district.org Last Login <7 Send Welcome Email
2. Users Last Name Teacher Username sample.teacher@district.org Updated By Braden| (© User History

Assessment Administrator,

Primary Role A
Battlestar High School

Email sample.teacher@district.org Updated On 09/06/2026 06:19 AM

Grade

ii. Apop-up message appears. Review the details and then select Deactivate User. Once
deactivated, ausercannolongerlogin.

Deactivate User

Any information linked to this user will be
A\ deactivated
Are you sure you want to deactivate this user?

Cancel Deactivate User

If ausertriestologintoLaunchPad with a deactivated account, they will receive amessage

stating, “Invalid username or password. Please try again.” They will need to contact their DAC
or AAtoreactivate theiraccount.
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b. Toreactivate auseraccount:

i. UnderActions, select Reactivate User.

= MN DemO 4, Downloads BH
& Home
<« User: Sample Teacher i Actions ~

A Datalmport
— 2+ Reactivate User
ROSTER DATA First Name Sample Status Inactive Login Enabled False User History

Orgs Middle Name Identifier sample.teacher@district.org Last Login

2, Users Last Name Teacher Username sample.teacher@district.org Updated By Braden Hiebner

Primary Role Assessment Administrator, Email sample teacher@district.org Updated On 09/06/2026 06:48 AM
Battlestar High School

i. Choose aPrimary Role and Organization and select Reactivate User.
Reactivate User

A Primary Role and Org must be selected to reactivate this user

Primary Role

Assessment Administrator

Org

Battlestar High School

Cancel Reactivate User

Thereactivated user canloginto LaunchPad with their previous password.

User Account Management via File Upload

DAC and AAuserroles can create, update, and deactivate user accounts through a file uploadin
LaunchPad. There are two ways to create users through a file upload:

e Importusersforasingleuserrole

e Importusers with multiple userroles

Tip: If many useraccounts need to be created, updated, or deactivated, itis recommended to make
those via afile upload. If only afew useraccounts needto be created, updated, or deactivated, referto
the Manually Create User Accounts section of this guide.
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Download the User File Template

1. Fromthe LaunchPad Home page, select Datalmport.

= MN DemO 4, Downloads BH
a
&% Home
B Data Import ADAM
Assessment Delivery and Management (ADAM

Demo Env)

ROSTER DATA

Lo

2. SelectUploadFile.

MN DemO 4, Downloads BH

&% Home

Data Import

Single File Upload

ROSTER DATA
orgs Upload History 2, Upload File

A Users Status: All v File Type: All v Orgs ~ Date Range Uploaded By Q

Tip: The Single File Upload page contains an Upload History table. Use the filter options to view
previously uploadedfiles. Select the Download icon to download previously uploadedfiles.

3. Onthe File Upload pop-up window, underImport Type:
a. Ifimportingusers forasingle userrole, select Import Users By Role.
b. Ifimporting users with multiple userroles, select Import Users With Multiple Roles.

4. SelectUsers Template CSV to download the users template CSV file. The file single userrole file
(nonstudents.template) or multiple userrole file (nonstudents-all-roles.template) will download to
your computer’s Downloads folder.

File Upload

File Type School Year

Non-Student Users 2026-2027

Import Type

Import Users By Role Import Users With Multiple Roles
o All users in the file share one role you pick Each row specifies its own role via a role

below column

Role

--Select--
c Send Welcome Email to New Users

1 Download the Non-Student Users Template CSV file

4, Users Template CSV I

Cancel Upload File
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The single userrole and multiple userrole file import templates can also be downloaded from the
User Guides page of the Minnesota Assessment Hub. To create your own file forimport, referto
Appendix B - LaunchPad User Account File Information in this guide.

Create Users by Role via the File Import

1. Afterdownloading the single userrole file template, open the downloaded file template using
Sheets, Numbers, or Excel. Do not edit or delete the headerrow of the template.

When uploading the single userrole file into LaunchPad, the user can only be assigned to one user
role perusername.

2. Enterrequired dataforthe following fields:

1 sourcedld orgSourcedlds username firstName lastName identifier email status

A B i |2) E F G H
2 sample.teacher@district.org e9bfca7d-8602-4061-a37c-afa4b41a1776 sample.teacher@district.org Sample Teacher sample.teacher@district.org sample.teacher@district.org I

a. sourcedld: Uniqueidentifierforeachuser. Use the user’s district email address.
b. orgSourcedlds: The organization’s identifier, district or school, forthe user’s assigned org(s).

Note: This is a unique identifier assigned in LaunchPad to all districts and schools in Minnesota. If
auserneedsto be created for multiple organizations, enter multiple identifiers separated by a
comma. The orgSourcedld can only be foundin LaunchPad. To find the orgSourcedlds, refer to
the Find the Organization Sourced Identifier (SourcedID) section below.

username: Use the user’s district email address.

o o

firstName

e. lastName

—h

identifier: Use the user’s district email address.

g. email: Use the user's district email address. An email is required for user access and password
updates.

h. status(optional): Active. Will default to Active if left blank.

Referto Appendix B-LaunchPad User Account File Layout for detailed information about the file
layout, including required fields, valid values, and additional information.

3. Savethe filein CSV format.
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Create Users for Multiple Roles via the File Import

1. Afterdownloading the multiple userrole file template, open the downloaded file template using
Sheets, Numbers, or Excel. Do not edit or delete the headerrow of the template.

2. Enterrequired dataforthe following fields:

A B T D E F G H I
1 |sourcedld orgSourcedlds role username firstName lastName identifier email statu
2 |sample.teacher@district.org e9bfca7d-8602-4061-a37c-afadb41al776 Assessment Administrator sample.teacher@district.org Sample Teacher sample.teacher@district.org sample.teacher@district.org

a. sourcedld: Uniqueidentifier foreachuser. Use the user’s district email address.
b. orgSourcedlds: The organization’s identifier, district or school, forthe user’s assigned org(s).

Note: This is a unique identifier assigned to all districts and schools in Minnesota. If a user needs
to be created for multiple organizations, enter multiple identifiers separated by acomma. The
orgSourcedld canonly be foundin LaunchPad. To find the orgSourcedlds, refer to the Find the
Organization Sourced Identifier (SourcedID) section below.

c. role:Validvaluesinclude Assessment Administrator, Technology Staff, Test Administrator, LMS
Learner.

d. username: Use the user’s district email address.

firstName

o

—h

[astName

identifier: Use the user’s district email address.

- Q@

email: Use the user’s district email address. An email is required for user access and password
updates.

i. status(optional): Active orInactive. Will default to Active if left blank.

Referto Appendix B-LaunchPad User Account File Layout for detailed information about the file
layout, including required fields, valid values, and additional information.

3. Savethefilein CSVformat.
Find the Organization Sourced Identifier (SourcedID)
The organization’s sourced identifier (Sourcedld) is the identifier assigned in LaunchPad to each district

and schoolin Minnesota. The user file import requires the organization’s sourced identifierto create
eachuser. Note: This value is only found in LaunchPad.

Tolocate the organization’s source identifierin LaunchPad:
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1. Fromthe LaunchPad Home page, select Orgs.

= MN Demo
& Home
- Organizations a
D Data Import
Status: Active Type All
Name Identifier 1] Type 11 Sourced!d 1| Status 1}
- Battic District battlestardistrict District 44116¢Ba-adf9-4f1c-b7a l Active
d-83464e76fffh
> Battlestar Hig 8 tact cehool fe78dc29-14ab-452a-adc | 441,
Z 9-5a13c5815¢cd3

School Year: 2026-2027 Current

Org Parent Name

&, Downloads BH

i Actions ~

Y Al Filters

Last Modified 1]

2. Inthe Sourcedld column, make note of the organizationidentifier foreach organization (district or

school)the users willneed to be assigned to.

a. Ifthere are only afew orgs, copy and paste the Sourcedlds from the list.

b. Ifthere are multiple orgs, export afile. To export the data, under the Actions dropdown menu,

select either Export Filtered Data or Export All Data.

= MN Demo
& Home
Organizations a
D Data Import
ROSTER DATA Status: Active Type Al
Name 13 Identifier 1) Type 11 Sourcedid 1] Status 1]

£ Users

- Battestar District battlestardistrict District 44116cBa-adi9-dfic-bra ),

d-83464e76fifb
ah Sch fe78dc29-14ab-452a-adc 5%
- Battiestar High Schoa Ba tark haol 05130581 50cl3 Active

School Year: 2026-2027 Current

Org Parent Name

LE Pearsc

&, Downloads BH

i Actions ~

Export Filte

ed Data

Last Modified 1]

1 State 08/15/202

Battiectar Dictrict 04/03/2026 10:15

3. Amessage appears stating, “The Export file you requested is being prepared. It will be available on

the Downloads Page whenready.”

4. Selectthe Downloads button.

MN Demo

= on the Downloads Page whaon roady

4 The Export file you requested is being prepared. It wil be available

* nome
Organizations n School Year: 2026-2027 Current i Metions ~
B Data Impon
ROSTER DATA Slatus Active Type All Y Al Filters
Marme Ty Identifier 1] Type 11 Sourcedid 1| Status 1] Org Parent Name Last Medified 1)
B2, Users
-> Batthestar District batilestardistrict District 44116cBa-adf9-4f1c-b7a  Aclive EE Pearsen State ORMG 2026 12:33 PM
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5. Onthe Downloads page, when the file is in Ready status, select Download next to the file to

download.
= M N Demo &, Downloads BH
s Home
Downloads n @ Only data you have access to is included in exports
B Data Import
ROSTER DATA Account: All File Type: All Status: All

Orgs "

Account 1| File Type 1L School Year 7| Requested 7| Status 1|
A Users

MN Demo Orgs 2026 08/20/2026 06:08 AM E o, Download

6. Openthefile onyour computer andlocate the organization’s sourcedld in columnA.

A B C D E F G H
1 |sourcedld status name type identifier parentSourcedld dateLastModified metadata.q
2 | 002abad0-f3da-491a-9166-898fcccef97b [ active Battlestar District school 9999-09-000 10af7e68-8cb6-4367-8e5a-d671995362d0  2026-09-25T15:46:27.950Z
3 | 002f9616-88d0-4754-91bd-7f02¢e540c9S | active Battlestar High School school 9999-09-009 5bc0591b-97f-4a7b-b167-107¢164c328d  2026-09-25T15:46:21.268Z

Note: The “sourcedld” is a system generated series ofnumbers/letters only foundin LaunchPad.
Copy and paste the sourcedld when creating users through a file upload.

Import the Users by Role File

Only one userrole can be selected whenimporting the single userrole file into LaunchPad. If wanting to
create users will different userroles, you will need to create multiple single userrole files and import
them separately into LaunchPad. Orreferto the Import the Multiple User Role Account File sectionto
create auserrole import file with multiple userroles.

Toimport the single userrole file into LaunchPad:

1. Fromthe LaunchPad Home page, select Datalmport.

2. SelectUploadFile.
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3. Onthe File Upload pop-up window, select the following:

File Upload

File Type School Year

Non-Student Users 2026-2027

Import Type

Import Users By Role Import Users With Multiple Roles
o All users in the file share one role you pick Each row specifies its own role via a role

below column

Role

Assessment Administrator

() Send Welcome Email to New Users

1 Download the Non-Student Users Template CSV file
o Users Template CSV

v

Cancel Upload File

Underthe File Type dropdown, Non-Student Users is selected by default.

o o

Underthe School Year dropdown, select the current schoolyear (forexample, 2026-2027).

0

UnderImport Type, select Import Users By Role.

Q

Underthe Role dropdown, select the userrole that willbe assigned to users whenimporting the
file. Only one userrole can be selected and assigned to users whenimporting afile. Ifimporting
users by role, you willneed to create separate files and import separately into LaunchPad (for
example, one file for staff assigned the Test Administratoruserrole, one file for the staff
assigned the LMS Learneruserrole).

e. The “SendWelcome Emailto New Users” toggle buttonis turned on by default. Leave onto send
a “Welcome” email to new users created so they can set up a password andloginto LaunchPad.
If turned off, the email will need to be sent manually to users.
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4. Usethe scrollbarto scroll down to the bottom of the pop-up window. Under Upload Non-Student

UsersFile, either drag and drop the file to be uploaded, or select +Choose File and select the user
file tobeimported.

File Upload

- sourcedId: unique identifier for user.

- orgSourcedlds: id for the user's org assignment. This can be a comma-separated list, if
needed.

- username: will be used for login purposes.

- firstName

- lastName

- identifier: recognizable ID for the user. This can be the same value as the sourcedid.

- email: necessary for user access, and for password update purposes.

- status: active or inactive. (optional; will default to Active if left blank).

3 Upload Non-Student Users File

Drag and drop files here to upload

Cancel Upload File

5. Afterattachingthe file,a message appears confirming the number of users in the file (forexample,
“The file contains 1Non-Student Users”). Select Upload File.

3 Upload Non-Student Users File

nonstudents.template (2).csv X

(& The file contains 1 Non-Student Users

Cancel Upload File

You will be redirected to the Data Import page. Select the file row to view details about the file
uploaded, including the number of users added, modified, and deleted.

&% Home

B DataImport

ROSTER DATA
Orgs

# Users

= MN Demo

Data Import

Single File Upload

Upload History

Status: All
Status
In Progress

Complete

&, Downloads BH

&, Upload File

v File Type: All v Orgs ~ Date Range Uploaded By Q
a
Uploaded By User Org File Type Date/Time
Braden Hiebner Battlestar District Users - Test Monitor/Administrator 08/20/2026 06:19 AM &
Braden Hiebner Battlestar District Users - Test Monitor/Administrator 07/31/2026 08:10 AM <&
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Refertothe table below foralist of statuses and explanations.

Status Explanation

InProgress The defaultinitial status while the file is being processed.

Complete The file was loaded successfully, and user accounts were created.
Complete with Errors The file loaded, but some useraccounts were not successfully created.

Select the file row to open the File Upload window.

Select View Errors to view the file errors or select Download Error
Report forarecord of errors.

Update the file to fix the errors and follow the steps above to upload the
file again.

6. Ifthe Send Welcome Emailto New Users toggle button was kept on, new users willreceive a
“Welcome” email. The email includes the user’s LaunchPad username (district email address) and a
link to the LaunchPad login page.

7. Repeatthe processto create additional users with different userroles.
Import the Users for Multiple Roles File

1. Fromthe LaunchPad Home page, select DataImport.
2. SelectUploadFile.
3. Onthe File Upload pop-up window, select the following:

File Upload

File Type School Year
v

Non-Student Users 2026-2027

Import Type

Import Users By Role Import Users With Multiple Roles

All users in the file share one role you pick below | Each row specifies its own role via a role column

D Send Welcome Email to New Users

1 Download the Non-Student Users Template CSV file

&, All Roles Users Template CSV

2 Open the file using Sheets, Numbers or Excel. Fill in the file with your desired changes.
Field key:

- sourcedld: unique identifier for user.
- orgSourcedlds: id for the user's org assignment. This can be a comma-separated list, if needed.
- role: the user's role (e.g. administrator, teacher, aide, guardian, proctor). This column is
required when uploading All Roles - each row's role is read from the column instead of the
Role drondown. O

Cancel Upload File
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5.

6.

a. Underthe File Type dropdown, Non-Student Usersis selected by default.

b. Underthe School Yeardropdown, select the current schoolyear (forexample, 2026-2027).

c. Underimport Type, select Import Users With Multiple Roles.

d. The “SendWelcome Emailto New Users” toggle buttonis turned on by default. Leave onto send

a “Welcome” emailto new users created so they can setup a password andlogin to LaunchPad.
If turned off, the email will need to be sent manually to users.

Use the scroll bar to scroll down to the bottom of the pop-up window. Under Upload Non-Student
UsersFile, either drag and drop the file to be uploaded, or select +Choose File and select the user
file tobeimported.

File Upload

- sourcedld: unique identifier for user.

- orgSourcedlds: id for the user's org assignment. This can be a comma-separated list, if
needed.

- username: will be used for login purposes.

- firstName

- lastName

- identifier: recognizable ID for the user. This can be the same value as the sourcedid.

- email: necessary for user access, and for password update purposes.

- status: active or inactive. (optional; will default to Active if left blank).

3 Upload Non-Student Users File

~+ Choose File

&

Drag and drop files here to upload

Cancel Upload File

Afterattaching the file, amessage appears confirming the number of usersin the file (forexample,
“The file contains 1Non-Student Users”). Select Upload File.

You will be redirected to the Data Import page. Select the file row to view details about the file
uploaded, including the number of users added, modified, and deleted.

If the Send Welcome Emailto New Users toggle button was kept on, new users will receive a
“Welcome” email. The email includes the user’s LaunchPad username (district email address) and a
link to the LaunchPad login page.
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Edit or Delete User Accounts via a File Import/Export

1. Download orcreate anew user file template. Follow steps 1-3 in the Download the User File
Template section above.

2. Make changestothe following fields, as needed:

a. Import Users by Role File Layout:

I A B C D E F [e] H
1 |sourced|d orgSourcedlds username firstName lastName identifier email status
2 sample.teacher@district.org e9bfca7d-8602-4061-a37c-afadbd1al776 sample.teacher@district.org Sample Teacher sample.teacher@district.org sample.teacher@district.org Inactive

b. Import Users With Multiple Roles File Layout:

A B C D E F G H |
source orgoourcedlds ae username !\rstaame astaame \gent\!\er emall status
2 sample.teacher@district.org eSbfca7d-8602-4061-a37c-afadb41al776 AssessmentAdministrator sample.teacher@district.org Sample  Teacher sample.teacher@district.org sample.teacher@district.org Inactive

i. sourcedld: Uniqueidentifierforeachuser. Forexisting users, this cannot be edited.
ii. orgSourcedlds: The organization’s identifier, district or school, forthe user’s assigned org(s).

iii. role:Validvaluesinclude Assessment Administrator, Technology Staff, Test Administrator,
LMS Learner. (This field is only valid for the Import Users with Multiple Roles file layout).

iv. firstName
v. lastName
vi. identifier: Use the user’s district email address. For existing users, this cannot be edited.

vii. email: Use the user’s district email address. An email is required foruseraccess and
password updates.

viii. status (optional): Enter “Inactive” to deactivate auser’s account. Will default to “Active” if left
blank.

Auser’s “Sourced ID” and “Username” cannot be edited, either manually or through a file
upload. Referto Appendix B-LaunchPad User Account File Layout for detailed information
about the file layout, including required fields, valid values, and additional information.

3. Savethe filein CSV format.

4. Follow steps1-5from the Import the User Account File section for steps onimporting the user file. A
new “Welcome” email will not be generated for edited or deactivated accounts, evenif the buttonis
toggled on while importing thefile.
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Review Staff Accounts

DAC and AAusers canreview created or edited useraccounts in LaunchPad or through a file export.

Review Usersin LaunchPad

1. Fromthe LaunchPad Home page, select Users.

2. Selectthe Non-Students tab.

3. Usethe searchfield and/or filter options to find users, as needed. The following filter options are

available by default:

Y

MN Demo

B Datalmport

Students 44 Non-Students 1 All Users 53

Home
Users

Show Users Who Have Never Logged In I School Year: 2026-2027 Current

4, Downloads

BH

. Actions ¥

ROSTER DATA
Status: All

I sample

Orgs

Role: All

Orgs Al ~

Y All Filters I

# Users

First
Name

Last

Rol
Name 1 o

Assessment
> Teacher Sample

Administrator

Organization
Name

Email

sample teacher@d

L. Battlestar District
istrict.org

Sourcedid |

sample teacher@distr
ictorg

Status 7|

Active

Last Modified 7|

09/06/2026 07:05 2
AM

a. SearchField: Enterthe user’s full or partial name, sourcedID, orusername to find users that

match the search criteria.

b. Status:Thisfieldis set to Active by default. Change to Inactive to view deactivated users.

Note: Inthe Status column, Inactive users are listed as “Tobedeleted.”

c. Role: Thisfieldis settoAll by default. Select a specific userrole, as needed.

d. Orgs: Thisfieldis set to All by default. Select a specific district or school, as needed.

e. AllFilters: Provides additional filtering options.

4. The “Show Users Who Have Never Logged In” toggle buttonis disabled by default. Enable the
button to see users who have yettologinto LaunchPad.

Tip: Once auseraccountis created, a “Welcome” emailis senttousers withalinktoset up a
password. This linkis only active for five days. Once the link is expired, users willneed tobe sent a
new “Welcome” email. Use this toggle button to quickly identify users who may need toreceive a

new email.
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ExportalList of Usersin LaunchPad

1. Fromthe LaunchPad Home page, under Roster Data, select Users.

2. Selectthe Non-Students tab. Locate the userusing the search field and/or filter options, as
needed.

3. Underthe Actions dropdown, select either:

a. ExportFiltered Datato download alist of users based onthe selectedfilter criteria.

b. ExportAllDatato downloadalist of allusers.

MN DemO &, Downloads BH

&& Home

Users Show Users Who Have Never Logged In  School Year: 2026-2027 Current : Actions ¥
3 Datalmport

A Users Create New User
=
Last First

O izati
B 1l Role Email rganization Sourcedid 7] Status 7|  Last Modified 7|
Name Name Name

Assessment ampleteacher@d sample teacher@distr 09/06/2026 07:05

Students 44  Non-Students 1 All Users 53 Export Filtered Data
ROSTER DATA Export All Data
rze sam Status: All Role: All Orgs Al ¥ Send Welcome Emails

4. Amessage appears stating, “The Export file you requested is being prepared. It will be available on
the Downloads Page whenready.”

5. Selectthe Downloads button.

M N Del no v The Export file you requested is being prepared. It will be available & Downloads BH
&
on the Downloads Page when ready.

&% Home
Users Show Users Who Have Never Logged In  School Year: 2026-2027 Current i Actions ¥
) Data Import
Students 44  Non-Students 1  All Users 53
ROSTER DATA
Orgs sam Status: All Role: All Orgs Al ~ Y All Filters

Last First . Organization
i Role Email

By Sourcedld 7| Status 1| Last Modified 1|
Name Name Name

Assessment ample teacher@d amole teacher@distr 09/06/2026 07:05

6. Onthe Downloads page, when the file is in Ready status, select Download next to the file to
download.

= M N Demo &, Downloads BH
& Home
Downloads n ® Only data you have access to is included in exports
D Data Import
ROSTER DATA Account: All File Type: All Status: All

Orgs .

Account | File Type 1| School Year 1| Requested 7| Status 1|
£ Users

MN Demo Users 2026 09/06/2026 07:18 AM <, Download

Note: The “enabledUser” columnin the file shows Active accounts as “TRUE” and Inactive accounts
as “FALSE”.
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Loginto LaunchPad

When auseraccountis createdin LaunchPad, if the “Send Welcome Email” buttonis enabled the user
will automatically receive an email from Pearson LaunchPad (noreply@mail.launchpad.pearson.com)
with the subjectline “Account information for LaunchPad.”

Create Initial LaunchPad Password

Before accessing LaunchPad for the first time, users willneed to set a password for theiraccount:

1. Locatethe “Welcome” email andread the instructions. The email includes the user’s LaunchPad
username (district email address) and link to the LaunchPad login page.

2. SelectSetPassword.

Account information for Hello

From Pearson LaunchPad <noreply@mail.launchpad.pearson.com=
Date Fri 10/15/20XX 11:03 AM

To  Sample Teacher <sample.teacher@districtorg>

Welcome to LaunchPad, Sample Teacher.

Hello!

Your LaunchPad username is: sample.teacher@district.org
Your LaunchPad site URL: https:/launchpad-uat.pearson.com/#/clients/cal0ac9c-a91e-11f0-a668-3787bd65ab80

Before you can get started, you need to first set a password for your account.

| SET PASSWORD |

This account setup request was triggered at 11:03AM October 15, 20XX
CDT. This link will expire in 5 days.

This message was sent to sample.teacher@district.org
If you have questions or concerns, please contact your Assessment Program administrator.

Note: The Set Password link expires if not accessed within five days. If the set password link has
expired, referto the Forgotten Username or Password section of this guide. If you are the DAC and
have issues with your LaunchPad account, contact Pearson customer support for assistance.

Page 26 of 43 October2026




3. Create apassword andselect Save New Password.

#.account logo

MN Demo

Enter your new password

Password

Good
v 8-16 characters + Lowercase letter «* Uppercase letter + Digit

+ Special character

Confirm Password

Good
~ 8-16 characters v Lowercase letter «/ Uppercase letter v Digit

~ Special character

Save New Password

Note: The passwordrequirements are listed on screen.

4. Aftersavingthe new password, a confirmation message, “Your password has been updated,”
confirms success. Select Go to SignIntologinto LaunchPad.

#.account logo

MN Demo

Password Setup

& Your password has been updated

I &_Go to Sign In I

Loginto LaunchPad After Setting Up Password

1. TologintolLaunchPad, gotothe LaunchPad page of the Minnesota Assessment Hub.
Tip: Bookmark the login page for quick future access.

2. SelectSigninto LaunchPad. Enteryourusername and password and select Sign In. Afterloggingin,
you will be directed to the LaunchPad Home page.
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Forgotten Username or Password

1. Toresetaforgotten password, gotothe LaunchPad page of the Minnesota Assessment Hub.

Note: Passwords do not expire foruseraccounts.

2. SelectSignintoLaunchPad andthen select First Time Sign In / Reset Password.

MN Demo

Username

Username

Password

Password

I ) First Time Sign In / Reset Password I

3. EnteryourUsername and select Send Email. If a valid, matching account was found, an email will be
sent to the email address associated with the username.

Note: Torecoveraforgottenusername, locateitin the “Welcome” email. If unable to locate the
email, contact your District or School Assessment Coordinator toresendiit.

4. Theuserwillreceive an email from Pearson LaunchPad (noreply@mail.launchpad.pearson.com) with
the subject line ‘LaunchPad Password Reset’. Select Reset Password.

G‘ Outlook

LaunchPad Password Reset
From Pearson LaunchPad <noreply@mail.launchpad.pearson.com=>

Date Wed 10/21/20XX 3:32 PM

To  Sample Teacher <sample.teacher@district.org>

Password Reset

You have requested a reset of your LaunchPad account password.

Your username is: sample.teacher@district.org

| RESET PASSWORD |

This account setup request was triggered at 3:32PM Oct 21, 20XX CDT.
This link will expire in 5 days.

5. Enterand confirmanew password and select Save New Password. The password requirements are
listed onthe screen.
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Send a Welcome Email to a Single User

DAC and AAusers can send a “Welcome” email to new users, users whose “Set Password” link has
expired, orusers who need toreset their password.

Note: When creating a new user, either manually or through a file upload, the “Send Welcome Emails”
toggle buttonis enabled by default. Unless toggled off, new users will receive the “Welcome” email
when theiraccountis created. If auser has already received the email and loggedinto LaunchPad,
resending the “Welcome” email will result in the userreceiving a “Password Reset” email.

1. Fromthe LaunchPad Home page, under Roster Data, select Users.

2. Selectthe Non-Students tab.

3. Locate the existing user using the search field and filter options. Select the user.

Tip: Toresend a “Welcome” email to users whose password link expired or cannot locate the email,
select the Show Users Who Have Never Logged In toggle button to see users who have not created
apassword andloggedinto LaunchPad.

4. UnderActions, select Send Welcome Emails.

= MN Demo 4, Downloads BH
& Home
Users o Show Users Who Have Never Logged In l§ School Year: 2026-2027 Current v i Actions ¥
A Data Import
Students 44  Non-Students 1  All Users 53 v, Export Filtered Data
ROSTER DATA o4, Export All Data
s sam Q Status: All v Role: All v Orgs Al ~ I <7 Send Welcome Emai\sl
Py 2+ Create New User
# Users Last First Organization
k. Tl Role Email 9 Sourcedid 7| Status 1| Last Modified 7|
Name Name Name
A t le.teacher@d le.teacher@dist 09/06/2026 07:05
= Teacher Sample ssessrnen .Sarr_lpe cacher® Battlestar District sample.teacher @distr Active 106/ &
Administrator istrict.org ictorg AM

5. Onthe Send Welcome Email pop-up window, select Send Welcome Email. A confirmation
message willappear confirming the email has been sent.

Send Welcome Emails @

Welcome emails will be sent to 1 users.

Cancel </ Send Welcome Emails
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Send the Welcome Email to Multiple Users by User Role

To send the “Welcome” email to multiple users:

1. Fromthe LaunchPad Home page, under Roster Data, select Users.
2. Selectthe Non-Studentstab.
3. IntheRolefilter, select the userrole(s) to include in the Welcome email.

Tip: Select the toggle button Show Users who Have Never Logged In to avoid sending emails to
users who have alreadyloggedin to LaunchPad.

4. UnderActions, select Send Welcome Emails.

MN Demo 4, Downloads BH

&% Home
Users o Show Users Who Have Never Logged In  School Year: 2026-2027 Current v i Actions ¥
B Data Import

Students 44  Non-Students 3  All Users 53 b, Export Filtered Data

ROSTER DATA ok, Export All Data
@nge Search Name, ID or Usern Q. Status: All v Role: 3 Selected v Orgs Al ~ I <7 Send Welcome Emails I
# Users . L
Last First Organization Last

£ Rol Email Si did Stat:

Name = Name n o mat Name ource 1 atus 11 Modified 1
Test dam. 06/29/2026

= Marienkafer Norman es . L norman@adam Battlestar District norman@adam.com Active /29 2
Menitor/Administrator com 01:28 PM
Test elizabeth.pennin o ectar High 04/16/2026

= IA ECP &s aton@nearsonc attlestar Mg ecota Active 2

5. The “Send Welcome Emails” pop-up window shows the number of ‘Welcome” emails that will be
sent. Select Send Welcome Emails.

Send Welcome Emails @

Welcome emails will be sent to 4 users.

(=0 | <7 Send Welcome Emails
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Troubleshooting User Account Issues

DAC LaunchPad Username

DAC usernames are automatically generated using a combination of organization identifier and district
email address (forexample, 9123400000 _sample.dac@district.org). To find a DAC username, locate
the “Welcome” email sent when your DAC account was created. DACs assigned to multiple
organizations will receive multiple “Welcome” emails, each with an organization specific username for
that organization. DACs willneed tologinto LaunchPad with the organization specific username to
access LaunchPad, ADAM, and LMS for that organization. For any issues with your DAC account,
contact Pearson customer support at (888) 817-8659 or submit a Pearson help desk request online.

Missing Username

Locate the “Welcome” email which contains your username. If you cannot locate the email, contact
your DAC or AAtoresendit. DACs should contact Pearson forissues with their username.

Expired Set Password Link

The “Set Password” link in the “Welcome” email expires after five days. Contact your DAC or AAto
resend the email to receive a new link. DACs should contact Pearson for issues with setting their
password.

Locked User Accounts

As a security feature, LaunchPad automatically locks user accounts after five consecutive invalid login
attempts. Locked useraccounts can be unlocked by resetting the user’s password.

Deactivated User Accounts

Whenlogginginto LaunchPad with a deactivated account, the user will receive a message, “Invalid
username or password. Please try again.” To activate a deactivated useraccount, refer to the Manually
Deactivate or Reactivate User Accounts section of this guide.

Can’t Access ADAM

Users with DAC, AA, Test Administrator, and Technology Staff userroles have access to the ADAM tile on
the LaunchPad Home page. Select the tile to be signedin to ADAM. If you do not have access to the
ADAMtile, contact your DAC or AA and confirmyou do not have the LMS Learnerrole in LaunchPad. If
you have one of the userroles with ADAM access and do not see the ADAM tile, contact Pearson.
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Can’t Access the LMS

All LaunchPad users have access to the LMS tile on the LaunchPad Home page to access the LMS. If you
needaccess to the LMS, contactyour DAC or AAto create a LaunchPad account. After setting a
password andlogginginto LaunchPad, select the LMS tile from the LaunchPad Home page. If your
LaunchPad accountis deactivated, you willlose access to the LMS. Contact your DAC orAAtore-
activate your LaunchPad account. If you have a LaunchPad account and do not see the LMS tile,
contact Pearson.

Get Support

Pearson customer supportis available during the school year (Sept.-May) Monday-Friday from7a.m.-6
p.m. (CT)via telephone, webform, and chat. June-Aug. hoursare 7a.m.-4:30 p.m. (CT).

e Phone:(888)817-8659

e Support webform: Include yourname, district email address, subject, and brief description of why

you are contacting customer support. Note: Please do not include any personally identifiable
information.

Chat: From the Minnesota Assessment Hub, select the Chaticon on the bottom right of the screen.

Inthe Chatbot window, include the following information:

©)

O

O

O

O

Yourname

District email

Phone number

Brief description of why you are contacting customer support

School/district name.

Select Start Conversation to initiate chat support. Users are initially connected to a virtual assistant
that creates the case and connects the userto alive agent. Please do not include any personally
identifiable information.
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Appendix A - LaunchPad User Role Matrix

Task

Home

District
Assessment
Coordinator
(DAC)

Assessment
Administrator
(AA)

Test
Administrator

Technology
Staff (Tech)

LMS Learner

ADAMTIile

LMS Tile

Datalmport

Single File Upload (Non-Student Users)

Orgs

View Orgs Details (Including Contact Info, Shipping
Address, District Shipping Override, Ship MTAS
Automatically, Print Labels, Print Reports)

Export All Data/Export Filtered Data
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Task

District
Assessment
Coordinator
(DAC)

Assessment
Administrator
(AA)

Test
Administrator

Technology
Staff (Tech)

LMS Learner

Users

Export All Data/Export Filtered Data

View and Export Student Details/Demographics

Create New User (Non-Students only)

Edit UserInfo, Edit Roles, Deactivate Users (Non-
Students only)

Send Welcome Emails (Non-Student only)

Dashboard

Announcements (View Only)
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Task District Assessment Test Technology LMS Learner
Assessment Administrator | Administrator | Staff (Tech)
Coordinator (AA)
(DAC)
Test Management
Administrations
Create, Edit, Delete Proctor Group . . o .
Print student print cards (test tickets) and rosters o . . .
Print Proctor Ticket . . . .
Export Proctor Group . .
View Proctor Dashboard . . . .
Apply/Update Accountability Code o
Submit Test Sessions . .
Training Administration
Create, Edit, Delete Proctor Group . o . .
Print student print cards (test tickets) . . . °
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Task

District
Assessment
Coordinator
(DAC)

Assessment
Administrator
(AA)

Test
Administrator

Technology
Staff (Tech)

LMS Learner

Export Proctor Group

View Proctor Dashboard

Apply/Update Accountability Code

Submit Test Session

Rostering

Users (View Only) (View student accommodations and
staff information)

Reporting

Progress

Results Explorer

Report Assets
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Task District Assessment Test Technology LMS Learner
Assessment Administrator | Administrator | Staff (Tech)
Coordinator (AA)
(DAC)
Operations
Session Explorer
Apply/Update Accountability Code .
Print student print cards (test tickets) o o
Submit Test Session . .
Orders
Manage Orders o .
Shipment Tracking o .
OrderReports o o
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Task

District
Assessment
Coordinator
(DAC)

Assessment
Administrator
(AA)

Test
Administrator

Technology
Staff (Tech)

LMS Learner

Learning Management System (LMS)

Learner Accounts (Users with a LaunchPad account are automatically loaded into the LMS)

Learner

Manager Functions (Users with a DAC or AA account are automatically loaded as Managers in the LMS. Managers can view/download
reports of completed trainings, enroll Learners in trainings, and mark trainings completed as a group.)

Manager
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Appendix B - LaunchPad User Account File Layouts

Tip: Only assign onerole to
eachuser. If auserhas
multiple roles, their

Import | Import | Field Name* Required | Description/Notes Example

Users Multiple Y/N

by Role | Users

Column | by Role

Letter | Column

Letter

A A sourcedld Y Unique identifier forthe first.last@district.org
user.
Tip: Use the user’s district
email.
Once created, this fieldis
not editable

B B orgSourcedlds | Y User’s organization 7d88fc2d-60e9-
assignment. Can be 4a3a-89%el-
comma-separated for a9303797d6e9
multiple organizations.
The organization’s
Sourcedldis aunique
identifierassignedtoeach
district and school.
Tip: The organization’s
Sourcedld can be found
under Orgsin LaunchPad.
Editable

N/A C role Y User’srole. Assessment

Administrator

Test Administrator

o Technology Staff
permissions defaults to
the higherrole. LMS Learner
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Import | Import | Field Name* Required | Description/Notes Example
Users Multiple Y/N
by Role | Users
Column | by Role
Letter | Column
Letter
C D username Y Usedtologinto first.last@district.org
LaunchPad.
Tip: Use the user’s district
email.
Editable
D E firstName Y User’s first name First
Editable
E F lastName Y User'slastname Last
Editable
F G identifier Y Unique identifier forthe first.last@district.org
user.
Tip: Use the user’s district
email.
Once created, this fieldis
not editable.
G H email Y User’s email. first.last@district.org

Requiredto access
LaunchPad andreceive
password updates.

Editable
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If left blank, will default to
Active status.

To deactivate an active
useraccount, enter
“Inactive”.

To activate aninactive
account, enter “Active”.

Editable

Import | Import | Field Name* Required | Description/Notes Example
Users Multiple Y/N
by Role | Users
Column | by Role
Letter | Column
Letter
H I status N Valid values are Active, Active
Inactive, or Blank. Inactive

*Note: Column Field Names, whether required or optional, must be included in the file whenimporting
into LaunchPad
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Appendix C -User Account Management Timeline

Season

Task

Fall

LogintoLaunchPad

Note: All DAC accounts are created afterreceiving DAC information from MDE-ORG.
Contact Pearson customer support forissues with a DAC account.

Create AAuseraccounts.
AAuserscan:
e Manage useraccounts at their school(s).

e AAsmust contact their DAC with questions about their LaunchPad account.

Create Test Administrator, Technology Staff, and LMS Learner useraccounts for staff
to access the Learning Management System (LMS).

e Requiredtrainings are postedto the LMSin late fall.

e AlluserswilllogintoLaunchPadtoaccessthe LMS.

Winter

Manage training completions in the LMS.

e |LMS Managers cantrack training completions, enroll Learnersin courses, and
mark trainings completed as a group.

e ContactPearson customersupportif you have a DAC or AAuseraccount but
are notlisted as an LMS Manager. Updates to LaunchPad accounts are
reflectedin the LMS afterlogginginto the LMS from the LaunchPad Home

page.

Verify Test Administrator and Technology Staff useraccounts.
e Newuseraccounts canbe created manually orthrough a file upload.

e Existinguseraccounts (forexample, users with an LMS Learneraccountin
LaunchPad), can be updated manually or through a file upload.
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Season Task

Spring Maintain user accounts during testing (forexample, resetting passwords, creating
new accounts, editing existing accounts).
Note: LaunchPad userpasswords do not expire. If auserno longerneeds access to
LaunchPad, follow steps to deactivate the user.

Summer Export a file of all LaunchPad users. In the fall, LaunchPad access is disabled and user

accounts are removed when LaunchPad is updated in preparation for the next
spring’s test administration.

Tip: Considerusing the file export as the starting point for creating new user accounts
inthe fall.
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