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How to Contact the Pearson Help Desk and the Utah State Board of
Education (USBE)

|Pearson Help Desk Hours of Operation I

Monday through Friday 6:30 a.m. —4:00 p.m. MT
Test Administration Window 6:30 a.m. — 7:00 p.m. MT

Phone and Email

Test Administration, ADAM, Technology Issues, Contact Pearson Help Desk
Packaging and Delivery, Test Materials, Test Procedures, Phone: (877) 227-5009
Reporting, Editing Test Accommodations, Additional Chat

Orders Help Desk Support Form
General Information Contact Aliese Fry

Phone: (801) 538-7568

Email: aliese.fry@schools.utah.gov

Testing Ethics Policy Contact Kim Rathke
Phone: (801) 538-7876

Email: kim.rathke@schools.utah.gov

Accommodations and Special Education Contact Jessica Williams
Phone: 801-538-7565

Email: jessica.wilhelm@schools.utah.gov

Information to have available that will be helpful when contacting the Pearson Help Desk:
LEA (district or charter) or school testing administrator name

SSID(s) of affected student(s)

Operating system and browser version information

Any error messages and codes that appeared, if applicable

Information about your network configuration, if known:
O Secure browser installation (to individual machines or network)

O Wired or wireless Internet network setup.

If you are calling the Pearson Help Desk about any of the following, provide the listed information.
ADAM

e Arevyouusing a PCora Mac?

e  What is your role (school test administrator, technical coordinator, teacher, proctor)?

e  What screen are you on? Provide the path, if possible.

e  What task were you trying to complete when you encountered an error?

e What was the error message? If there was not an error message, what are you unable to do?

e If you were working from the manual, what page were you on?

e  What type of device is the student using (e.g., desktop, laptop, tablet, Chromebook) and what 0S?
e  What task was the student trying to complete in TestNav when he or she encountered an error?

e Did an error code or message appear?

e Can you provide a log file?

e  What is the IP address of the proctor caching computer?

e Have the TestNav URLs been allowed through your firewall/content filter?


https://pearsonsa.my.salesforce-sites.com/SAPreChatFormWithoutAssessment?endpoint=https%3A%2F%2F1s4ha.la3-c2-ia7.salesforceliveagent.com%2Fcontent%2Fs%2Fchat%3Flanguage%3Den_US%23deployment_id%3D57236000000LFCN%26org_id%3D00D36000000rBJo%26button_id%3D57336000000blLk%26session_id%3D63d207ca-2746-4f9b-b55e-f1fdc9cdc2ef
https://pearsonsa.my.salesforce-sites.com/SAPreChatFormWithoutAssessment?endpoint=https%3A%2F%2F1s4ha.la3-c2-ia7.salesforceliveagent.com%2Fcontent%2Fs%2Fchat%3Flanguage%3Den_US%23deployment_id%3D57236000000LFCN%26org_id%3D00D36000000rBJo%26button_id%3D57336000000blLk%26session_id%3D63d207ca-2746-4f9b-b55e-f1fdc9cdc2ef
https://urldefense.proofpoint.com/v2/url?u=http-3A__download.pearsonaccessnext.com_ref_WebToCase.html-3Fp-3DUTAH&d=DwMFaQ&c=0YLnzTkWOdJlub_y7qAx8Q&r=asoa6k7N_i86b3EfcAzk_VdRm8Uo4S9sH5W4zOfeZJo&m=ddJr8BBXNxSVgGAeFJ7oesLRm_-xzYhZxnd-aEwA_L4&s=1BDvMDyl6xAf639ZUQe6Mc-HGJxAJ7DwCmxXStCqKnU&e=
mailto:aliese.fry@schools.utah.gov
mailto:kim.rathke@schools.utah.gov
mailto:jessica.wilhelm@schools.utah.gov

Introduction

The Utah State Board of Education adopted the assessment, Utah Aspire Plus, which is a hybrid of ACT
Aspire and Utah Core test items. This is a computer delivered, fixed form high school assessment for
students in grades 9 and 10. The assessment includes subtests for Reading, English, Math, and Science.
Utah Aspire Plus is used to calculate student academic growth between 9" and 10*" grades, and it
provides students with a predictive score for the ACT, which is taken by all Utah grade 11 students and is
the most commonly submitted college readiness assessment for local universities.

This manual outlines the testing policies and procedures for Utah Aspire Plus.

This Manual

As required by Board Rule R277-404, all staff members involved in the administration of Utah Aspire
Plus assessments must follow the directions for administering the test as outlined in this document.
For questions concerning information presented in this manual or about administration of the Utah
Aspire Plus, please contact your School Test Administrator or Local Education Agency (LEA) Test
Administrator.

Note: The following terms are used in this manual.

e LEA —the term used for Local Education Agency that includes school districts and charter schools.

e District — organization level in ADAM that contains all schools in the LEA.

e School — organization level in ADAM where students are rostered.

e Charter schools with only one school in their LEA will be assigned both district and school level user
accounts in ADAM.

Testing Policy and Procedures

Purpose

It is important to follow the procedures outlined in this manual to ensure that the Utah Aspire Plus is
administered securely and uniformly. If you have questions about policies or procedures not covered in
this manual, please contact Kim Rathke, Test Administration and Data Coordinator at
kim.rathke@schools.utah.gov or Aliese Fry, Test Administration Specialist, at
aliese.fry@schools.utah.gov.

Confidentiality and Security

Utah Aspire Plus assessments are secure assessments that follow the Utah Aspire Plus blueprints for
each assessed subject area. Utah Aspire Plus assessments are summative end-of-grade-level
assessments. All test items are secured items and may not be reviewed with students, discussed as a
class, or reviewed during instructional conversations. Discussing, reviewing, recording, or transcribing
test questions in any format is a violation of test security. All test security requirements of Utah Aspire
Plus must be met. Personnel involved in test administration must follow and complete the Utah State
Board of Education Standard Test Administration and Testing Ethics Policy.

For information regarding the Standard Test Administration and Testing Ethics Policy Training, please
contact Kim Rathke at kim.rathke @schools.utah.gov.
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Remote Testing Eligibility Guidelines and Policies
If your student is test remotely, they need to follow the guidelines below:

e 100% of student learning needs to be online.

e Students requiring a paper test (i.e., LP, Braille, Human Reader) won’t be eligible for remote testing.

e [f you have a group of students testing together in one proctor group, the maximum allowed
number of students is 10.

USBE requires two proctors for every 10 students in a proctor group. Both proctors must be in the same
physical location and able to converse with each other during the entire testing session.

Standard Test Administration and Testing Ethics Training

It is extremely important that every staff member involved in the administration of the Utah Aspire Plus
assessments receive training in testing ethics and follow the directions for administration carefully as
outlined in the Standard Test Administration and Ethics Policy. Ethics training is provided under the
direction of each LEA Assessment Director. This policy is approved by the Utah State Board of Education
and updated as needed.

e For more information regarding the Standard Test Administration and Testing Ethics Training,
please contact Kim Rathke at kim.rathke@schools.utah.gov.
e Test Administration Manual

Testing personnel must read through the test administration manual and be familiar with the online
support information about the online test management system, ADAM, and the online testing platform,
TestNav. Refer to the following resources as you continue to prepare for administering the assessment:

e Utah Aspire Plus Spring 2024 Test Administration Manual,
e  ADAM Online Support, and
e TestNav 8 Online Support

Suspected or documented irregularities must be reported to USBE, and all testing personnel must
cooperate with the requests of USBE. Response to any requests from USBE must be made in a timely
manner.

Eligibility of Students for Utah Aspire Plus
Ensure that all students are appropriately registered in the school’s student information system (SIS), and
that these data are accurately represented in ADAM.

e Verify proper test assignments.

e Compile documentation concerning unique student circumstances that affect testing.

e Check that all students who are expected to test are assigned to the assessment.
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Administration Schedule

Utah Aspire Plus will be administered within the testing window of March 4—May 10, 2024. For
guestions on the administration schedule you may contact Aliese Fry at aliese.fry@school.utah.gov or
Kim Rathke at kim.rathke@schools.utah.gov.

The LEA Assessment Director is responsible for ensuring that each student has an appropriate opportunity
to demonstrate knowledge, skills, and abilities related to Utah Aspire Plus-assessed courses. This ensures
that each student has a standardized (similar and fair) testing experience.

Each LEA is responsible for determining school testing schedules. Utah Aspire Plus may be administered
as a complete test battery with all tests administered in one sitting, similar to the ACT, or it may be
administered on a subject-by-subject basis. Subject tests do not have to be administered in the order
specified in the Test Times table below. For example, a school may choose to administer English tests,
and then mathematics tests prior to reading and science. Subject tests may not be divided into multiple
sessions. Once a subject test session begins, the subject test must be completed within that sitting. The
Test Times table outlines testing times for each Utah Aspire Plus assessment.

Test Times
English One session 45 minutes
Reading One session 75 minutes
Mathematics One session 75 minutes
Science One session 60 minutes

Extra Testing Time

Students whose IEP, 504, or English Learner plan specifies an accommodation for extended time may
use extended time accommodations on Utah Aspire Plus as appropriate. Extended time must be
selected by the school or LEA Assessment Director in the student’s Personal Needs Profile (PNP) by
selecting the appropriate time extension in the Extra Time dropdown box(es). Directions on updating
Accommodations for extra time can be found on page 65.

If extra time has been designated for the student (time and a half, double time, or triple time), the test
will stop when the extended time runs out, as it does for standard timing. Timing is also built in for
students with accommodations for stop-the-clock breaks or securely extended sessions over multiple
days who are using the default English text-to-speech form or the Spanish adaptive form. Timing must
be locally managed for students using the screen reader form or the other assistive technology form.

For Utah Aspire Plus, students with extended time or stop-the-clock accommodations must be tested
in an appropriate setting to minimize disruption for all students. If students with various combinations
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of timing accommodations are tested in the same room as students without extended time
accommodations, or if students with time and a half- or double-time accommodations are tested in
the same room (or any other timing accommodation combination), then there will likely be testing
disruptions that would not provide an appropriate testing setting for all students.
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Test Staff Roles and Responsibilities
Selecting Testing Staff

The school testing administrator is responsible for selecting testing staff.

Who May Act as Testing Staff

Current faculty members, school administrative or clerical employees, student teachers, or
paraprofessionals may be selected as teachers and proctors. Retired faculty members and substitute
teachers may be selected as proctors if they receive proper training in administration of Utah Aspire Plus
and complete required testing ethics training. The LEA must ensure that testing staff are trustworthy
and have been trained in test administration of Utah Aspire Plus, test security, and have completed
required testing ethics training.

Who May Not Act as Testing Staff

Volunteers and high school students may not act as testing staff.

Relatives

If a relative (spouse, sibling, child, stepchild, niece, nephew,) or person under your guardianship is
testing at your site, you must abide by the following guidelines.

e All supervisory responsibilities must be delegated to qualified personnel on the day in which the
student is testing.

e You may not access secure test materials prior to the test day, and you may not access the
student’s test materials prior to, during, or after testing.
e You may not serve as a teacher or proctor in the test room in which the student is testing.

12



Staff Roles

Create user accounts in ADAM

Create district level users in ADAM

Ensure technical readiness for LEA

Work with technical coordinator to prepare all
testing devices

Coordinate accommodation assignments

AN

Oversee test session management (e.g.,
including preparing and starting sessions, and
printing student test tickets)

AN TN AN EERNAN

Coordinate issue resolution

Ensure testing personnel abide by the testing
policies and procedures

ANIAN

Complete post-test activities in ADAM

\

AN NN

Apply accountability (participation) codes to
student tests

AN

Ensure testing devices meet all requirements for
online testing

Install necessary software, including TestNav

Prepare administrator and student testing devices

Troubleshoot technical issues during the test
administration window

Communicate with testing administrator about
the status of any technical issues

Assist with proctor group creation if needed, as
directed by District Testing Administrator

AN NI NI N RN AN

Download and print any necessary
accommodated assessments (standard paper,
large print, Braille, human reader companion
books)

AN

Print and distribute student testing tickets

Help distribute and collect student testing tickets

Help students log in to TestNav, as necessary

Monitor testing progress and student testing
behavior

Ensure students correctly log out of TestNav

N IRNENERNAN

N IRNENERNAN
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More detailed information regarding staff roles is listed below.

LEA Assessment Director

District testing administrators are responsible for coordinating test operations within their LEA. District
testing administrators create user accounts for all district level users and school-level users. District
testing administrators are responsible for the following tasks:

e Create user accounts for district level users and school administrators in ADAM Site.
e Ensure technical readiness for LEA.

District Level User

District level users are responsible for coordinating test operations within their LEA. District level users
create user accounts for all school-level users. District level users are responsible for the following tasks:

e Create user accounts for school administrators in ADAM Site.
e Ensure technical readiness for LEA.

School Testing Administrator Responsibilities

School testing administrators are responsible for coordinating test operations. School testing
administrators oversee accommodations assignments, session management, create user accounts for
teachers, school technical coordinators, and proctors. Administrators can access on-demand reports.
School testing administrators are responsible for the following tasks:

e Assist LEA Assessment Director with creating school-level user accounts in ADAM.
o  Work with technical coordinator to prepare all testing devices.

e Coordinate accommodations assignments

e Oversee test session management.

e Coordinate issue resolution

e Ensure testing personnel abide by the testing policies and procedures.

Complete post-test activities in ADAM

Technical Coordinator Responsibilities

Technology staff are responsible for setting up the testing infrastructure for online testing, including
setting up testing devices and installing and configuring testing software. Technical coordinators are
responsible for the following tasks:

e Ensure testing devices meet all requirements for online testing.

e Install necessary software, including TestNav.

e Prepare administrator and student testing devices.

e Troubleshoot technical issues during the test administration window.

e Communicate with testing administrator about the status of any technical issues.
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Teacher Responsibilities

The teacher is a role which could be responsible for testing activities within a testing room. Teachers can
access on-demand reports. Teachers along with proctors are responsible for the following tasks:

e Download and print any necessary accommodated assessments (standard paper, large print,
Braille, human reader companion books)

e Print and distribute student testing tickets.

e Help students log in to TestNav, as necessary.

e Perform proctoring management activities during testing.

e Monitor testing progress and student testing behaviors.

e Ensure students correctly log out of TestNav.

e Complete Post-test activities.

Teacher/Proctor Responsibilities

Teachers and proctors are responsible for testing activities within a testing room and must be in the
room for the entire test session. Proctors and teachers are responsible for the following tasks:

o Help distribute and collect student testing tickets.

e Help students log in to TestNav, as necessary.

e Perform proctoring management activities (e.g., including approving students into proctor
groups and printing student testing tickets).

e Monitor testing progress and student testing behavior.

e Ensure students correctly log out of TestNav.
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Preparing for Testing
ADAM and TestNav

e ADAM is the online management system that allows districts to manage student data and test
data.

Log into ADAM (LEA Assessment Directors, School Administrators)

e ADAM is the system used to perform different tasks to prepare for and administer the Utah
Aspire Plus Summative assessment.

1. Login onthe ADAM home page (Itr.adamexam.com)

ARAM

Assassment Delivery and Management

Biake aTest

B Proctor aTest

2. Enter your username and password (received via email)

3. Once you’'ve successfully logged in, you should see “UTAH” and your name in the upper
right-hand corner.

NOTE: Once logged in to ADAM you will see ADAM Bulletin Board.
From here you can navigate to Test Management to work with tests, to Rostering to
view students, classes and accommodations or Reporting.

Aspire

= Home

Welcome to ADAM

Wil Reporting
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e TestNav is the online testing environment used by students to complete their assessments. For
questions or if you require support information, you can visit the TestNav 8 Online Support site.
TestNav SetUpand UseTestNav  Troubleshooting  Recently Updated

5 \
{ ot

Set up and Use TestNav Troubleshooting Technical Bulletins

Requirements and Guidelines Expected Behaviors TestNav - Review and Prepare for 202223
School Year

Technical Requirements
Schools must ensure that the technical requirements for ADAM and TestNav are met for the computers
that you will use for testing. Information about requirements can be found at the following locations:

e ADAM
e TestNav

Remote Testing Technical Requirements
Remote testing will follow the same technical requirements as stated above with the exception of
LinuxOS not being supported for remote testing.

All Chromebooks used by students, whether onsite or remote, must be managed devices to take Utah
Aspire Plus. Prior to testing, ensure students testing remotely run the App Check in TestNav to make
sure their device meets technical requirements. It is highly recommended that students complete the
App Check prior the summative test day to minimize technical issues on the day of testing. Have
students follow these steps to run App Check.

1. Open TestNav
2. |If this is the first time a student has used TestNav, Select Utah from the list of states.

Where do you want to go?

MAC I 8 Adizona K Minnesota
PreAcr Secure B Colorado §  NewJersey
.ACI" Aspire L Delaware B North Dakota

A DAM 9  District of Columbia = Puerto Rico
[ </ 104
aimsweb 4 llinois B Rhode Island
PLUS = -
s aimsweb - o - Tennessee
' BEUS Y™
‘@ BIE -  Kentucky B uan
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3. Once they’re on the login screen, in the User dropdown in the upper right-hand corner of the

Utah

4. Click the Run App Check and Run Network Check buttons to conduct the checks. (No
Configuration Identifier is needed to run the app check.)

= Testhav

TestNav tSignedin. &~

Back to Sign In

App Check

Preparation for Online Testing
Prior to the online test administration, schools must complete the following procedures.

Create or Confirm LEA and School Staff User Accounts (LEA Assessment Directors, District Level
User, School Administrators)
o Each school must ensure that current staff members have appropriate user accounts in
ADAM. Each user should have a unique username and password. User accounts are role
based.
o Forinstructions on creating user accounts, use the following steps in ADAM:
1. Use the side bar options on the home screen to navigate to Rostering > Users.

18



Aspire

= Home

4% Home

@ system Welcome to ADAM

dations settings, and accountability codes

il Reporting

2. To create the user account, select Create New in the upper right-hand corner of the
User Config screen.

User Config (2415)

esults 1018 1
Name v
O~ ¢ lasthName First Name identifier Rale Classes Grades orgs Lastlogin  Actions
Hul heem Ibraheem Hull_Admin i 1 Golden Ook Grommar Sche [ S8
org v
Bradiord Pippa.Bradford _Admin Nane e MNever HEe

3. Fill out the details in the required fields. It is recommended that Identifier, Sourced
ID, Username and User Email all be the same. You don’t need to Set Password. Users

will receive an email for password creation by checking Send Welcome Email(s). Select
Save at the bottom.

User Setup
User Setup

First Name

Last Name
Grades

Sourced D

o P

send Welcome Email(s)
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For instructions on managing user accounts (e.g., updating username and email address,
updating org scope, removing inactive users), use the following steps in ADAM:

1. Use the side bar options on the home screen to navigate to Rostering > Users.

Py

PV

= Home

Welcome to ADAM

& Test Management

W Rostering nage student test registrations, accommodations settings, and accountability codes

Manage classroom groupings and other groups

orgs

nage administrations
ind monitor online testing

Courses

Classes

Testing Times:
il Reporting glish ~ 45 minutes
ding - 75 minutes

* Mathe ics — 75 minutes.

* Science - 60 minutes

2. Use the filter options (e.g. Name, Org and Role) on the Use.l; b(l.;onfig screen to search
for existing users.

User Config (2415)

Clear Search
Results
Name v
(mhd Last Name First Name Identifier Role
O Hull Ibraheem Ibraheem Hull _Admin School Admin
Org v
v O Bradford Pippa Pippa.Bradford _Admin Schoal Admin
Role v ] Meyers Levi LeviMeyers_Admin School Admin
School Admin XV .
] Dennis Inayah Inayah.Dennis_Admin School Admin
User Status ~
O Cummings Ana Ana.Cummings_Admin School Admin
v
] Barnes Jozmine JozmineBarnes_Admin School Admin
Accommeodation v
v O Dotson Kristen Kristen.Dotson_Admin School Admin
Unrostered O Levine Juan Juanlevine_Admin School Admin
O show Unrostered
] Sears Ameera Ameera.Sears_Admin School Admin
Sourced ID v
O Villarreal Ehsan Ehsan.Villarreal_Admin School Admin
— [P ot o O T R T N R N RN N

3. Select the Edit option next to the user you would like to manage.

Results 1to 15 (15)
[mid Last Name First Name Identifier Role Classes Grades orgs Last Login Actions
O Hull Ibraheern Ibraheem Hull_Admin School Admin None Golden Oak Grammar School Never
(] Bradtford Pippa Pippa.Bradford_Admin school Admin None Little Valley Elementary Never @ 74}
m} Mevers Levi LeviMevers Admin School Admin None Westbriade Elermnentary Newer T
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Devices and Infrastructure Trial (LEA Assessment Directors, District Level Users, School
Administrators)
e Ensure that each device students will use is able to support Utah Aspire Plus testing.
o Check local configuration, including bandwidth.
o Ensure that the up-to-date TestNav app is downloaded onto your students’ computers.
The app can be found on the TestNav Downloads site.
o You can find information about system requirements on the TestNav System

Requirements site.
o Ensure that keyboards and headphones are in working order.

Contact the Pearson Help Desk at 877-227-5009 or use the online support form with any
technical questions.

e Run the Infrastructure Trial on each computer or device prior to testing.
The Infrastructure Trial simulates the loading and processing that occurs in an
operational test administration to make sure the student devices and school internet
systems work as required. Common problems that prevent successful test
administration include interference with firewalls, content filters, and anti-virus
software Additional information on running an Infrastructure Trial can be found in the
Infrastructure Trial Guide.

e Find information about site readiness and the Infrastructure Trial Guide on the Utah Aspire Plus

Resource Center under Technology Setup.

s Home Techncogy Setwp  Administation

esources  Traning  Practice Tests

Technology Setup

Technology Resources

nnology Guidelines v User Guides v

Additional Materials Needed for Test Administration (LEA Assessment Directors, District
Level Users, School Administrators)

The following test materials are downloaded from ADAM or provided by the school. These materials
should be gathered and prepared prior to the testing day.

Student Testing tickets

Student testing tickets contain the student’s last name, SSID (State Student Identifier) and
depending on how you set up your proctor group, the test code each student will use to log
in to their assessment. In ADAM, you will see these referred to as Cards. These must be
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handled in a secure manner and should be stored securely before use and returned to the
school test administrator after testing. Separate student testing tickets are needed for each
subject. Note: For students using a scribe to enter responses, even though the testing
tickets are primarily utilized by students for online testing, they should still be printed for
the use of teachers to input answers in TestNav for students testing on paper.

Student testing tickets should be printed prior to the administration of the assessment.
Student testing tickets are available to print from the Test Management menu in ADAM at

Test Management > Administrations.

1. From the home page, use the menu to navigate to Test Management >

Administrations.

e

= Home
£ Home

@ System

Welcomre to ADAM

& Test Management
Use the Rostering tasks to:

Field Sets = Manage user accounts

« Manage student test registrations, accommodations settings, and accountability codes

Program
Configuration

« Manage classroom groupings and other groups

Use the Test Management tasks to:
« Manage administrations
« Manage and monitor online testing

Tests

Administrations

Practice Tests

Use the Reporting tasks to:
« Access Student Reports
Testing Times.

& Test Publishing

Orgs to Test

Toet th Orae

2. On the Administrations screen you’ll see your Administration Card. Select Print Cards.

Demo ELA Gr 9 «~

& 1/07/23-12/31/23

3 O 0 STUDENTS
Q view EExport] & Print Cards

Test: Demo ELAGr8  Organization Utah Customer

Sessions

4 0
COMPLETE IN PROGRESS

3. You can select various formatting options
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PROCTOR GROUPS

& Export & Print Card

296
NOT STARTED



w

e}

Sequential  Stacked

. .
2 B 2 O

a. Layout - Select 2 by 4, 3 by 6, or 1 per page.
b. Toggle title pages for each proctor group - Select whether to include title pages
for each proctor group. This prints a roster for the proctor.

c. Toggle borders - Select whether to include dashed borders (guides for cutting
the testing tickets).

d. Toggle borders - Select whether to include dashed borders (guides for cutting
the testing tickets).

e. Choose Proctor Groups - Select the proctor groups you want to print.

4. Select the Print button

Layout Grouping @ I
ayou =fouping Choose Proctor Groups

]

L
L=}
L]

Sequential  Stacked

2. View Student Roster

Student rosters list all the students in your organization. Student rosters should be used to
confirm all your students have been loaded into ADAM. The student roster allows you to
manage your student’s accommodations, and administrations.

Student rosters need to be verified prior to the administration of the assessment to assist
teachers or proctors with verifying testing eligibility status of students with whom they may
be unfamiliar. Student rosters are available to view in ADAM under Rostering. To view your
roster, follow these steps.

1. From the home page, go to Rostering > Users.
Y

= Home

A Home

Welcome to ADAM

2. Inthe User Config filter options, select your Org from the dropdown box.
3. Select Student from the Role dropdown box.
4. To narrow your search, you can apply additional filters.
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User Config (2415)
Clear Search rosuits To20(
Name v
[1~ ¢ Last Name 4 First Name 4 Identifier 4 Role 4 Classes 4 Grades 4 Orgs
i Sutton Arianna 100000867 Student 02 Little Valley Elementary
org v
Little Valley Elementary XV u Hunt Jose 100000900 Student 02 Little Valley Elementary
Class v i Berg Elias 100000817 Student o Little Valley Elementary
None XV
i Ballard Anaya 100000858 Student o Little Valley Elementary
Role v
i White Edwin 100000829 Student o Little Valley Elementary
Student XV
i Henderson Kiera 100000862 Student o Little Valley Elementary
Grade v
v i Roberson Taylor 100000901 Student 02 Little Valley Elementary
Course v i Burch Kaylum 100000874 Student 02 Little Valley Elementary
v i Clay Keyaan 100000856 Student o Little Valley Elementary
User Status ~ .
i Cordova Marion 100000886 Student 02 Little Valley Elementary
v
i Armstrong Yash 100000883 Student 02 Little Valley Elementary

Accommodation
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Preparation for Paper Testing
Materials You Receive from Pearson

Paper test materials must be ordered during the Accommodation Material Order window from February
12 to May 26, 2024. Return shipping materials may be ordered until May 15, 2024.

Additional Orders (LEA Assessment Directors, District Level Users, School Administrators)
To place an additional order in ADAM,

1. Navigate to Orders and select Manage Orders.

£ Home

% System

& Test Management
@ Rostering

Wil Reporting

.1 Orders

Manage Orders

Shipment Tracking

Reports

2. From the Manage Orders page, select the Create Order button.

Manage Orders tome  Manago Ordol ISTRCReT LY
Order Status:  All ~ 1to2(2) -
Order Number Order Name Type Administration Code District school UpdatedBy 3 Updated On Status  Updates
Qll-1701731130 New Order Additional  Test Description 2 LeMarsOl-DST  LeMarsOI-0ISCHL LEMARS ~ MZD Admin 12/04/2023 0505PM  Ordered
all-1701730226 7thGradeKits  Additional  Test Description 2 LeMarsOI-DST  LeMarsOl-0ISCHL LEMARS  MZD Admin 12/04/20230455PM  Ordered
L]

3. Complete the required fields and click on the Go to Order Items button to select the
necessary items.
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Create Order

@ orcer details

Draft Order
Ordor Name*

Kits for Grade 9

Admin Code®

Test Description 2

Ship To District”

LeMars0l-DST

Ship To School

2. Order tems

Ship To Contact
Laura Davis

7125551212

laura davis@noemail.moc

Ship To Address
12 Main St
LeMars

1A 50010

Ordorad By

3 Confirm Order

Marty School-Admin
LeMars01-01SCHL LEMARS

Date Nooded*

0O V312024

Roason For Ordor*
Students requiing braille

4. Enter the quantities you would like for the items you’re ordering. Once you have made
your selections click on the Go to Confirm Order button.

Create Order

‘ Order Details e Order ltems 3 Confirm Order
Draft Order

Search Distributions Orders Type

braille UTAH SUMMATIVE SPRING 24 AO v Additional

¢ Item Number ¢ Item Description ¢ Quantity

uT00002956 BRAILLE UEB TECH KIT, GRADE 9
UT00002957 BRAILLE UEB TECH KIT, GRADE 10

uT00002858 BRAILLE UEB NEM KIT, GRADE 9

UT00002859 BRAILLE UEB NEM KIT, GRADE 10

Back to Order Details

26



5. If the details on the Create Order screen look accurate, click the Confirm Order button.

Create Order

@ order Details © Ordertems © confirm Order

Draft Order

Order Name. Ship Yo Contact Ordered By [ Edit Details
Kits for 8th grade Laura Davis Marty School-Admin

Order Type 7125551212

Additional laura.davis@noemail.moc POt Needed

e Goda 01/31/2024

Test Description 2 Shipping Address
Ship To District 12 Main St
LeMars01-DST LeMars

Roason For Ordor 1A 50010
students need braille

[ Edititems

Item Number Item Description Quantity

UT00002956 BRAILLE UEB TECH KIT, GRADE 9 2

Back to Order Items Cancel I Confirm Order I

Allowed Materials for Testing (Online and Paper)
o Headphones
Text-to-speech is a built-in TestNav support that is available to all students. Students will
need headphones to listen to text-to-speech. Students should be provided with
headphones — Bluetooth headphones are not permitted as they interfere with the
testing platform.
= Students can use text-to-speech to listen to stimuli or test items.
= Students with the appropriate accommodation can use screen reader assistive
technology to listen to information onscreen. The screen reader technology
provides additional support not available with text-to-speech.
School test administrators should determine the number of headphones needed prior
to testing.
o Scratch and/or graph paper (blank) and pencil
Students should be provided with blank scratch paper (the back of the student’s testing
ticket can also be used as scratch paper) and a pencil prior to the start of a test session.
Any student-provided paper must be checked prior to starting a test session to make
sure that it is blank. The scratch paper becomes part of the secure testing materials.
Students may not take their scratch paper with them. The teacher or proctor should
always collect scratch paper at the end of every session. After the testing window has
closed, the school test administrator must ensure that all scratch paper is destroyed.
o Calculators as appropriate according to Utah Aspire Plus policy
Mathematics: Calculator allowed on all items
= A Desmos graphing calculator and Tl graphing calculator are available onscreen
within TestNav.
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=  Students may also provide their own calculator or use a classroom calculator
that was used during classroom instruction (e.g., graphing calculator).
Permissible calculators include 4-function, scientific, or graphing calculators.

e Calculators with internet capabilities, cell phone or smart watch
calculators, and calculators with built-in or downloaded computer
algebra system functionality are NOT allowed during testing. A list of
prohibited calculators can be found in the Calculator Policy.

e TI-84, TI-84 plus, and the Sharp EL 9600 are allowed.

e Calculators with programs or documents must have programs and
documents removed, tape must be removed from calculators with
paper tape, sound must be turned off on all calculators, power cords
must be removed, and infrared data ports must be completely covered.

Science: Calculator allowed on all items
= A Desmos scientific calculator and Tl scientific calculator are available onscreen
within TestNav.
= Students may also provide their own calculator or use a classroom calculator
that was used during classroom instruction (e.g., scientific calculator).
Permissible calculators include 4-function, scientific, or graphing calculators. A
list of prohibited calculators can be found in the Calculator Policy.

e Calculators with internet capabilities, cell phone or smart watch
calculators, and calculators with built-in or downloaded computer
algebra system functionality are NOT allowed during testing. A list of
prohibited calculators can be found in the Calculator Policy.

e TI-84, TI-84 plus, and the Sharp EL 9600 are allowed.

e Calculators with programs or documents must have programs and
documents removed, tape must be removed from calculators with
paper tape, sound must be turned off on all calculators, power cords
must be removed, and infrared data ports must be completely covered.

o Periodic Table for Science
= A periodic table is available within the Science online test. Students may select
the Exhibit button within TestNav to access it.
= The periodic table can also be downloaded from the USBE website. Please use
the periodic table throughout the year as appropriate, so that the students are
familiar with it prior to testing. The periodic table is located online here.

Security of Test Materials

The school test administrator must ensure that testing materials are always kept in a secure location.
They should be kept in locked storage, where they are protected from damage, theft, loss, or
unauthorized access. Secure materials include the following:

e Student testing tickets
e Used scratch paper
e Printed paper test materials
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ADAM Training and the Utah Aspire Plus Question Samplers (LEA Assessment Directors,
District Level Users, School Administrators, Teachers, Proctors)

Ensure that each teacher/proctor uses ADAM Training Administration:

e To learn the functionality of ADAM and understand teacher/proctor permissions within the site.
e To practice managing student information, creating, and managing proctor groups.

Ensure that students, teachers, proctors, and technology coordinators have reviewed the nonsecure
and/or secure Question Samplers to become familiar with the Utah Aspire Plus assessments. Using the
secure Question Samplers is mandatory for all students completing Utah Aspire Plus in a remote setting.
e Nonsecure Question Samplers are available here. These nonsecure Question Samplers allow
students to practice the following:

o Answering various item types

o Navigating in the interface and through the assessment

o Becoming familiar with the accessibility tools

e Secure Question Sampler is available in ADAM Training administration. The secure Question
Sampler is the same as the nonsecure Question Samplers, but they allow schools to practice
setting up proctor groups and printing student testing tickets. This is mandatory for all schools
who are administering Utah Aspire Plus in a remote setting. Teachers and proctors will require
their District Administrator, District-level user, or School Administrator to supply proctor cards
with their test code and proctor password to administer the Secure Question Sampler. They will
require this information prior to administering Question Samplers.

o Schools will need have their students loaded through the API for the Training
administration and can create proctor groups within the Training administration to
conduct the secure Question Sampler. Use the steps below to find the Training
administration and create training proctor groups for the secure Question Sampler.

1. From ADAM home screen, navigate to Test Management and select Training

Administrations.
Y

Aspire

A Home
% System

= Test Management

Administrations
Training
Administrations

B Rostering

il Reporting

& Operations

il Orders
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3. You'll notice the training administrations will appear on the screen for your Question
Samplers. Notice the Training icon in purple.

ELA Gr 9 Fall ~ .

& 12/06/23 - 01/31/24 -I

54 STUDENTS PROCTOR GROUPS

Q view EExport & PrintCards Q view & Export 8 Print Card
Test: Demo ELA Gr 9  Organization Pearson State

Sessions

0 0 54
COMPLETE IN PROGRESS NOT STARTED

Once you have navigated to your Training administration, you can either administer
your Question Sampler, or practice creating proctor groups for administration of the
Question Sampler. Pre-creation of proctor groups is not required to administer tests.
Please follow the steps below to administer both methods.

Administer Secure Question Sampler Without Pre-Creating Proctor Group
1. From the Administration screen, make sure to filter to your Training administration. Ensure
you’re on the Training Administration Card. It will appear with a purple banner.

ELA Gr 9 Fall ~ oM

wnpstz- oaos

54 STUDENTS PROCTOR GROUPS

Qview EExport 8 Print Cards Qview & Export 8 Print Card
Test: Demo ELA Gr9  Organization Pearson State

Sessions

COMPLETE IN PROGRESS NOT STARTED

0 |u 54
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2. Click the View button under Students. These are the students that are eligible to take the secure
Question Sampler

ELA Gr 9 Fall ~ m

& ofotzs -

54 STUDENTS PROCTOR GROUPS

X Export B Print Cards Q view & Export 8 Print Card

Test: Demo ELA Gr 9 Organization Pearson State

Sessions

o 0 54
COMPLETE IN PROGRESS NOT STARTED

3. Go back to the Administration Card. Click Print Cards to view your student’s printed testing
ticket they will use to login to the secure Question Sampler.

ELA Gr 9 Fall » -
i 12/06/23 - 01/31/24 TRAINING ACTIVE
54 STUDENTS PROCTOR GROUPS

Qview XExport |8 Print Cards Q view X Export 8 Print Card

Test: Demo ELA Gr 9 Organization Pearson State

Sessions

o 0 54
COMPLETE IN PROGRESS NOT STARTED

4. On the Print Cards screen, you can pick your layout to print for the testing tickets for students.
Click the Print button.

Layout Grouping @ Choose Proctor Groups @
] = Sequential  Stacked

Douglas Alexander Daniella Andrews

Alexander Andrews

100001925

Martin Archer Shawn Arroyo
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For more details on printing Student Testing tickets, refer to the Print Student Testing Tickets
section.

To proctor the Question Sampler, you will need the Test Code and the Proctor Password. Go
back to the Administration Card. Click Print Card under Proctor Groups.

ELA Gr 9 Fall » -
& afo0/20- 02
54 STUDENTS PROCTOR GROUPS

Qview AExport B Print Cards Qview & Export |8 Print Card

Test: Demo ELA Gr 8 Organization Pearson State

Sessions

o 0 54
COMPLETE IN PROGRESS NOT STARTED

On the Print Cards screen, you can pick your layout to print for the card for the proctor. Click the
Print button.

Proctor Group Creation Login
ELA Gr © Fall

Test Code Proctor Password

To login or have your proctor login to ADAM follow the instructions in the Proctor Login section.
To administer your Question Sampler, follow the instruction in the Starting the Test
Administration.

Administer Secure Question Sampler with a Pre-Created Proctor Group

The process to administer a secure Question Sampler is very similar to the process above, except a new
proctor group will need to be created prior to the administration. Follow these steps to administer with
a pre-created proctor group.
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1. From ADAM home screen, navigate to Test Management and select Administrations.
AN

Aspire

‘ % Home
@ System

& Test Management

Administrations

E Rostering
il Reporting

il Orders

2. From the Administration screen, make sure to filter to your Training administration. Ensure

you’re on the Training Administration Card. It will appear with a purple banner

ELA Gr 9 Fall ~

§#12/06/23-01/31/24

TRAINING ACTIVE

5 4 STUDENTS

Qview EExport 8 Print Cards Q View

PROCTOR GROUPS
& Export B Print Card
Test: Demo ELA Gr 9

Organization Pearson State

Sessions

o 0 54
COMPLETE IN PROGRESS NOT STARTED
3. Onthe Administration Card click the View button under Proctor Groups.

ELA Gr 9 Fall « .

@12/06/23- 01/31/24

TRAINING ACTIVE

54 STUDENTS PROCTOR GROUPS

Qview AExport & Print Cards X Export 8 Print Card

Test: Demo ELAGr9  Organization Pearson State

Sessions

o 0 54
COMPLETE IN PROGRESS NOT STARTED
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4. Click the Create Proctor Group button on the Proctor Group screen. You can find details on

creating proctor groups in the Creating a Proctor Group Prior to Testing section found on page
92.

Once your proctor group has been created, you can find instructions on logging into your
proctor group in our Proctor Login section.

Once logged in to your Proctor Dashboard, follow instructions on starting your Question
Sampler administration using instructions found in the Starting the Test Administration section.

Secure Question Samplers allow students to practice the following:

Answering various item types

Navigating in the interface and through the assessment
Becoming familiar with the accessibility tools

Alternate Mouse Pointer

Note: The alternate mouse point will only be available through the secure Question Samplers and
can be activated using ADAM. More information is available in the accommodations section of the
manual.

Zoom tool

Note: The zoom tool can be turned on in ADAM and will be activated once the student logs in to
their test. More information is available in the accommodations section of the manual.

Contact the Pearson Help Desk at 877-227-5009 or use the online support form with any technical
questions.
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Student Demographic Information
Verify that student demographic and accommodation information in ADAM is accurate.

e Student data is loaded into ADAM via Application Program Interface (API). APl is a daily transfer
of student information from the UTREx system. School personnel should update their UTREx
information as needed to ensure that the information loaded into ADAM via APl is correct. It
may take up to 48 hours for changes made in your Student Information System (SIS) to be
reflected in ADAM.

e Updates can be made in ADAM to indicate appropriate accommodations and test settings
through the Accommodations page in ADAM. Refer to the pages 57-77 in this manual.

e Refer to the Testing Accommodations section of this manual for additional information on
testing accommodations and testing tools on pages 48-80.
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Embedded Supports
Embedded supports may be made available to all students during testing. Some embedded supports are
built into or delivered through the online system. Others are locally arranged by the test administrator.

e Students should be provided opportunities to practice the use of these features in advance of
the assessment.

e Students may choose to use or disable embedded features based on individual preference.

e The most appropriate use of these embedded supports is to encourage students to use those
features that most closely align with the supports they use daily in the classroom setting to
promote continuity between instruction and assessment.

Teachers/proctors and school test administrators should pay special attention to locally administered
features to ensure they are prepared to make these features available to students during the
assessments.

Refer to the Enabling Instructions column of the following table for information on how to enable
each support feature.
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Feature

Embedded Features

Details

Delivered Via

Enabling Instructions

In Browser/App Zoom

Full Screen

Zoomed In

Which expressions are equivalent to 2%?
Select all that apply.

K, D50 w97
B. 2% . 2%
G. 92 a0t

D, 2! 2%

Students may zoom or enlarge content up
to 200% of the normal size of display
without losing any content.

To enlarge content in the TestNav Desktop
Application:

e InWindows
o Press Ctrl + to zoom in.
o Press Ctrl - to zoom out.

o Press Ctrl 0 to reset to default
zoom.

e InOS XorMacOS
o PressCmd +tozoomin.
o Press Cmd - to zoom out.

o Press Cmd 0 to reset to default
zoom.

e TestNav on Chrome OS
o Press Ctrl +to zoom in.
o Press Ctrl - to zoom out.

o Press Ctrl 0 to reset to default
zoom.

e TestNav on Android and iOS

o To zoom, use two fingers on the
screen and:

Online system

Embedded
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Feature

Embedded Features
Details
e Pinch out to zoom in.
e Pinchinto zoom out.

For students who require levels of
magnification beyond these options, please
refer to the Accommodations chart for
more options including other assistive
technology magnification software.

Delivered Via

Enabling Instructions

Zoom Tool This tool makes the words and images larger | Online System | Embedded
or smaller. Once the zoom tool percentage
Zoom =0 R has been set, it will stay on that level
throughout the student’s test.
Answer Eliminator This tool allows students to remove answer | Online system | Embedded

ro o omme na]=

Answar Eliminator ]

Item1 - Question with exactly five words

———
L

C. Answer 3 (incorrect)

D. Answer 4 (correct)

options they do not believe to be the
correct answer option.

The student activates the Answer
Eliminator tool by selecting the Answer
Eliminator icon on the toolbar.

When the Answer Eliminator tool is in use on
an item with multiple-choice options, a red X
appears and “crosses out” the selected
answer choice.

The student disables this feature by
selecting the Answer Eliminatoriconinthe
toolbar again.
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Feature
Calculator — Desmos Graphing

Graphing (Desmos Graphing)

Desmos Graphing Calculator x |

Science (Desmos Scientific)

Desmos Scientific Calculator x

©
I
5
5
~ |=i=
-]

Embedded Features

Details

Students can access the Desmos Calculators
within TestNav for the Mathematics and
Science assessments.

Students access the on-screen digital
calculator by selecting one of the Calculator
icons from the toolbar.

When the embedded calculator is not
appropriate for the student, or if the
student is taking the paper test, the
student may use an alternative approved
physical calculator.

Approved physical calculators are listed on the
ACT Calculator Policy
(http://www.act.org/content/dam/act/unsecur
ed/documents/ACT-calculator-policy.pdf).

Delivered Via

Online system or
Locally Provided

Enabling Instructions

Embedded
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Calculator — Tl Graphing
+ Texcas iNsTRUMENTS TI-84 Plus CE
MORMAL FLOAT AUTO REAL RADIAN MP n

TI-84 Plus CE
S.4.2.0010

RAM Cleared

o (1 st 12 Qforman 3 sole. 1 Rravle.
y=_ Qwindow l z00m | trace § araph
2nd | | mode | | del | o

E ‘ a
C

] o
math |

5| |

.
B R O
8

#p Texas INSTRUMENTS TI-30XS

MultiView

Students can access the Tl Calculators within
TestNav for the Mathematics and Science
assessments.

Students access the on-screen digital
calculator by selecting one of the Calculator
icons from the toolbar.

When the embedded calculator is not
appropriate for the student, or if the student
is taking the paper test, the student may use an
alternative approved physical calculator.

Approved physical calculators are listed on the
ACT Calculator Policy
(http://www.act.org/content/dam/act/unsecur
ed/documents/ACT-calculator-policy.pdf).

Online system or
Locally Provided

Embedded
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Bookmark items for review

[J Bookmark

This tool allows students to mark items they
will want to review during the assessment.

The student activates the bookmark tool by
selecting the Bookmark icon on the toolbar.
The student will then be prompted to review
the bookmarked items before leaving the
session or the test.

Online system

Embedded

Line Reader Mask

This tool supports students in reading text
content by masking surrounding content. To
access the tool, the student selects Show
Line Reader Mask in the user drop-down
menu.

The student can position this tool anywhere
on the screen and resize the tool.

The student can then raise and lower the tool
for eachline of text on-screen. The Line
Reader can be resized, and the size of the
reader window can be adjusted.

To disable the tool, the student can select
Hide Line Reader Maskinthe user
drop-down menu.

The Line Reader can also be used as a general
masking tool. The box can be resized by the
student to cover content on the screen.

The Line Reader Mask box color will change
depending on the color contrast option
selected.

Online system

Embedded
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Color Contrast This feature offers a range of high contrast Online system Embedded
Contrast Settings y foreground and background color settings and
a low contrast foreground and background
o Black on White (Default) color setting.
Black on Cream The student will be presented with the
Black on Light Blue default color setting. The student may
Black on Light Magenta change the color contrast option or disable
WA |\ iho on Black this feature during testing by selecting
Y | on Blue Contrast Settings in the user drop-down
B8 Gray on Green menu.
Answer Masking This feature masks all available options for Online system Embedded
Wt 3 e, 8 11796 shops 1 exinguiohi Youtee fe: multiple-choice and multiple-select items. The
2 student will uncover answer options when
: ready by selecting the eye icon next to each
= answer option. Students can turn on this
E s | g <:] feature by selecting Enable Answer Masking in
the user drop-down menu.
The student may disable this feature during
testing by selecting Disable Answer Masking in
the user drop-down menu.
Highlighter This tool allows the student to highlight a Online system Embedded
A word or group of words. The student has the

In the passage, the author makes the reader aware of certain facts that are
not revealed to Paris. How does this awareness create suspense for the
reader? 7

A. The reader knows that Paris will likely offend two of the goddesses
by judging their beauty.

B. The reader knows that Paris will likely be too fearful of the
goddesses’ wrath to choose a winner.

C. The reader knows that Paris will likely beg the goddesses’ mercy
and eventually be reunited with his birth family.

option to remove highlighting and select from
two highlight color options. The default colors for
the highlighter are pink and blue. Different colors
will be available when other contrast options are
selected.
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Keyboard Navigation

The student can navigate through the test
platform and interact with most features and
item content without the use of a mouse.
Some item types, such as graphing items, are
not fully keyboard operable.

Students who are fully reliant on a keyboard
should be identified to take the assistive
technology enabled test form, which will
only include keyboard operable items. Please
see instructions for enabling Assistive
Technology Screen Reader: (English audio +
orienting description) on page 57.

Online system

Embedded

Text-to-Speech — English

Spoet: Siow
Voior Femae =

f oo

The embedded text-to-speech option provides
the student with the option to hear pre-
generated text-to-speech content and to see
synchronized on-screen text highlighting.
Text-to-Speech will be provided for appropriate
assessment content.

The student access controls for the text-to-
speech player within a menu for the player.
Through this menu, the student can choose one
of three rates of speed. The student can also
change from the default female voice to an
optional male voice.

Students can use the Click to Hear button to
listen to a selected sentence or phrase.

Online system

Text-to-speech English is the default assigned
to all students. There are no steps needed to
enable student access to the embedded text-
to-speech support.
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Directions re-read (text-to- When using the text-to-speech feature, the Online system Embedded
speech) student may reread directions multiple times
by reselecting the play button.
Word-to-word dictionary For languages other than English, students may | Local arrangements | Test Assignment Steps

be provided a word-to-word dictionary in the
student’s native language.

NOTE: The following steps can be performed by
LEA Assessment Directors, District Level Users
and School Administrators.

1. Within ADAM, go to Rostering and
select Users.

2. Search for the student whose test you
need to edit.

o You can also use the filters to
locate your student.

3. Click the Editicon. [&

4. Select Accommodations from the
sidebar.

5. Select the individual subject(s) you
need to add for the Native Language
Word-to-Word Dictionary option.

6. Select Save.

Personalized visual notification of
remaining time

When students reach the first test item in the
assessment, a timer will appear on the screen.
The student has the option to show or hide the
timer during the assessment by clicking the
timer icon on their TestNav screen. Students
who have extra time set will see the additional
amount of time on their screen.

Online system

Embedded

Scratch Paper

Students will be supplied blank scratch paper
(i.e., either unlined, lined, or graph).

Local arrangements

No enabling required
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Students with visual impairments may also
use braille paper, raised line paper, bold line
paper, raised line graph paper, bold line
graph paper, or other assistive technology
tools that serve the purpose of scratch

paper.

Students are not required to write their
names on scratch paper and all scratch paper
must be collected by the teacher/proctor
after testing is complete.

School test administrators are responsible for
ensuring that scratch paper is securely
destroyed.

Line Reader

Students may be provided a physical straight
edge tool.

Local
arrangements

No enabling required
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Supervised breaks within each If the test is administered as a battery during Local No enabling required
day the same school day, students may be provided | arrangements
with supervised breaks in between each test
session. Once a test session begins, the session
needs to be completed during the allotted time
for that test.
Special seating/grouping Special or preferential seating or grouping may | Local No enabling required
be provided. arrangements
Location for movement Students may be moved to a location that Local No enabling required
provides space to move, stand, or pace during arrangements
testing provided that this location will not
create a distraction for others and that the
student cannot see other students’ work.
Separate/alternate location Students may be moved to a separate or Local No enabling required
alternate location. For example, a student arrangements
taking the large print or braille version of the
test may need to move to a different location in
the room or to another location which provides
a larger work surface.
Minimized distractions Students may require adjustments to minimize | Local No enabling required
distractions both inside and outside the testing | arrangements
locations. For example, position a student away
from windows, doors, walkways, pencil
sharpeners, or other distractions.
Food or medication for Students with a medical need can be provided Local No enabling required
individuals with medical need access to food or medication during testing as arrangements

appropriate.
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Administration and optimum Students requiring extended time should begin | Local No enabling required
time of day testing early in the school day to allow arrangements
sufficient time to complete the assessment.
Local arrangements can be made to determine
the most appropriate testing schedule for
students. For example, the assessment can be
administered as a battery or subject by subject.
Some students may benefit from an
administration schedule that aligns with times
of day they are less fatigued, such as early in
the school day or after a lunch break.
Special lighting Students may be provided special lighting Local No enabling required
(bright lights or dimmer lights) as needed. arrangements
Adaptive equipment/furniture Students may be provided access to adaptive Local No enabling required
equipment or furniture in the testing location. arrangements
Wheelchair accessible room Students who use a wheelchair should be Local No enabling required
tested in a wheelchair accessible room and arrangements

provided a work surface that is positioned
appropriately for the wheelchair.
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Accommodations

Most of Utah students in grades 9 and 10 will be able to access and participate in Utah Aspire Plus
assessments. To meet students’ special needs, assessment accommodations and supports are allowed in
specific situations to enable students to better demonstrate their knowledge.

These decisions apply to:

e English learners (ELs),
e Students with an Individualized Educational Plan (IEP), and
e Students with Section 504 plans.

Note that accommodations must be assigned to students prior to testing so the correct
accommodations and form is ready when testing starts. Please ensure special requests for materials
are ordered during the Additional Orders window (Feb. 12-May 26, 2024). Orders should be placed
two weeks prior to the student's testing date.

Accommodations are determined by an EL, IEP, or Section 504 team. Both federal and state laws require
that all students be administered assessments intended to hold schools accountable for the academic
performance of students. These laws include state statutes that regulate Utah’s Accountability Systems.
Utah Code requires an accountability system that includes students with disabilities and ELs (UCA 53E-5
(https://le.utah.gov/xcode/Title53E/Chapter5/53E-5.html)). Additional laws include the 2015
reauthorization of ESEA, the Every Student Succeeds Act (ESSA), and the Individuals with Disabilities
Education Improvement Act of 2004 (IDEA). For more information, please visit the USBE Special
Education Services Accommodations website and review the Utah Participation and Accommodations
Policy on the Accommodations tab.

Primary Lanqguage Translation Guidance

Determining Online Adaptive Translation Eligibility

The Adaptive Translation assessment accommodation is appropriate for students learning English if the
LEA language services team, in consultation with the student and parents, has determined the student

meets the following criteria. The adaptive translation qualifying criteria applies to all students learning

English:

Meets at least one of the following criteria:

e WIDA ACCESS Listening domain score of 2.5 or lower

e  WIDA ACCESS Reading domain score of 2.5 or lower

e  WIDA Screener Listening domain score of 2.5 or lower

e  WIDA Screener Reading domain score of 2.5 or lower

AND meets both of the following criteria:

e The student has been receiving classroom instructional support in the target language for
adaptive translation that allows the student to access the content that will be assessed;

e The student has proficient academic language, in the target language for adaptive translation,
reading and/or listening capabilities for their age/grade as indicated by the student and
parent/guardian if academic records are not available;

AND meets at least one of the following ESSA, Title |, Part A, Sec.1111(b)(2), criteria:

e The EL student has been in a US school(s) for 0-3 school years.
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e Adaptive translation is allowable during school years 0-3 in the United States. Adaptive language
translation is translation that may not be a word-for-word substitution. The translator can make
substitutions in the target language to ensure textual meaning and components are not lost, but
do not alter the construct of the assessment.

e For EL students that have been enrolled in a US school(s) for 3 or more consecutive school years,
an LEA is required to determine the appropriateness of the adaptive translation accommodation
on a case-by-case basis. Additional adaptive translation cannot exceed an additional 2
consecutive years for EL students who have been enrolled in a US school for 3 or more
consecutive years.

If the LEA language services team has designated this accommodation for a student for a language other
than English or Spanish, please submit a completed “Oral Translation Request” form to Kim Rathke at
kim.rathke@schools.utah.gov for approval. The form is not needed for Spanish because the adaptive
translation is embedded within the assessment platform. You can find the USBE Adaptive Translation
Request Form for Summative Assessment on the USBE Assessment and Accountability webpage.

How to Prepare for & Administer Online Test Translation for Lanqguages other than Spanish
Spanish adaptive translation is embedded within the system platform for the math, science, and reading
assessments. Students who meet the eligibility criteria for Online Test Translation Administration for
languages other than Spanish will receive this accommodation through the standard administration of
the online test with a LEA provided translator in a separate session with two adult proctors. It is
preferable that the translator is someone the student has worked with during classroom instruction,
including classroom assessment. The translator cannot be related to the student. Students requiring this
accommodation may also need extended time.

To ensure the test can be translated and administered appropriately, there are several tasks that need
to be completed prior to administration. The checklist on the following page is designed to help
personnel involved complete these tasks prior to administration.

Some Utah Aspire Plus accommodations require that students test in a one-on-one setting. For example,
human reader accommodations require a one-on-one testing environment. For questions regarding
accommodations, contact Jessica Wilhelm at jessica.wilhelm@schools.utah.gov.

Decisions regarding accommodations must be made by an EL, IEP, or Section 504 team and documented
in the student’s file. EL team members, IEP team members, and Section 504 team members must
actively engage in a planning process that addresses the assurance of the provision of accommodations
to facilitate student access to grade-level instruction and state assessments.

Individual teachers may not make decisions regarding assessment accommodations at the time of test
administration. These decisions must be made in advance by the appropriate team. It is imperative
that testing proctors are aware of the accommodations required for each student on the day of testing.
If a student does not have an accommodation that is required as determined by their team, please reach
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out to your Assessment Director or contact Jessica.wilhelm@schools.utah.gov. It is not appropriate to
knowingly allow a student to test without their outlined accommodations. If an error occurs, please stop
testing and contact your Assessment Director to determine the appropriate option, including ensuring
teams are notified, which includes parents.

Exceptional Accommodations Request: If an IEP, 504 or EL team has designated an accommodation
needed for a student to receive FAPE and that accommodation is not found in the accommodations
table on pages 57-77 or is not an accommodation typically used/allowed, please submit an “Exceptional
Accommodation Request” form to Jessica Wilhelm at jessica.wilhelm@schools.utah.gov prior to using
that accommodation on Utah Aspire Plus. You can find the “Exceptional Accommodations Request”
form on the USBE Special Education Assessment, Accessibility and Accommodations page under the
Accommodations tab-

To obtain detailed information about the official state policy for assessment accommodations, examine
the document entitled Utah Participation and Accommodations Policy found on the USBE Special
Education Assessment, Accessibility and Accommodations page under the Accommodations tab.

Personal Needs Profile (PNP)

The PNP is the student-level data that includes student demographic data, test registration information,
and information on selected accessibility features and/or accommodations that a student may use
during testing. Ensuring the accuracy of the PNP must be completed prior to the creation of test
sessions.

The accuracy of the PNP is important because it determines the test form that a student will take (e.g.,
assistive technology). Additionally, the PNP provides a record of certain accessibility features and
accommodations used by a student.

Students are imported into ADAM from UTREx. Once students have been added to ADAM, students
requiring an accommodation will need to have their accommodations assigned via the Accommodations
page in ADAM.
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Task

Status

USBE Adaptive Translation Request Form for Summative Assessment
has been submitted to USBE and approved.

Request the Standard Paper Form of the Reading Test 2-4 weeks prior to test administration from
Pearson

Two adult proctors/test administrators who are not related to the student have been assigned to
oversee the session

LEA provided translator who is not related to the student has been assigned to translate the
directions and content of the assessment

Both proctors and translator have completed required Testing Ethics Training. For information
regarding the Standard Test Administration and Testing Ethics Policy Training, please contact Kim
Rathke, kim.rathke@schools.utah.gov

Translator will translate the Standard Reading Paper Form reading passages in a secure setting
with a test administrator or school administrator present during translation. No electronic
translation of the form is allowed. The translated form must be kept in a secure location within the
school at all times.

Translated Reading test kept in a secure location within the school prior to test administration

Translator has reviewed and agreed to interpreter guidelines

The 201 — Accommodated accountability code has been applied for the student

In Accommodations settings, check boxes for all subjects or the subject(s) you require for the
translated test in the student’s primary language, or translated test directions in student’s primary
language

Extended Time should be applied in the Accommodations Settings to allow for translation time

Headphones are available for the translator to enable text-to-speech (TTS)

Appropriate and secure testing environment has been determined

Student, translator, and proctors complete a practice test immediately prior to the test
administration to ensure all accommodations have been set correctly and to allow the student to
practice with procedures and process needed for an adaptive translated assessment

Student testing ticket is provided so student can log in to TestNav for the translator

Translation of directions and tool types may be provided for the English assessment, but content,
including language/editing tasks cannot be translated

Translator can provide translation of directions, tool types, and content for math and science
assessments using text-to-speech

Translator can provide translation of directions, tool types, and items (without reading quotes
from the passage for the Utah Aspire Plus Reading assessment. The student will read the passages
from the translated paper form.
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Manually Assign Accommodations for a Student (LEA Assessment Directors, District Level Users,
School Administrators)

To manually update a student’s accommodations settings, use the following directions.

1. Loginto ADAM here: ADAM
2. Within ADAM, ensure UTAH and your name are in the top right corner of the home screen.
3. Using the menu on the left, go to Rostering and select Users.

Asp'\ig

PLUS

= Home
‘ 7% Home

2 System Welcome t

October 12,2023

&= Test Management

Use the Rostering tasks t
« Manage user accounts
* Manage student test re
+ Manage classroom gro

N ;A Rostering

Orgs
Use the Test Manageme
Courses + Manage administration
+ Manage and monitor o

t Closses Use the Reporting tasks
Users « Access Student Reporl
Testing Times
il Reporting - o

4. Using the search on the left-hand side, use the Name search box, ensure the Org drop down box

is correct and set the Role to Student for the student whose accommodations/PNP settings you
need to update.

User Config (gos) Home  Users [+YelNe YN

Clear Search

Results Ttol(l) o« o« -
Name v

o~ Last Name First Name Identifier Role Classes Grades orgs

Last Login Actions
Eden Weeks*

O Weeks Eden 100000118 Student 03 Deer Valley Elementary Never Zw
Org v

Deer Valley Elementary
Class v
None

Role v

Student

5. Click the Edit action on the right.

Results Ttol1(l)  « -

o- Last Name First Name Identifier Role Classes Grades orgs Last Login Actions

O Weeks Eden 10000018 Student 03 Deer Valley Elementary Never ||

NOTE: School-level users will see a button under Actions that says “Read Only.” They will still

have the ability to click the “Read Only” button and edit student accommodations.
Actions

B
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On the User Setup screen, select Accommodations on the left-hand side of the screen.

User Setup (

Information

Demographics

Weeks, Eden)

User Setup

Manage User Settings

Accommodations

* First Name

Eden

Classes

Administrations

* Last Name

Weeks

* Role

Student

6. Update the selections and then select Save.

User Setup (Farley, Owain)

rformation

referred Names

Home ~ Users ~ Edit

iemographics
Expand)/Colicpse Al Apply to All Apply to All English Reading Science Mathematics
ccommodations
s
leeses the Tactile Graphics ] > O [m] m] m]
accommodation
dministrations
Language
f selected, the student will have the corresponding Spanish v > Spanish v Spanish v Spanish v Spanish v
languoge accommodation
Large Print
f checked the studert will recsive Large Print [m] > (m] (m] [m] a
assessment delivery
Paper
f checked the student will receive Pape (m] > (] (m] m] (m]

Cancel

assessment delivery

Back to Users

NOTE: You may also select Apply to All then click the Apply to All button and accommodations will be
applied to all subject tests and accommodations or you can select your subjects individually.

Refer to the Accommodations chart on pages 57-77 in the “Accommodations” section of this manual for

information on how to

Assign Accommodations through a File Export and Import (LEA Assessment Directors, District

assign specific accommodations to a student.

Level Users, School Administrators)
To make PNP updates to all students within an organization using file export and import in ADAM, use
the following directions.
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Download the Student Accommodation Upload in ADAM

1. Loginto ADAM.
2. Within ADAM, ensure you see UTAH and your name in the upper right-hand corner.

3. Using the menu on the left, go to Rostering and select Users.

;Asp'\yjak
= Home
‘ 4% Home
o @ system : Welcome t
Posted on October 12, 2023

= Test Management
Use the Rostering tasks {
- . = Manage user accounts
& Rostering ’  Manage student test re
« Manage classroom gro

orgs
Use the Test Manageme
TS « Manage administration
T s Manage and monitor o
Gl Use the Reporting tasks
L = Access Student Report
Testing Times
il Reporting oonnT

Using the search on the left-hand side, ensure the Org drop down box is correct and set the Role to
Student for the students whose accommodations/PNP settings you need to update.

User Config (2415) Home = Users [+Telee N0
[Clear Search e , .
Results 11020 (805) « e 2 3 4
IName v
O~ Last Name First Name Identifier Role Classes Grades Orgs Last Login Actions
u} Gross Hasnain 100001293 Student 07 Crystal River Secondary School Never NEZ0
Org v
Billings School District XV ] Farley Owain 100001525 Student 08 Independence Secondary School Never NEW
Class v m] Walls Luisa 100000632 Student 03 Elk Creek Elementary Never NEZW
None XV
w] Gonzales Kane 100000392 Student 02 Westbrigde Elementary Never NEZW
Role v
m] Farrell Benedict 100001467 Student o7 Independence Secondary School Never NEFW
Student x v
m] Gonzalez Owais 100001332 Student 07 Crystal River Secondary School Never NEW

4. Select all the students you want to add accommodations for using the checkboxes, or you can
select all.

Results

0O+ Last Name First Name Identifier Role Classes Gt

505) Isnain 100001293 Student o7
B select Page vain 100001525 Student 08
@ peselect Page isa 100000632 Student 03
1 Deselect Al ne 100000392 Student 02
o runen oenedict 100001467 Student o7
o Gonzalez Owais 100001332 Student 07
(w] Simon Gavin 100002157 Student n
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5. Click the kebab menu (three stacked dots) in the upper right-hand corner and select Student

Accommodation Upload.
Home Users

(@ Export Selected Users

Results 1to 20 (8

5
o

& Student Accommodation Upload

A4 Last Name First Name Identifier Role Classes Grades orgs

& Send Welcome Email(s)

Gross Hasnain 100001293 Student 07 Crystal River Secondary Scho
& Send Password Reset Email(s)

= .‘ wai 0000152 Stu pendence Seconc e
/] Farley Owain 100001525 Student 08 Independence Secondary Sc « Enable Users
Walls Luisa 100000632 Student 03 Elk Creek Elementary X Disable Users
Gonzales Kane 100000382 Student 0z Westbrigde Elementary Newver *) I? ]EI

6. Follow the instruction on the screen and click the Click to download template button.

23. Scribe

24 Text to Speech

Click to download template

The file download is named using the Date. (e.g, Student
Accommodation 05_01_2021T14_04_58-05_00.csv)

Step 3: Upload the "Student Accommadation Upload file”

Upload the CSV file created in Step 2

7. Open the Students Accommodation Upload file using Sheets, Numbers, or Excel. There is a row
for each of the student’s test assignments. Place a “1” in the cell to enable the accommodation.
Place either a “0” or set the cell to blank to leave or turn off the accommodation.

M2 N fo || nNa
4 ] c D E F G H J K L M N )
1 Name identifier g p i P grades p Add Time Braille plus Tactile Graphics Human Signer - Complate Test Human Signer - Test Directions |
+2 htbrigde Elementary 100000323 Hendricks  Cody 1 Default NA NA INa NA !
3 stbrigde Elementary 100000323 Hendricks  Cody 1 English
4 stbrigde Elementary 100000323 Hendricks  Cody 1 Reading
5 stbrigde Elementary 100000323 Hendricks  Cody 1 Mathematics
6 stbrigde Elementary 100000323 Hendricks  Cody 1 science
\7 stbrigde Elementary 100000324 Willis Tamsin 1 Default NA NA NA NA '
8 stbrigde Elementary 100000324 Willis Tamsin 1 English
9 stbrigde Elementary 100000324 Willis Tamsin 1 Reading

NOTE: Ignore and do not change the “Default” rows in the spreadsheet.

8. If you require an accommodation on all subjects for your student, you will still need to place a
“1” in all subjects for that accommodation in addition to the “Apply to All” row on your

spreadsheet.
B C D E F G H | J K L M

argName identifier familyName givenName middleName preferredFamilyName preferredGivenName preferredMiddleName grades profileName Abacu Add Time - Double Time Al
Ik Creek Elementary 100000632 Walls Luisa 3 Apply to All 1
Ik Creek Elementary 100000632 Walls Luisa 3 English 1
Ik Creek Elementary 100000632 Walls Luisa 3 Reading 1
Ik Creek Elementary 100000632 Walls Luisa 3 Science 1
Ik Creek Elementary 100000632 Walls Luisa 3 Mathematics 1
“rystal River Secondary School 100001293 Gross Hasnain 7 Apply to All 1
“rystal River Secondary School 100001293 Gross Hasnain 7 English 1
“rystal River Secondary School 100001293 Gross Hasnain 7 Reading 1
“rystal River Secondary School 100001293 Gross Hasnain 7 science 1
“rystal River Secondary School 100001293 Gross Hasnain 7 Mathematics 1
ndependence Secondary School 100001525 Farley Owain 8 Apply to All 1
ndependence Secondary School 100001525 Farley Owain 8 English 1
ndependence Secondary School 100001525 Farley Owain 8 Reading 1
ndependence Secondary School 100001525 Farley Owain 8 Science 1
ndependence Secondary School 100001525 Farley Owain 8 Mathematics 1

9. Save the modified “Student Accommodation Upload” file as a .CSV (comma separated values) in
a location that you can find easily (e.g., your computer’s hard drive).
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10. Upload the “Student Accommodation Upload” file by dropping the modified file or browsing to
the location you saved your .CSV file.

Step 3: Upload the "Student Accommodation Upload file”
Upload the CSV file created in Step 2

Choose a file or drop it here... ‘ Browse ‘
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Accommodations

Accommodation Details Delivered Via Enabling Instructions
Assistive Technology A student who is blind or has a visual Online system Accommodations Assignment Steps
Screen Reader: (English impairment and relies on a screen reader or

NOTE: The following steps can be performed by LEA

audio + orienting screen reader with refreshable braille A Di District Level U d School
description) display to access content in the classroom sses'anent irectors, District Level Users and Schoo
setting can be provided with a form that has Administrators.
been enabled for use with assistive 1. Within ADAM, go to Rostering and select

technology. Students who take the screen
reader test may also be provided a full
braille test book.

Users.
2. Search for the student whose test you need to
edit using the Name filter and select the edit

TestNav supports the use of Job Access with option next to the student name. _ 74

Speech (JAWS), Non-Visual Desktop Access

(NVDA), VoiceOver, and ChromeVox as well 3. Select the Apply to All checkbox and click the
as a range of refreshable braille devices. Apply to All button or the subject(s) you
Students accessing content with a screen require for the Screen Reader section.

reader and refreshable braille device must
wear headphones or be tested in a separate
environment.

4. Select the Apply to All checkbox and click the
Apply to All button or the subject(s) you
require in the Braille plus Tactile Graphics

Students requiring this accommodation may ]
options.

also need extended time.
The online assistive technology test form 5. Select Save.
will not include a built-in timer. Timing for
this test must be locally managed in
accordance with the student’s IEP or 504
plan.

Remember to place an additional order for the braille
kit, which includes tactile graphics if needed.

If students are provided extended time (1.5
times, 2 times, or 3 times the standard time
for the assessment) this information should
still be indicated in ADAM even though the

timing of the assessment will be locally
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Accommodation

Accommodations

Details

Delivered Via

Enabling Instructions

administered. See extended time
instructions.

Speech to Text — Assistive
Technology Scribe

Students who have access to a
microphone and are provided access to
the Assistive Technology enabled form
will be permitted to speak responses.

Students using this accommodation must
be tested in a separate environment.

Students requiring this accommodation may
also need extended time.

If text-to-speech is required in addition to
other assistive technology, the student will
need to be provided a human reader and
must be tested individually in a separate
testing environment. Students requiring this
accommodation may also need extended
time.

The online assistive technology test form
will not include a built-in timer. Timing for
this test must be locally managed in
accordance with the student’s IEP or 504
plan.

This accommodation must be approved at
the state level. Follow the steps listed in the
Requesting a State Approved

Accommodation section below.

Online system
(with use of
assistive
technology)

Contact Jessica Wilhelm at the Utah State Board of
Education, jessica.wilhelm@schools.utah.gov to
confirm the assignment of this accommodation after
the request form has been approved.

NOTE: The following steps can be performed by LEA
Assessment Directors, District Level Users and School
Administrators.

Accommodations Assignment Steps

1. Within ADAM, go to Rostering and select
Users.

2. Search for the student whose test you need to
edit using the Name filter and select the edit
option next to the student name. _ @

3. Select the Apply to All checkbox and click the
Apply to All button or the subject(s) you
require for the Scribe check boxes.

4. Select Save.

A human reader companion book will need to be
ordered via the Additional Order system in ADAM.
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Accommodations

Accommodation Details Delivered Via Enabling Instructions
Other Assistive Students may use a range of assistive Online system Contact Jessica Wilhelm at the Utah State Board of
Technology technology hardware and software on test (with use of Education, jessica.wilhelm@schools.utah.gov to
forms enabled for use with assistive assistive confirm the assignment of this accommodation after
technology. technology) the request form has been approved.

This includes software and devices
compatible with TestNav and permitted for
use during a secure test, as well as those
used externally on a separate computer.

NOTE: The following steps can be performed by LEA
Assessment Directors, District Level Users and School
Administrators.

Assistive technology support includes Accommodations Assignment Steps
alternative input devices such as adaptive
keyboards and mice, switch devices,

magnification software, and other approved Users.
assistive technology hardware and software. 2. Search for the student whose test you need to

edit using the Name filter and select the edit
option next to the student name. /g

1. Within ADAM, go to Rostering and select

If text-to-speech is required in addition to
other assistive technology, the student will

need to be provided a human reader and 3. Select the Apply to All checkbox and click the
must be tested individually in a separate Apply to All button or the subject(s) you
testing environment. Students requiring this require in the Other Assistive Technology
accommodation may also need extended check boxes.

time. 4. Select Save.

The online assistive technology test form
will not include a built-in timer. Timing for
this test must be locally managed in
accordance with the student’s IEP or 504
plan.

A human reader companion book will need to be
ordered via the Additional Order system in ADAM.
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Accommodations

Accommodation Details Delivered Via Enabling Instructions

If students are provided extended time (1.5
times, 2 times, or 3 times the standard time
for the assessment) this information should
still be indicated in ADAM even though the
timing of the assessment will be locally
administered. See extended time
instructions.

This accommodation must be approved at
the state level. Follow the steps listed in the
Requesting a State Approved
Accommodation section below.

Paper Accommodation - A standard print (12-point font size) version Printed Accommodations Assignment Steps
Standard Print of the paper test will be created and materials
distributed to students who have been
identified as requiring a printed assessment
as an accommodation.

NOTE: The following steps can be performed by LEA
Assessment Directors, District Level Users and School
Administrators.

Students taking the paper tests can be 1. Within ADAM, go to Rostering and select
provided with the following supports that Users.
mirror the capabilities that are offered as 2. Search for the student whose test you need to
embedded features in the online system: edit using the Name filter and select the edit

e Blank paper to mask answer options option next to the student name. _ @

or portions of the test book
3. Select the Apply to All checkbox and click the

Apply to All button or the subject(s) you

e Highlighter to mark important require in the Paper check boxes.
content in passages or items

e Astraight-edge or line reader tool

4. Select Save.
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Accommodations

Accommodation Details Delivered Via Enabling Instructions
e Pencil to record responses or cross Remember to place an additional order for the
out (eliminate) choices Standard Print kit. The kit will include the human

reader companion book. Additional Orders must be
placed two weeks prior to student testing start time.
The Additional Order window is open from February

e Atimer to see remaining time-
provided locally

* Coloroverlays to adjust the 12 to May 26. Proctor will log into TestNav and
background (paper) color transcribe responses online.

e Post-it flags to “bookmark” items for
later review

e An approved physical calculator
from the ACT Calculator Policy
(Calculator Policy)

If students are provided extended time (1.5
times, 2 times, or 3 times the standard time
for the assessment) this information should
still be indicated in ADAM even though the
timing of the assessment will be locally
administered. See extended time
instructions.

Paper Accommodation - A large print (18-point font size) version of | Printed Accommodations Assignment Steps
Large Print the paper test will be created and materials
distributed to students who have been
identified as requiring a printed large-print
assessment as an accommodation.

NOTE: The following steps can be performed by LEA
Assessment Directors, District Level Users and School
Administrators.

Students taking the paper tests can be 1. Within ADAM, go to Rostering and select

provided with the following supports that Users.
mirror the capabilities that are offered as 2. Search for the student whose test you need to
embedded features in the online system: edit using the Name filter and select the edit

option next to the student name. _ @
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Accommodation

Accommodations

Details

Delivered Via

Enabling Instructions

e Blank paper to mask answer options
or portions of the test book

e Astraight-edge or line reader tool

e Highlighter to mark important
content in passages or items

e Pencil to record responses or cross
out (eliminate) choices

e Color overlays to adjust the
background (paper) color

e Post-it flags to “bookmark” items for
later review

e An approved physical calculator
from the ACT Calculator Policy
(Calculator Policy)

If students are provided extended time (1.5
times, 2 times, or 3 times the standard time
for the assessment) this information should
still be indicated in ADAM even though the
timing of the assessment will be locally
administered. See extended time
instructions.

Select the Apply to All checkbox and click the
Apply to All button or the subject(s) you
require in the Large Print check boxes.

Select Save.

(Remember to place an additional order for
the Large Print kit. The kit will include the
Large Print paper test and regular print in case
of transcription and the human reader
companion book. Additional Orders must be
placed two weeks prior to student testing start
time. The Additional Order window is open
from February 12 to May 26. Proctor will log
into TestNav and transcribe responses online.
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Accommodation

Accommodations

Details

Delivered Via

Enabling Instructions

time

teacher/proctor.

Braille + Tactile Graphics A braille version of the paper test will be Printed Accommodations Assignment Steps
E;ifii::? d(:riir flik::jtzg ::qslfil: ?negn;spv;/i:?e d materials NOTE: The fol{owing steps c'an be performed by LEA
braille assessment as an accommodation. Assessment Directors, District Level Users and School
For the reading and literacy assessments, Administrators.
students will receive a UEB Contracted 1. Within ADAM, go to Rostering and select
Braille format. For the Mathematics and Users.
Science Assessments, students can be 2. Search for the student whose test you need to
provided a UEB only format or a UEB with o ) )
Nemeth format. edit using the Name filter and select the edit
) ) ] option next to the student name. @
Where appl|cab.Ie, tact|le_graph|c 3. Select the Apply to All checkbox and click the
supplements will be provided. ]
Apply to All button or the subject(s) you
Students requiring this accommodation may require in the Braille plus Tactile Graphics
also need extended time. check boxes.
If students are provided extended time (1.5
times, 2 times, or 3 times the standard time 4. Select Save.
for the assessment) this information should Remember to place an additional order for the Braille
still be indicated in ADAM even though the kit. The kit will include the braille paper test and
timing of the assessment will be locally regular print in case of transcription and the human
administered. See extended time reader companion book. The Additional Order window
instructions. is open from February 12 to May 26. Proctor will log
into TestNav and transcribe responses online.
Personalized auditory Students may be provided an auditory Local Accommodations Assignment Steps
notification of remaining notification of the time remaining by the arrangements

NOTE: The following steps can be performed by LEA
Assessment Directors, District Level Users and School
Administrators.
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Accommodation

Accommodations

Details

Delivered Via

Enabling Instructions

4.

Within ADAM, go to Rostering and select
Users.

Search for the student whose test you need to
edit using the Name filter and select the edit
option next to the student name. /g

Select the Apply to All checkbox and click the
Apply to All button or the subject(s) you
require in the Personalized Auditory
Notification of Remaining Time check boxes.

Select Save.

Abacus

An abacus may be provided as a tactile form
of scratch paper for students who are blind
or have very low visual acuity.

Local
arrangements

Accommodations Assignment Steps

NOTE: The following steps can be performed by LEA
Assessment Directors, District Level Users and School
Administrators.

1.

Within ADAM, go to Rostering and select
Users.

Search for the student whose test you need to
edit using the Name filter and select the edit
option next to the student name. _ /g

Select the Apply to All checkbox and click the
Apply to All button or the subject(s) you
require in the Abacus check boxes.

Select Save.
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Accommodation

Accommodations

Details

Delivered Via

Enabling Instructions

Extra Time

Students may be provided extended time
to take the assessment. Extended time
options include 1.5 times, 2 times, or 3
times the standard time for the
assessment

If your student has extended time the
visual clock in their test will update to
the extended time accordingly.

Online System,

Local
Arrangements
for Paper
Testing,
Assistive
Technology
Testing, or
testing using a
locally provided
translator for a
language other
than Spanish

Accommodations Assignment Steps

NOTE: The following steps can be performed by LEA
Assessment Director, District Level Users r and School
Administrators.

1.

4.

Within ADAM, go to Rostering and select
Users.

Search for the student whose test you need to
edit using the Name filter and select the edit
option next to the student name. 4

Select the Apply to All checkbox and click the
Apply to All button or the subject(s) you
require or select options 1.5, 2 or 3 in the
dropdown boxes for the subject(s) you
require extra time for the Add Time boxes.

Select Save.

Stop-the-clock supervised
breaks

The test may be paused, stopping the
clock, and resumed by the teacher/proctor
to provide the student with supervised
breaks during the administration of an
assessment.

To stop the test for a break and then

resume the test in ADAM,

1. Direct the students to select Sign out
of TestNav from the user drop-down
menu within the online test.

2. An Exit Test pop-up screen will appear.

Online System
and Local
Arrangements
for Paper
Testing and
Assistive
Technology
Testing

Accommodations Assignment Steps

NOTE: The following steps can be performed by LEA
Assessment Directors, District Level Users and School
Administrators.

1.

Within ADAM, go to Rostering and select
Users.

Search for the student whose test you need to
edit using the Name filter and select the edit
option next to the student name. _ g
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Accommodations

Accommodation Details Delivered Via Enabling Instructions
Have students select Save and Return 3. Select the Apply to All checkbox and click the
Later. Apply to All button or the subject(s) you
3. When the break is over, follow require in the Stop-the-clock Supervised
directions for reseating a student in Breaks check boxes.
our Reseating a Student’s Session

- 4. Select Save.
section.

4, Once the student has been reseated,
the student can use the student testing
ticket to sign back into the test and
resume where he or she left off.

Students testing with stop the clock
supervised breaks should testin a
separate testing environment and may
need to test individually.

For students using the default TTS
English form, or the TTS Spanish form,
the timing will be kept by the system,
and each time the test is resumed, the
timing will pick up where it left off.
Students testing using a screen reader or
non-screen reader form will not have a
built-in timer. Timing will need to be
tracked and managed locally for those

students.
Breaks: securely extend Students may be provided extended time Online System Accommodations Assignment Steps
session over multiple days | over multiple days to take test sessions as or Local
described in an IEP or 504 plan. Arrangements
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Accommodation

Accommodations

Details

Teachers/proctors are responsible for
maintaining the security of the assessment
when a test session is administered across
multiple days to ensure that students do not
return to items responded to on the
previous day.

To stop the test at the end of a day and then
resume the test on the next day, use the
following steps.

1. Direct the students to select Sign out
of TestNav from the user drop-down
menu within the online test.

2. An Exit Test pop-up screen will appear.
Have students select Save and Return
Later.

3. When the break is over, follow
directions for reseating a student in
our Reseating a Student’s Session.

4. Once the student has been reseated,
the student can use the student testing
ticket to sign back into the test and
resume where he or she left off.

Students testing using the securely
extend session over multiple days
accommodation should test in a
separate testing environment and may
need to test individually.

Delivered Via

for Paper
Testing and
Assistive
Technology
Testing

Enabling Instructions

NOTE: The following steps can be performed by LEA

Assessment Directors, District Level Users and School
Administrators.

1.

Within ADAM, go to Rostering and select
Users.

Search for the student whose test you need to
edit using the Name filter and select the edit
option next to the student name. g

Select the Apply to All checkbox and click the
Apply to All button or the subject(s) you
require in the Breaks: Securely Extend
Session Over Multiple Days check boxes.

Select Save.
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Accommodations

Accommodation Details Delivered Via Enabling Instructions

For students using the default TTS English
form, or the TTS Spanish form, the timing
will be kept by the system, and each time
the test is resumed, the timing will pick
up where it left off. Students testing using
a screen reader or non-screen reader
form will not have a built-in timer. Timing
will need to be tracked and managed
locally for those students.

Human Scribe (State Students who cannot record responses may | Local Contact Jessica Wilhelm at the Utah State Board of
Approved Accommodation) | be provided a human scribe. Arrangements Education, jessica.wilhelm@schools.utah.gov to

Any students speaking answers to a human confirm the assignment of this accommodation after
scribe must be tested individually in a the request form has been approved.

separate testing environment.

Proctor will log into TestNav and transcribe responses
Students requiring this accommodation may online.

also need extended time.
NOTE: The following steps can be performed by LEA

Assessment Directors, District Level Users and School
Administrators.

This accommodation must be approved at
the state level. Follow the steps listed in the
Requesting a State Approved

Accommodation section below. Accommodations Assignment Steps

1. Within ADAM, go to Rostering and select
Users.

2. Search for the student whose test you need to
edit using the Name filter and select the edit
option next to the student name. _ @
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Accommodations

Accommodation Details Delivered Via Enabling Instructions

3. Select the Apply to All checkbox and click the
Apply to All button or the subject(s) you
require in the Scribe check boxes.

4. Select the Apply to All checkbox and click the
Apply to All button or the subject(s) you
require in the Paper or the Large Print check
boxes.

5. Select Save.

Text-to-Speech — Spanish | The student is presented with a test form Online system Accommodations Assignment Steps

Spanish adaptation i
(Sp P ) that has been afjapt.ed from English to NOTE: The following steps can be performed by LEA
Spanish. Test directions,assessment . .
Soset: Sow ) Assessment Directors, District Level Users and School
content (as appropriate),andallon-screen .
. i Administrators.
' instructions are presented to the student
QR Yo Fenihe ¥ in Spanish. 1. Within ADAM, go to Rostering and select
A & An adaptive form is a translated version of Users.
the English form. The form is translated in a 2. Search for the student whose test you need to
T way that fits the need and/or cultural edit using the Name filter and select the edit
funcién Texto a voz linguistic requirements of the target option next to the student name. @
Velocidad: Despacio language. In other words, it is not a literal,
= word-by-word translation. Items are 3. Select Spanish from the subject dropdown
adapted so that they are appropriate in the boxes and select the Apply to All checkbox or
n e . translated language. The Spanish Adaptive the subject(s) you require then click the
| Vol - 70% .
| & oumen. Translation assessment accommodation is Apply to All button in the Language
appropriate for students whose primary dropdown boxes.

language is Spanish if the LEA language

. . . . 4, Select Save.
services team, in consultation with the
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Accommodations

Accommodation Details Delivered Via Enabling Instructions

student and parents, has determined the
student meets the criteria outlined
previously in the Primary Language
Translation Guidance section. Students
taking the Online Spanish adaptive form will
receive this accommodation through the
online test.

Student preferences for this support are
enabled throughthe student’s PNP.

The embedded text-to-speech option
provides the student with the option to hear
pre-generated text-to-speech content in
Spanish and to see synchronized on-screen
text highlighting. Text-to-speech will be
provided for appropriate assessment
content.

The student accesses controls for the text-
to-speech player within a menu for the
player. Through this menu, the student can
choose one of three rates of speed. The
student can also change from the default
female voice to an optional male voice.

Students can use the Click to Hear button to
listen to a selected sentence or phrase.

Online Test Translation — Students may be provided a translation of Local Accommodations Assignment Steps
Languages other than test directions, assessment content (as arrangements
Spanish or English appropriate), and all on-screen instruction

into the student’s primary language.
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Accommodations

Accommodation Details Delivered Via Enabling Instructions
Students who require translated test NOTE: The following steps can be performed by LEA
directions in a language other than Spanish Assessment Directors, District Level Users and School
will receive this accommodation through a Administrators.

local translator. This accommodation is
appropriate for students whose primary
language is not Spanish or English, and only
applicable if the LEA language services team,
in consultation with the student and
parents, has determined the student meets
the criteria outlined previously in the
Primary Language Translation Guidance
section, and the Summative Adaptive
Translation Request Form has been
submitted to USBE and approved.

1. Within ADAM, go to Rostering and select
Users.

2. Search for the student whose test you need to
edit using the Name filter and select the edit
option next to the student name. g

3. Select Complete Test or Test Directions for
the subject(s) you require or select Apply to
All checkbox and click the Apply to All button
in Translated in Student Native Language.

4. Select Save.

Translators will interpret the directions and/or test
using the standard text-to-speech form.

Students requiring this accommodation may
also need extended time. If students are
provided extended time (1.5 times, 2 times,
or 3 times the standard time for the
assessment), this information should still be
indicated in ADAM even though the timing
of the assessment will be locally
administered. See extended time
instructions on page 65.
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Accommodations

Accommodation Details Delivered Via Enabling Instructions

If the student will need language support to
enter their responses, the translator or test
administrator may act as a scribe to enter
student responses into TestNav as
appropriate, but this accommodation must
also be approved at the state level.

Signed Exact English, Students may be provided, through a Local Accommodations Assignment Steps
directions only qualified human signer, Signed Exact English | Arrangements
(SEE) translations of the assessment
directions only.

NOTE: The following steps can be performed by LEA
Assessment Directors, District Level Users and School
Administrators.

1. Within ADAM, go to Rostering and select
Users.

2. Search for the student whose test you
need to edit using the Name filter and
select the edit option next to the student
name. (&

3. Select Test Directions for the subject(s)
you require or select Apply to All in the
Human Signer dropdown boxes.

4, Select Save.
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Accommodation

Accommodations

Details

Delivered Via

Enabling Instructions

Sign Language
Interpretation

Students who require an accommodation to
receive a sign language interpretation of
assessment content may be provided signed
content by a qualified human signer as
outlined in the Interpreter Guidelines for
State Standardized Assessment.

Sign language interpreters will interpret the
test using the standard text-to-speech form.

Local
Arrangements

Accommodations Assignment Steps

NOTE: The following steps can be performed by LEA
Assessment Directors, District Level Users and School
Administrators.

1. Within ADAM, go to Rostering and select
Users.

2. Search for the student whose test you need to
edit using the Name filter and select the edit
option next to the student name. _ @

3. Select Complete Test for the subject(s) you
require or select the Apply to All checkbox
and click the Apply to All button in the
Human Signer dropdown boxes.

4, Select Save.

District or school test administrators must ensure that
if student answers are being transcribed, students
must be placed in a session with Response Entry
selected as the Form Group Type. Student entering
their own responses can remain in a session with Main
selected as the Form Group Type.
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Accommodations

Accommodation Details Delivered Via Enabling Instructions
Cued speech Students who are deaf, hard of hearing, or Local Accommodations Assignment Steps
have certain types of language or Arrangements

NOTE: The following steps can be performed by LEA
Assessment Directors, District Level Users and School
Administrators.

communication disorders with an identified
need for cued speech may be provided this

accommodation for appropriate assessment
content. Cued speech should be provided by 1

o i Within ADAM, go to Rostering and select
a qualified Cued Speech Transliterator.

Users.
Students requiring this accommodation may 2. Search for the student whose test you
also need extended time. need to edit using the Name filter and
select the edit option next to the student
name. &

3. Select the Apply to All checkbox and click
the Apply to All button or the subject(s)
you require in the Cued Speech check
boxes.

4, Select Save.
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Accommodations

Details

Delivered Via

Enabling Instructions

Home administration (State

Approved)

Students who are not able to participate in
testing at a school test site as described in
an |IEP or 504 plan may be provided a home
administration accommodation. The use of
this accommodation is intended for students
who are homebound and have a
documented need for home
instruction/home administration on an IEP
or 504 plan.

Home administration must comply with all
administration and security policies outlined
in the administration manual.

Local
arrangements

Remember to place an additional order for the

appropriate kit (Standard Print Kit, Large Print Kit, or
Braille Kit). Additional orders must be placed two
weeks prior to student testing start time.

Accommodations Assignment Steps

NOTE: The following steps can be performed by LEA
Assessment Directors, District Level Users and School
Administrators.

1.

Within ADAM, go to Rostering and select
Users.

Search for the student whose test you need to
edit using the Name filter and select the edit
option next to the student name. &

Select Apply to All Subjects or the subject(s)
you require in the Home Administration
check boxes.

Select the Apply to All checkbox and click the
Apply to All button or the subject(s) you
require for Paper. Select the Apply to All
checkbox and click the Apply to All button or
the subject(s) you require in the Type of
Paper Accommodation drop-down menus.

Select Save.
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Accommodation

Accommodations

Details

Delivered Via

Enabling Instructions

Alternate mouse pointer

A student with a vision impairment such as
decreased visual acuity or other perception
challenges may benefit from using a mouse
pointer that is a larger size or is a different
color.

Enlarged mouse pointers and mouse
pointers in a different color may be more
visible to some students and offer the
student an easier way to track the position
of the pointer on the screen.

Be sure that students select a mouse pointer
color that is perceivable against selected
color contrast settings.

Available types of Alternate Mouse Pointer
are:

e Medium sized white pointer
e large sized white pointer

e Extra-large white pointer

e Extra-large black pointer

e Extra-large green pointer

e Extra-large yellow pointer

Online system

Accommodations Assignment Steps

NOTE: The following steps can be performed by LEA
Assessment Directors, District Level Users and School
Administrators.

1.

Within ADAM, go to Rostering and select
Users.

Search for the student whose test you need to
edit using the Name filter and select the edit
option next to the student name. 4

Select from the options in the dropdown
boxes or for the subject(s) you require or
Apply to All in the Mouse Pointer dropdown
boxes.

Select Save.

Magnification/Zoom
percentage

The Magnification/Zoom accommodation
allows the user in ADAM to set the zoomed
percentage on the screen prior to your
student logging in to TestNav. When the
student logs in to their form, their screen

Online System

Accommodations Assignment Steps

NOTE: The following steps can be performed by LEA
Assessment Directors, District Level Users and School
Administrators.
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Accommodations

Accommodation Details Delivered Via Enabling Instructions
will already be defaulted to the zoom 1. Within ADAM, go to Rostering and select
percentage designated in the student’s Users.
Accommodation settings. Please ensure you 2. Search for the student whose test you need to
also set the Alternate Mouse Pointer if edit using the Name filter and select the edit
necessary. option next to the student name. [&

Available levels of Zoom Percentage are 3. Select from the options in the dropdown

100%, 110%, 120%, 150%, 175%, and 200%. boxes or for the subject(s) you require or
Apply to All in the Magnification/Zoom

dropdown boxes.
4. Select Save
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Requesting a State Approved Accommodation

To request an accommodation for your student that requires state approval within ADAM, please follow
these directions.

1. Within ADAM, go to Rostering and select Users.

’Asp'\ié
= Home
‘ 4 Home
@ system Welcome

&= Test Management

Use the Rostering tasks t
* Manage user accounts
* Manage student test re
+ Manage classroom gro

2 Rostering

Orgs
Use the Test Manageme
Courses + Manage administration
« Manage and monitor o

t Chisses Use the Reporting tasks

« Access Student Reporl

Testing Times
ilil Reporting -

2. Using the search on the left-hand side, use the Name search box, ensure the Org drop down

box is correct and set the Role to Student for the student whose accommodations/PNP settings
you need to update.

User Config (sos)

|Clear search Results Ttol() « o« -
Name v
o~ Last Name First Name Identifier Role Classes Grades orgs Last Login Actions
Eden Weekq
0 Weeks Eden 10000018 student 03 Deer Valley Elementary Never Z2wW
Org v
Deer Valley Elementary X Vv
Class v
None X v
Role v
Student X v
3. Click the Edit action on the right.
Results Ttol1(l)  « - N
a- Last Name First Name Identifier Role Classes Grades Orgs Last Login Actions
O Weeks Eden 10000018 Student 03 Deer Valley Elementary Never ||
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4. Onthe User Setup screen, select Accommodations on the left-hand side of the screen.
User Setup (Weeks, Eden)

Information User Setup

Manage User Settings
Demographics

* First Name
Accommodations
Eden
Closses
Administrations * Last Name
Weeks
* Role
Student

5. On the Accommodations screen, you can find the accommodations that require state approval
if you see a golden person icon with a check mark next to it.

User Setup (Smith, Bart) Home = Users  Edit

Information

Demographics

Expand/Collapse All Science Apply to All Default

Classes

Administrations A Form-Based

History

A Pearson

v Local Accommodations

Read Aloud [ Human Reader
If chackad the student will be indicated for >
Read Aloud/Human Reader

scribe &
f checked the student will be indicated for > (
Scribe

Stop-the-clock Supervised Breaks
If checked the student will be indicated for > (
Stop-the-clock Supervised Braaks

6. Once you make your selections in the checkboxes for the subject(s) you require, select the
Request Approval and Save button.

Cancel Request Approval and Save Back to Users
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7. Once you've clicked Request Approval and Save, you will be taken to the Request Approval

screen. Here you add additional comments on the reasons for your request for the
accommodation. Once you’ve made your changes, click the Create Request button.

Request Approval

An Admin Request will be created for the following

accommodation changes:

1. Add Seribe on profile Science

Additional Comments

Bart needs a scribe for testingJ

status of the approval is pending.

Expand/Collapse All Science

A Form-Based
~ Pearson

v Local Accommodations

Read Aloud [ Human Reader
If checked the student will be indicated for m]
Read Aloud/Human Reader

Scribe &

If chacked the student will be indicated for

Scribe

Stop-the-clock Supervised Breaks
if checked the student will ba indicatad for O
Stop-the-clock Supervised Breaks

Create Request

Apply to All

8. After you have created your request, you will notice on the Accommodations screen that the

&~ Pending Approval

Default

Once the state has approved the request the accommodations will unlock in the
accommodations list. You will now be able to select the subjects you’d like to apply your

accommodation to.

User Setup (Smith, Bart)

Information

Demagraphics

Expand/Collapss Al science

Ciasses

administrations A~ Forme-sased

History

A Fearson

v Local Accommodations

Seribe &
M chacked the student wil be ndicated for
Sorte

Stop-the-clock Supervised Breaks
e rdicatsd far

Apply to All
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Modifying a Student Response

Teachers/proctors should not modify a student’s response in any way. For example, if a student
indicates that a point should be plotted at a particular position on a grid, the proctor must plot that
point exactly where indicated. In this example, if the teacher/proctor moves the point to the
intersection of two grid lines, the assessment has been modified.

For Utah Aspire Plus assessments, any modification of an assessment must result in the assessment
being marked as “modified.” Modified assessments result in the student being assigned a proficiency of
1. Modifying Utah Aspire Plus assessments invalidates the student’s score.

Transcribing Answers for Paper Accommodations

Answer documents will not be produced for any student. Should a student need a paper version of the
test, as documented in an IEP, section 504, or EL plan, the student should record answers directly in the
paper test book. An appropriate educator may transcribe the student responses into TestNav after the
student finishes testing.

For online testing if the student has state approval for use of a human scribe accommodation, an
appropriate educator will directly enter student responses into TestNav. For paper testing if the student
has state approval for use of a human scribe accommodation, an appropriate educator will record
answers in a paper test book and then transcribe the student responses into TestNav after the student
finishes testing.

Prior to testing, please be sure to follow the instructions above for indicating a paper accommodation in
the student’s accommodations page.

The teacher or proctor should print the student’s testing ticket and log into TestNav as the student,
transcribe student answers into the online test form, and submit the test. More instructions for printing
the student’s testing ticket can be found starting in the Print Student Testing Ticket section of this
manual.
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Preparing for the Test Administration

Student Transfers (LEA Assessment Directors, School Administrators)

For student transfers, the student’s information needs to be updated in UTREx. Updates to student
registration will happen in ADAM via APIs that update the student’s registration information that come
from UTREx. Ensure the student has the correct school enroliment listed. You will see your student
information updated in your organization within 48 hours depending on the time of the revisions in
UTREX.

If a new student arrives in a school but has already tested in another school or already began testing in
another school, the district or school test administrator will complete the transfer request via UTREX.
The student’s test administrations will transfer with their registration information so the new
organization will see their testing history.

Test Facilities

Selecting Testing Rooms
Testing rooms must meet the following requirements:

e The testing room must be accessible to persons with disabilities, or other arrangements must be
made for these students and testing personnel.

e Testing rooms should be comfortable, have good lighting, and be at an appropriate
temperature.

e Testing rooms must be quiet and free of distractions.

e There should be sufficient workspace for students and their test materials.

e Students must be seated in a way that limits the possibility of prohibited behavior. Students
must not be able to see each other’s testing screens or testing materials. If necessary, visual
blocks can be used.

e Testing rooms should have convenient access to restrooms.

e All testing rooms should have high speed internet access.

e The testing room must have a computer available to testing personnel to actively monitor online
testing.

Quiet Test Sessions

To ensure a quiet testing environment, a TESTING—Please Do Not Disturb sign should be placed outside
the testing room. Additionally, announcements and class bells or signals should not be broadcast during
the testing session.

Room Setup
Testing rooms must be set up to allow the test administrator /proctor to actively walk around the

testing space. The test administrator/proctor should be able to monitor all students in the room from a
central location. All visual testing aids, such as posters with testing subject matter, must be covered or
removed.

Test Device Management
Prior to testing, work with your technology coordinators to prepare the testing devices to ensure test
security.
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e Turn off or disable any management software that would allow secure test content on the
student’s testing device to be viewed by any other device (i.e., LanSchool, NetopVision,
Hapara).

e Close all software applications such as internet browsers; cameras; screen capture
programs; email; instant messaging; media players (such as iTunes); and printing capability.

e Turn off Automatic Application Launching.

e TestNav must be the only application running on a student’s device during the test. If a
student attempts to use another application or if the computer automatically launches an
application, TestNav will exit the student’s testing session.

e Disable common automatic launching software including anti-virus software; screen savers;
email notifications; calendar notifications and software update notifications.

Schools must be aware of the following scenarios that can occur during testing, and how to address
them.

Loss of Connectivity

If a student temporarily loses connectivity during the test, the student must be reseated in ADAM once
connectivity has been established. Refer to “Reseat Session” in ADAM Proctoring section for directions
on how to resume testing for a student.

If connectivity issues continue to occur, contact your technical staff. If issues continue to occur, contact
the Pearson Help Desk at 1-877-227-5009.

Device Failure

If as student has been logged out of TestNav, and appears in Exited status in ADAM, due to device
failure, and needs to reseat the student testing on a different testing device, the student status needs to
be changed to Resumed. Follow the steps in the Reseating a Student’s Session section in the ADAM
Proctoring section to locate the student response file and resume the student test on the new device.

Chromebooks
Take into account the following considerations when using Chromebooks for testing.

Check Managed Chromebook Settings

Prior to testing, check your managed Chromebook settings to ensure that everything is properly
set for your environment and that all student Chromebooks being used for testing are properly
enrolled and managed. NOTE: Take extra precautions to ensure that your Chromebooks are not
set to erase data when rebooted, because this setting can cause issues during testing.

Ensure Wireless Access Points Can Support the Number of Chromebooks Used

If you notice many dropped connections or network connection errors, make sure your Wireless
Access Point can support the number of Chromebooks that are connecting to it at the same
time. If you have a Wireless Access Point in each room and still are experiencing issues, ask your
IT staff to confirm that the Chromebooks are connecting to the Access Point in the room and not
to another nearby access point. For more information or concerns about local wireless setup,
please consult with your local IT staff.
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Properly Exit Tests After Completing a Test

If a student must be away from their Chromebook, either because they will not continue to
another test immediately or because they have an accommodation for breaks or to test over
multiple days, be certain they properly exit the test by clicking on the user drop-down menu at
the top right of the screen and choosing Sign Out of TestNav. If the student exits by clicking the
red X in the upper right corner or otherwise closes the Chromebook without completing this
process, it can cause issues communicating properly with Pearson. NOTE: This issue also can
occur if the student leaves the Chromebook open but logged in, and the device then goes to
sleep.

Prepare Staff

User Accounts

ADAM user accounts must be created by the District Administrators or District Level Users for all School
Administrators prior to test day. Refer to the Preparation for Online Testing section in this manual for
more information on creating accounts.

Training Requirements

It is required that every staff member involved in the administration of the Utah Aspire Plus assessments
receive training in testing ethics and follow the directions for administration carefully as outlined in the
Standard Test Administration and Ethics Policy . Ethics training is provided under the direction of each
LEA Assessment Director. This policy is approved by the Utah State Board of Education and updated as
needed.

e For more information regarding the Standard Test Administration and Testing Ethics Training,
please contact Kim Rathke at kim.rathke@schools.utah.gov.

Additionally, the school test administrator must provide training to teachers/proctors prior to testing
that covers the testing system, test materials security, room preparation, and responsibilities on the day
of testing and after testing.

Make sure to read through the test administration manual and be familiar with the online support
information about the online test management system, ADAM, and the online testing platform,
TestNav. Refer to the following resources as you continue to prepare for administering the assessment:

e Utah Aspire Plus Spring Test Administration Manual
e ADAM Online Support
e TestNav 8 Online Support

Prepare Students

Utah Aspire Plus Question Samplers

Schools are encouraged to have students take the Question Samplers prior to the administration of the
Utah Aspire Plus assessments. Information for setting up your Question Samplers can be found in the
ADAM Training and the Utah Aspire Plus Question Samplers section.

LEAs can familiarize students with by following the best practices for using the Question Samplers, which
include:
e Working through sample items as a class, discussing how to navigate the assessment, use tools,
and answer each item type.
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e Having individual students use the TestNav app to log in (for secure Question Samplers),
navigate the assessment, use tools, and answer each item type. Please note: all students
completing tests in a remote setting are required to complete a secure Question Sampler in
each content area. It is recommended that this process be completed several days before and
immediately prior to beginning the remote summative tests.

e Having faculty and staff use ADAM Sample administration to experience how to use ADAM
firsthand during a staff meeting or professional learning community (PLC) meeting.

Format

The Question Samplers contain items for both grades 9 and 10. They are aligned to the Utah Core
Standards and represent the variety in both difficulty and item format that students may see on the
Utah Aspire Plus assessments. Students may have difficulty with content within the Question
Samplers; this should not interfere with students’ ability to interact with an item for its intended
training purpose. If an item appears to be too difficult, encourage your students to experiment with
the tools, choose the best answer, and move on to the next item.

Security

Question Sampler test questions are not secure and should be used liberally to help students
understand how to enter responses, access testing tools, and navigate through a test. Note that
there are two types of Question Samplers: secure and nonsecure. However, these labels designate
how the samplers are accessed (ADAM versus Resource Center question samplers), not the security
of the test questions themselves.

Reporting
The Question Samplers do not provide scores for students and should not be used to measure
students’ content knowledge.

Student Tutorial
The TestNav 8 Tutorial is available for students to use to become familiar with the online tools they will
have available during the Utah Aspire Plus assessment. It is not an actual test.

The TestNav 8 tutorial can be found on the Utah Resource page, here

The tutorial explains what students will see when they first open TestNav and how they will log in.
Students will learn how to navigate through the pages and questions, reviewing and bookmarking test
guestions, submitting answers, and exiting the test. Students will also learn will learn how to use the
tools that could be available on the test and be able to practice using those tools. The TestNav8 Tutorial
also provides the students an opportunity to practice answering different types of sample test questions
and submitting final answers.

This process will be very similar to what students will see on the actual test. Students may practice on
the tutorial as many times as they wish.

It is strongly recommended that students access the question samplers and tutorial, so that they can
become familiar with the item types on the Utah Aspire Plus assessment and to learn how to use the
TestNav 8 tools before testing.
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Test Administrations
Test administrations are set up by Pearson. USBE, LEA assessment directors, district level users, and
school administrators can view the test administrations in ADAM.

Demo ELA Gr 9 ~

& 11/07/23 - 12/31/23

] 0 O STUDENTS PROCTOR GROUPS

Q view AExport & Print Cards Q view X Export 8 Print Card
Test: Demo ELA Gr 9  Organization Utah Customer

Sessions

2 0 98
COMPLETE IN PROGRESS NOT STARTED

The test administration cards include the following information:

e Test Administration name

e Start/End date of the test administration

e Students: count, view, export and print card

e Test: name of the test used for this administration

e Organization: shows the top level of organizations eligible for these administrations (state, LEA,
school)

e Session (not started, in progress, completed)

Accessing Test Administration Cards (LEA Assessment Directors, District Level Users, School
Administrators)

To access your test administrations, use the directions below.

1. On ADAM'’s home page, select Test Management from the side menu.

»|
3

¥

Welcome to ADAM
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2. Then select Administrations.

A
Aspire

= Home

| £ Home

% System Welcome to .

= Test Management
Use the Rostering tasks to

Administrations « Manage user accounts
1

« Manage student test registra

. * NManage classroom grouping
= Rostering

Use the Test Management ta

* Manage administrations

il Reporting « Manage and monitor online t

Use the Reporting tasks to!
= Access Student Reports

Testing Times!
* English — 45 minutes

Students

Student Count

The number of students on your administration card is the count of students eligible within your
organization. This number will change if students are added to ADAM, students move to
different grades or tests.

Student View
View is a list of students who are eligible in your organization. This number will change if
students are added to ADAM, students move to different grades or tests.

Display Name Organization Testing School Progress Form Auth Fields (Identifier) Test Code  Accommodation Code Actions
Clara Wells Sunshine Middle School sunshine Middle School t Demo Form 100001698 Apply o
Mason Schwartz Sunshine Middle School Sunshine Middle School t Demo Form 10000171 Apply ]

e Select View on the Test Administration Card to access a list of eligible students.

Demo ELA Gr 9 -

W1/07/23-12/31/23 ACTIVE

] 0 O STUDENTS PROCTOR GROUPS

L Export B Print Cards QVview & Export & Print Card

Test: Demo ELAGr @  Organization Utah Customer

Sessions

2 ] 98
COMPLETE IN PROGRESS NOT STARTED
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Student Export

Export will download a list of students that are eligible to test. The download spreadsheet
contains the identifier that the student will require to log in to their test. The spreadsheet can
be distributed to the proctors so they know who they will be proctoring.

name student first student last progress accountability code grades organization ‘testing school administration proctor group form testcode identifier

Jaya Maxwell Jaya Maxwell  NOT_STARTED 8 Liberty Middle School Liberty Middle School Demo ELA Gr 9 Dema Form 100001229
Jermaine Andrews  Jermaine  Andrews  NOT_STARTED 8 Independence Secondary School _ Independence Secondary School Demo ELA Gr 9 Dema Form 100001557
Claire Stephenson  Claire Stephenson  NOT_STARTED 8 summerville Middle School summerville Middle School Demo ELA Gr 9 Dema Form 100001847
Abdul Baker Abdul Baker SUBMITTED 8 Liberty Middle School Little Valley Elementary DemoELAGr 9  Little Valley Proctor Group Little Valley Elementary  Demo Form DRPVBB 100001195
Clara wells Clara Wells NOT_STARTED 8 sunshine Middle school sunshine Middle School Demo ELA Gr 9 Dema Form 100001698
Mason Schwartz Mason Schwartz  NOT_STARTED 8 sunshine Middle School sunshine Middle School Demo ELA Gr 9 Deme Form 100001711
Denise Cardenas Denise Cardenas  NOT_STARTED 8 summerville Middle School summerville Middle School Demo ELAGr 9 Dema Form 100001840

e Select Export on the Test Administration Card to access.

Demo ELA Gr 9 p.]

&11/07/23 - 12/31/23

] 0 O STUDENTS PROCTOR GROUPS

Q Vview | &Export | 8 Print Cards QView X Export 8 Print Card

Test: Demo ELAGr 9@  Organization Utah Customer

Sessions

Student Testing Tickets
Print Cards allows you to download formatted testing tickets that contain information regarding
the student’s state, name, administration, and their SSID (which they can use to log in to

TestNav). The proctor can then post the password for all students they are proctoring, so the
students can start their tests on the day of testing.

B B = Sequential  Stacked 37
Douglas Alexander Daniella Andrews
Alexander Andrews
100001921 100001925
Martin Archer Shawn Arroyo
Archer Arroyo
100001432 100001759
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1. To access the Student Testing tickets, select Print Cards on the Test Administration

Card.

Demo ELA Gr 9 «

W1/07/23-12/31/23

]0 O STUDENTS

QView  ZExport | B Print Cards

Test: Demo ELA Gr 8 Organization Utah Customer

Sessions
2

Proctor Groups

COMPLETE

ACTIVE

PROCTOR GROUPS

QView X Export & Print Card

98
NOT STARTED

Proctor Groups can be created to break up students into smaller subsets based on which proctor will be
proctoring those students. You can leave your students in the default proctor group, there is an option
place them in smaller proctor groups for situations where you would want to have them broken up.
(e.g., remote testing or separate accommodated scenarios)

Proctor Count

The number next to the Proctor Groups label is the number of proctor groups that are in your
organization. This will show as 1 initially to designate the unassigned proctor group for the

administration.

Proctor View

To see the proctor groups set up for your organization, under Proctor Groups, select the View

button.

Demo ELAGr9 «

W1/07/23-12/31/23

] 0 O STUDENTS PROCTOR GROUPS

Quiew | &bport | @Frintcards ;Ex,m

Test: Demo ELAGr 9@  Organization Utah Customer

Sessions

2 ]
‘COMPLETE INPROGRESS

ACTIVE

8 Print Card

Proctor groups contain the test code and proctor password you will need to provide to your
proctors prior to testing so they can log in to the proctor dashboard.

The primary use for each proctor group is to monitor the testing progress and provide support
to the proctors. This is also where you will find login information if proctors need assistance
logging in to their created proctor group and need the test code and proctor password
information for their proctor group.
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Home  Administrations © Proctor Groups

Clear Filter © Create Proctor Group 1t07 (7) . -

Name Testing School Students Test Code Proctor Pw Progress Actions

Demo ELA Gr 9 Proctor Groups

Demo ELA Gr 9 Unassigned None 96 Students

Demo Session Crystal River Secondary School M  Crystal River Secondary School 1 Students

Proctor Export
The proctor export allows you to download a file that has information for all the proctor groups

created in your organization, including administration name, school, proctor first and last name,
proctor test code, proctor password and seal codes needed for testing.

NOTE: This export will not have any information in it until students start taking their tests

V| A B C D E F
name school proctor first proctor last test code proctor password

1
2 |Demo ELA Gr9 Unassigned
3

To access the Proctor Export, select Export underneath the Proctor Groups label on the
Administration Card.

Demo ELA Gr 9 P
wWn/07/23-12/31/23
] 0 O STUDENTS PROCTOR GROUPS

Qview ZExport & Print Cards Q view | X Export | & Print Card

Test: Demo ELAGr 8@  Organization Utah Customer

Sessions

2 ] 98
COMPLETE IN PROGRESS NOT STARTED

Proctor Print Card
To download a formatted card containing the proctor test code and proctor password, you can

use the Print Card function. On test day, each proctor needs this card so they can create a
personal testing group. The proctor card should be provided to the proctor prior to testing. This
card contains the same information for all proctors proctoring the same administration.

-

Proctor Group Creation Login
Demo ELA Gr ©

Test Code Proctor Password
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To print your Proctor Card, select Print Card under Proctor Groups on the Administration Card.

Demo ELAGr 9 «» -

W1/07/23-12/31/23

ACTIVE

] 0 O STUDENTS PROCTOR GROUPS

Qview ZExport @ Print Cards Q Vview X Export | & Print Card

Test: Demo ELAGr 9 Organization Utah Customer

Sessions

2 ] 98
‘COMPLETE IN PROGRESS NOT STARTED

Creating a Proctor Group Prior to Testing (LEA Assessment Directors, District Level User, School
Administrators)

ADAM doesn’t require proctor groups to be created prior to testing. However, if you want to create
proctor groups prior to testing, please follow these steps to setup your proctor group prior to the day of
testing. Students can be added to your proctor group at the time of creation or on the day of testing. If
being added on the day of testing, they will just need the test code that is on the Proctor Group
management screen. As long as the student is given the correct test code, they will be added to the
Proctor Group for which the test code resides in.

1. On ADAM’s home page, select Test Management from the side menu.

Welcome to ADAM

2. Then select Administrations.
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i
Aspire

PLUS

Home

| % Home

2 system - Welcome to .

Posted on October 12, 2023
= Test Management 2
Use the Rostering tasks to

Administrations « Manage user accounts
1

« Manage student test registra

» Manage classroom groupin
& Rostering & 9 grouping
£ Use the Test Management ta
. « Manage administrations
il Reporting ~

* Manage and monitor online

Use the Reporting tasks to
* Access Student Reports

Testing Times:
« English — 45 minutes

3. Onthe Administration Card, select the View button under Proctor Groups.

Demo ELAGr 9 - :

w07z

] 0 O STUDENTS PROCTOR GROUPS

Q view X Export & Print Cards X Export & Print Card

Test: Demo ELAGr9  Organization Utah Customer

Sessions

2 0 98
COMPLETE IN PROGRESS NOT STARTED

4. Click the Create Proctor Group button.

Demo ELA Gr 9 Proctor Groups

Clear Filter © Create Proctor

Name

Testing School Students Test Code Proctor Pw
Demo ELA Gr 9 Unassigned None 96 XE2P3H ZPQRUB
Dema Session Crystal River Secondary School i Crystal River Secondary School 1
Little Valley Proctor Group Little Valley Elementary M Little Valley Elementary 3

5. Enter the information in the text boxes.
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Progress

Home

Administrations © Proctor Groups

1t03(3) « = - P
Actions
Students

Students



¢ Demo ELA Gr 9 Proctor Group

Proctor Group Config

octor Group Nam:

Gr. 9 English Sample Proctor Group

Columbus School District

r Sct

Little Valley Elementary

& students +

None

Cancel ST

6. FOR REMOTE TESTING ONLY: Select the Remote Proctoring checkbox to indicate that the group
is testing remotely. This is a critical step in allowing the proctor and the students who are eligible
for remote testing to communicate during the test. As a reminder there can only be a maximum

of 10 students per proctor group.

Demo ELA Gr 9 Proctor Group
Proctor Group Config

Group Nam

Gr. 9 English Sample Proctor Group

& students +

concer [

7. Add your students using the plus sign next to the Students header.
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¢ Demo ELA Gr 9 Proctor Group
Proctor Group Config

roctor Group Name

Gr. 9 English Sample Proctor Group

Columbus School District

Little Valley Elementary

Remote Proctoring

& Students

None

coree m

Using the either the search box at the top of the screen or the plus signs, select the students
that you require for your remote proctor group and select the Close button.

Add Students *
Add 10 Students

3) students In Proctor Group 1to10(98) « « . 2 3 4

First Name Last Name Progress Accommodation Actions
Adelaide Wells v

Allen Parks

Alysha Newton v

Amir Solomon +

Angus O'Gallagher +

Once you’ve made your student selections for your remote testing proctor group, you will be
taken back to the proctor group creation screen. Select the Submit button.

Demo ELA Gr 9 Proctor Group

or Group Hame

Gr.9 English Sample Remate Proctor Group

olumbus Sehoal District

Little Vallay Bementary

Remate Proctaring
& students +
First Name Last Nome Progress Actions

|
| |
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NOTE: To print your Student Testing tickets, refer to the Print Student Testing tickets section of
this manual.

Indicate a Parental Exclusion on a Student Test (LEA Assessment Directors, District Level Users,
School Administrators)

Use the following directions to mark a parental exclusion for a student.

NOTE: Adding a Parental Exclusion participation code will not prevent testing tickets from being printed
for students who have this participation code applied if the students are assigned to a proctor group.
The parental exclusion participation code can be added to a student even if that student is not assigned

to a test session. If the student has started or completed testing a participation code may still be applied
to that student’s test attempt.
1. Within ADAM, go to Test Management and select Administrations.
sy

7% Home
% System

&= Test Management

Administrations

z Rostering

il Reporting

\\\\\\\\\\\\

2. On the Administration Card, select View under Students.

ELA Gr 8 Fall » M

i 12/08/23 - 01/31/24 m

5] STUDENTS PROCTOR GROUPS
.t[xrmr: 8 Print Cards Qview KExport 8 Print Card
Test Demo ELA Gr 8 Urgnmzmicn Pearson State

Sessions

] ] 51
COMPLETE IN PROGRESS NOT STARTED

3. Inthe list of students, locate the student you need to apply the Parental Exclusion code to by
using the Search box at the top.

ELA Gr 9 Fall Students

Home ~ Administrations

I/\de\e Montgormery| l h g Tto1(l) | « - .
Display Name Organization Testing School Progress Form Auth Fields (Identifier) Test Code Accommodation Code
Adele Montgomery Liberty Middle School Liberty Middle School

Demo Form 100001271 EUBPWF Apply

4. Click Apply in the Code column on the right-hand side of the screen.
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ELA Gr 9 Fall Students

Home & Administrations - Students

Adele Montgomeny| T el () | « o - ,

Display Name Organization Testing School Progress Form Auth Fields (Identifier) Test Code Accommodation Code Actions

Adele Montgomery Liberty Middle School Liberty Middle School Not Started Demo Form 100001271 EUBPWF o

5. Select 204 - Parental Exclusion from the Modify Accountability Code drop-down menu and click
the Apply button.

Modify Accountability Code x

Please choose an accountability code to apply to Adele
Montgomery

101 - Absent - Did Not Take Test
03 - EL First Year in US. April 15 or Later Student Did Not Test
04 - EL First year in U.S. Before April 15 Participation Only

1

1

106 - Student Refuses to Test

107 - Excused - Health Emergency

M - USBE Excused - USBE Approval Needed

N2 - Student Transferred Before Testing Window
200 - standard Participation

201 - Accommodated

202 - Modified

204 - Parental Exclusion

205 - EL Second School Year in US. Student Tested

208 - Test System Interruption - USBE Approval Needed

6. You will now see 204 under the Code column on the right side of the student in the student list.
NOTE: Make sure to apply the code to all of the student’s administrations.

5 ELA Gr 9 Fall Students

Home ~ Administrations © Students

T 1to 25 (306)  « (.z 3 4

Display Name Organization Testing School Progress Form Auth Fields (Identifier) TestCode  Accommedation  Code Actions

Adele Montgomery Liberty Middle School Liberty Middile School NotStarted  DemoForm 100001271 EUBPWF m @

NOTE: By setting the 204 Accountability Code (participation code), ADAM will not allow the
student to take the test.

NOTE: If your student received a parental exclusion after they already started/completed their

test, use the previous directions to mark a parental exclusion participation code 214 to
invalidate the test.

Adding Preferred First Name to Student Testing Ticket (LEA Assessment Directors, School
Administrators)

If a student has a preferred first name that you want to be reflected on their testing ticket and in
TestNav, use the following directions to add the preferred name.
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1. Within ADAM, go to Rostering and select Users.
2. Search for the student(s) that you want to add a preferred name for by using the Search box or

the Filters on the left-hand side of the screen.

3. Click the Edit icon in the Actions column next to the student(s) you want to add preferred name

for.
| User Config (161)

Clear Search

Results
Name v

B- Last Name

[m] Decker
Org v

O Moody
Role v Hale
Student (=] Evans
el 7 O Hobbs

O Deleon

Course v

First Name

Raja

Louisa

Cassandra

Leonie

Abubakar

Teresa

Identifier

10000197

100001216

100001272

100001220

100001203

10000M37

Role Classes Grades
Student os
Student 08
Student 09
Student 08
Student o8
Student 07

Home

1to 20 (181)
Orgs
Liberty Middle School
Liberty Middle School
Liberty Middle School
Liberty Middle School
Liberty Middle School

Liberty Middle School

4. Onthe Users Setup screen, select Preferred Names from the options on the left.
5. Enter the student’s preferred name information in the text boxes on the screen and click the

Save button.

User Setup (Hale, Cassandra)

Information User Preferred Names

Preferred Names Preferred First Name

Demographics
Accommodations
Preferred Last Name

Classes

Administrations

Preferred Middle Name

Cancel

Save

Back to Users

Vel © Create New

Last Login Action:
Never (4]
Never g
Never i
Never Zw
Never (4]
Never [z

Note: Adding a student preferred first name will not make any changes to the student’s registered

first name in UTREX.
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Print Student Testing tickets (LEA Assessment Directors, School Administrators)

The school test administrator should prepare test sessions prior to testing day. Once a session is
prepared, it is ready to be started. Use the following directions to prepare a session.

1. Within ADAM, go to Test Management and select Administrations.

s

Aspire

A Home

# System

| = Test Management

| Administrations

2. Inthe appropriate administration card, select Print Cards under Students.

Administrations Current 1 Past 1 View: 58 IS
T Filter
ELA Gr 9 Fall £
12/06/23 - 01/31/24 TRAINING ACTIVE
54 STUDENTS PROCTOR GROUPS

Qview & Export | & Print Cards Qview & Export & Print Card

Test: Demo ELAGr9  Organization Pearson State

Sessions

o 0 54
COMPLETE IN PROGRESS NOT STARTED

3. On the Print Cards screen, you can select various formatting options:

a.
b.

Layout — Select 2x4, 3x6, or 1 per page.

Toggle title pages for each proctor group - Select whether to include title pages for each
proctor group. This prints a roster for the proctor.

Toggle borders - Select whether to include dashed borders (guides for cutting the cards).
Grouping - Sequential or Stacked. Select the information icon to see formatting
conventions for each option.

Choose Proctor Groups - Select the proctor groups you want to print. (This function is
typically for situations where Proctor Groups are created prior to administration)
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Q Sequential  Stacked

uping @ Choose Proctor Groups !

Douglas Alexander Daniella Andrews

Alexander Andrews

100001921 100001925

Martin Archer Shawn Arroyo

Archer Arroyo

100001432 100001759

4, Select tHe Print button.

Add Students to Proctor Groups (LEA Assessment Directors, School Administrators, Proctors)
Having students in a pre-created proctor group isn’t necessary in ADAM, but if you’ve setup your proctor
group prior to the day of testing, it could be beneficial to add students to that proctor group, so you
know which students need to be in that group. If you need to move a student to an existing Proctor
Group, follow the steps below. Students who take a test in the same room are considered a testing
group and must receive the same subject test, the same instructions, and take the same breaks (i.e.,
math 9 can test with math 10, but math 9 cannot test with science 9). ADAM only allows you to create
proctor groups with this in mind. Students with different accommodations or different test formats
should not be in the same testing room. ADAM will allow you to create proctor groups with different
accommodations, so please keep this in mind when creating your proctor groups to keep them in
different groups. NOTE: Some accommodations require individuals testing in a separate environment.
See the “Accommodations” section for more details.

Use the following directions to add students to a proctor group that has already been created.

1. Within ADAM, go to Test Management and select Administrations.
,m'

Aspire

4 Home
# System

'= Test Management

Administrations

<
= Rostering

il Reporting

2. Inthe appropriate administration card, select View under Proctor Groups.
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ELAGr 9 Fall »

#12/06/23 - 01/31/24

-

54 STUDENTS PROCTOR GROUPS

Qview &Export 8 PrintCards *Expon & Print Card

Test Demo ELAGr9  Organization Pearson State

Sessions

o o
COMPLETE IN PROGRESS

54
NOT STARTED

3. Select Students under Actions for the proctor group you want to add students.

ELA Gr 9 Fall Proctor Groups

© Create Proctor Group

Name Testing School Students Test Code Proctor Pw
ELA Gr 8 Fall Unassigned None 46 BPNNBC MNKTV3
Mrs. Barnes Gr. 9 English Proctor Group - Sample Liberty Middle School Liberty Middle School 5 EUBPWF WHTH7E
Gr. 9 English Sample Remote Proctor Group Liberty Middle School fSh W Liberty Middle School & TIPG2G XKV3Y4

I Mrs. Barnes Gr. 8 English Proctor Group - Sample Liberty Middle Schoal Students ome - Administrations

+ ¢ Display Name Organization

Anna

snningharm Liberty Middle School

Agnes

Uiberty Middle School

Liberty Middle School

Abduliahi Foley Liberty Middle School

tgomery Liberty Middie School

Testing Schaol

Liberty Middle

Middle School

Liberty Middle School

Liberty Middle School

Liberty Middle School

Progress Farm Auth Fields (identifier) Accommeodation
Demo Form 100001
Demo Form 00001283
Demo Form 100001251
Deme For 00001279
Demo Form 00mzn

5. Select the “+” icon to assign additional students.

Proctor Group Config

This setup allows you to create additional proctor group that can be assigned to a testing
school within or outside of your org scope and can be monitored individually

Proctor Group Name

Mrs. Barnes Gr. 9 English Proctor Group - Sampile Liberty Middle School

Select Your District

Westbranch School District

Select Your School

Liberty Middle Schaol

Remote Proctoring

& Students

First Name Last Name
Agnes Walters
Aliza Willis

Progress

XV

Actions
w

100

Home ~ Administrations Proctor Groups

1to3(3) « - »

Progress Actions

Students

Students Proctor

Proctor Groups © Stuc

Code Actic

Read Only

Read Only

Read Only

Read Only

Read Only



6. Search to find a specific student(s) in the Search box at the top of the screen or click the “+”
icon in the Actions column for all students you want to add to your proctor group.

Add Students

(7) students In Proctor Group

First Name Last Name Progress
Anton Jefferson

Ashley Rubio

Ayrton Clayton

7. Click the Close button.

x

v Add 10 Students

1to10 (468)  « ~-2 3 4 5

Accommodation

Actions

v

v

Bulk Adding Students to a Proctor Group/Creating Proctor Group (LEA Assessment Directors,

School Administrators)

Use the steps below if you want to either add students to a proctor group using the bulk method or

create your proctor group using the bulk method.

1. Within ADAM, go to Test Management and select Administrations.

vy

Aspire

A Home
% System

= Test Management

Administrations

E Rostering

ilil Reporting

2. Inthe appropriate administration card, select View under Proctor Groups.

ELA Gr 9 Fall » I

#12/06/23 - 01/31/24

54 STUDENTS PROCTOR GROUPS

Qview AExport @ Print Cards & Export @ Print Card

Test Demo ELAGr9 Organization Pearson State

Sessions

o o 54
COMPLETE IN PROGRESS NOT STARTED
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3. Onthe Proctor Group screen, click the Upload Proctor Group button at the top of the screen.

Pearson Question Sampler Grade 9 English Proctor Groups Hor

v W

Name Testing School Students  TestCode  ProctorPw  Progress Actions

4. Follow the instructions on screen, selecting either All Students or All Unassigned Students
(unassigned students are students who have not been assigned to a proctor group). Click the
Click to download template button.

Create Proctor Group via CSV

Follow the instructions to create/modify proctor groups.

Step1: Step2:

Select if the template file should include all students in « Open the file using Sheets, Numbers, or Excel

the administration or only those not already in a proctor « In column 'testing_org_id!, set the testing school for each
group, then click the button to download the template student

file.

« In column ‘new_proctor_group_name’, assign a proctor
group name for each student.
o If left blank, the student will be moved into the

Unassigned Proctor Group.
Click to download template o If an existing name is used, students are added to
that group

The file download is named using the Admin Name and Date.
(eg. Pearson Question Sampler Gracle 9
English_05_01_2021.csv)

& All Students 58§ All Unassigned Students

« Save the modified file as a csv (comma separated
values)

Step 3: Upload the modified file into ADAM.

Choose a file or drop it here... | Browse |

5. Open the .csv file that downloads to your computer. On the .csv file, make sure that you
populate the testing or id using the enrollment org identifier and enter the new proctor group
name for the proctor group you want to add the student to or enter a new proctor group name
to create that proctor group.

w Font 5 asgnment & Humber C styes cets vty
Fa - fo | Pearson Question Sampler Grade 3 English
A ] T 0 E F 3 2 T
1 |session_id first name last_name  identifier  enrollment_org identifiers  admin_name existing_proctor_group_name testing org_id new_practor_group_name
3 |ed1424e4 00154254 313 o6fdBBESAacd  Douglas  Alexander 100001921 Grade 9 English  Pearson Question Sampler Grade 3 English Unassigned
3 |42671ech d3dd 4973-5440-2e26977755  Daniella  Andrews 100001925 Grade 9 English  Pearson Question Sampler Grade 8 English Unassigned
4 |dSec2cct-faf6-4864-8435-f82664470772  Martin Archer 100001432 CrystalRiverSecondary Grade 9 English  Pearson Question Sampler Grade 8 English Unassigned
5 |4277743-1230-4906-880-Tcbooo63363L. Shawn Ammoyo 100001759 pears Grade 9 English  Pearson Question Sampler Grade 9 English Unassigned
5 |7132afa2-3592-4e6e-baak-Saa6of3fagel  Thalia Austin 100001121 pears 9English  Pearson Question Sampler Grade 3 English Unassigned
7 |328510b1-feb4-4510-aca-ad33f23ciccd  Rabla Ayers 100001252 U pears 9English  Pearson Question Sampler Grade 9
3 |aTrasest-6de0-49fa-Be1-feeddbdondss  Mahdi Bailey 100001685 pears Grade 9 English  Pearson Question Sampler Grade 9 English Unassigned

6. Delete any remaining students you don’t want to add to your proctor group by selecting the
data and pressing the Delete key on your keyboard to ensure all data has been removed. Save
your file and make sure it is the .csv format.

7. Back on the Proctor Group Screen on ADAM, follow Step 3 and upload your .csv file.
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Create Proctor Group via CSV

Follow the instructions to create/modify proctor groups

Step1: Step 2:
Select if the template file should include all students in
the administration or only those not already in a proctor

group, then click the button to download the template
file.

= Open the file using Sheets, Numbers, or Excel

e Incolumn 'testing_org_id, set the testing school for each
student

« In column ‘new_proctor_group_name, assign a proctor

38 Allstudents &g All Unassigned Students group nams for sach student

o If left blank, the student will be moved into the
Unassigned Proctor Group,

Click to download template o If an existing name is used, students are added to

that group
The file download is named using the Admin Name and Date.

(e g. Pearson Question Sampler Grade 8
English_05_01_2021.csv)

« Save the modified file as a .csv (comma separated
values)

lStep 3: Upload the modified file into ADAM.

Choose a file or drop it here..

‘ Browse |

Remove Students from a Proctor Group (LEA Assessment Directors, School Administrators)

1. Within ADAM, go to Test Management and select Administrations.
A

Aspire

[ s

£ Home

» System -
= Test Management -
E Rostering ~
il Reporting e

2. Inthe appropriate administration card, select View under Proctor Groups.
ELA Gr 8 Fall « . i
#12/08/23 - 01/31/24

54 STUDENTS PROCTOR GROUPS

Qview &Export @ PrintCards &Expnrt & Print Card

Test Demo ELAGr9  Organization Pearson State

Sessions

o o 54
COMPLETE IN PROGRESS NOT STARTED

3. Select Students under Actions for the proctor group you want to remove students from.

103



ELA Gr © Fall Proctor Groups

Name

ELA Gr 8 Fall Unassigned

Mrs. Bamnes Gr. 9 English Proctor Group - Sample Liberty Middle School

Gr. 9 English Sample Remote Proctor Group Liberty Middle School

3. Select Edit Proctor Group

I Mrs. Barnes Gr. 8 English Proctor Group - Sample Liberty Middle Schoal Students

1 4 Display Name

Annabel Cunningharr iberty M

Organization

T

school Liberty Middle School

i e

Testing School

idclle School Liberty Middle School

y Middle School Liberty Middle Schox

y Middle School Liberty Middle Schox

y Middle School Liberty Middie Schox

None

Liberty Middle School

Liberty Middle School

Clear Filter © Create Proctor Group

Testing School

Students Test Code Proctor Pw Progress
46 BPNNBC MNKTV3
5 EUBPWF WHTH7E
3 TIPG2G XKV3Y4

Progress Form

Auth Fields (identifier)

00001271

Accommodation

Home © Administrations ~ Proctor Groups

1t03(3) « -

Actions

Students

Students  Proctor

Ccode Actic
Read Only
Read Only
Read Only
Read Only

Read Only

4. Select the Remove icon next to the students that you would like to remove from the proctor
group. Click the Submit button.

- Students (5

First Name

Agnes

Aliza

Abdullahi

Annabel

Adele

Last Name

Walters

Willis

Foley

Cunningham

Montgomery

Student Breaks During Testing

Progress

Actions

(5]

m wm

Cancel

=+

For all students, except for students with stop-the-clock accommodations, the test clock continues to
run once the test is started until it is completed. If during testing, a student requires a restroom break,
the proctor should instruct the student to stay signed into their test. While the student is away for a
restroom break, the proctor must monitor the student’s testing device. If the device is portable, the

student can give the device to the proctor. If the student is testing with a desktop or other non-portable

device, the proctor must monitor the student device until they return.
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Resume Student Tests (LEA Assessment Directors, School Administrators, Teachers, Proctors)
During testing, you may need to update a student’s testing status within the proctor dashboard. If a
student is set to Breached status, either because the student purposely exited from the test or due to a
device or connectivity issue, the student can be reseated in ADAM and allowed to continue testing. You
can find instructions for reseating a student in the Reseating a Student’s Session section. Note that in
most cases, the test must be completed in one sitting. The only time a student should purposely exit a
test that needs to be resumed is if the student has a stop-the-clock accommodation or an
accommodation to test over multiple days. In these cases, the student will need to exit TestNav by
selecting Sign out of TestNav from the User drop-down menu and selecting Save and Return Later. If an
emergency occurs that causes students to evacuate a classroom during the test, the LEA must contact
the state prior to resuming testing.
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During Testing
Test Day Set Up

Ensure all materials for the test, including student test tickets and session student rosters, are
printed and/or prepared for the students.

Teachers/proctors should verify that the test tickets are for the correct test (English, reading,

math or science) and then passes out test tickets.

Students should verify that they do not have any electronic devices (including smart watches)
and that their test tickets are correct before logging in.

Remove or cover visual aids in the room.

Place a Testing—Do Not Disturb sign on the testing room door.

Launch the TestNav application on the testing computers.

Note: When opening TestNav make sure it says Utah. If it does not, click on the icon on the
upper right-hand side and then click Choose a different customer and select Utah.

o

A

Proctors navigate to ADAM to Proctor a Test.

ADA Login to Proctor a Test

Astazsment Dalvory and Msnsgarmant

Enter Test Code

Lagin

Enter Proctor Password

o
i the login bulkon ccknowledges 1o have reod and ugres o the Pecrsan Lcense “
tand Privocy Pol

Teacher/proctor reads test direction scripts exactly as written from the TAM for the appropriate
test (English, reading, math, or science). New in Spring 2024, students taking the test online will
be presented with online testing directions that they will need to read and confirm
understanding before moving on to the actual test. Teachers/proctors will still need to follow
the appropriate scripts located in the Test Directions section of the TAM.
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Test Day Process Overview

Stage

Who

Does What

All day

Technology Staff

Assist with technical issues

Before admitting students

District or School Test
Administrator

Conduct staff briefing session to
discuss test day procedures and
responsibilities

Distribute test materials to teachers
and proctors

Put up signs directing students to test
rooms

Verify that test rooms and computers
are prepared

Make cell phone and electronic
device policy announcements to
students

Print student testing tickets or direct
appropriate teacher/proctor to print
testing tickets

Teacher/Proctor

Print testing tickets if directed to do
so by district or school test
administrator.

Prepare the room for testing
Prepare the room’s computers for
testing

Create Proctor Groups in ADAM

Admitting students to the
test room

Teacher/Proctor

Ensure students are in the
appropriate testing room

Direct students to assigned seats
(proctors may assist)

Make sure students turn off and put
away all non-approved electronic
devices including cell phones, smart
watches, and other communication
devices.

During testing

Teacher/Proctor

Read test administration directions
(in the “Administering the Online
Tests” and “Administering the Paper
Tests” sections of this manual)
Distribute student testing tickets to
students

Distribute scratch paper
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o Provide proctor approval as students
start their tests

o Monitor the test session

o Monitor students and room during
breaks

o Advise test administrator of any
testing irregularities

Teachers/Proctors as o Monitor halls

assigned o Assist the teacher

o Assist the district or school test
administrator as needed

After testing Teacher/Proctor o Collect and account for all student
testing tickets and scratch paper
Dismiss students

Close TestNav and ADAM

Return all materials to the school test
administrator

District or School Test o Account for all test materials and

Administrator secure them

o Review reports of any irregularities
and follow through as necessary

o Return materials to Pearson after all
testing is completed

o When testing is complete for all
students in the session who will test,
complete post-test activities outlined
below

Proctor Dashboard
In order to administer the Utah Aspire Plus, proctors must log into ADAM’s Proctor Dashboard

Proctor Login (Teachers and Proctors)
On the day of testing, you will receive your Proctor information containing:

e Proctor credentials (Proctor Card)
e Students that you’ll be proctoring in your proctor groups

Follow these steps to login as a proctor.

1. Navigate to ADAM here: ADAM
2. Select Proctor a Test on the right-hand side of the screen
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3. Enter your Test Code and Proctor Password that is on your Proctor Card and select the Submit
button.

Login to Proctor a Test

Enter Test Code

Enter Proctor Password

NOTE: If you are on this page, but you have already created the proctor group for this administration,
then you need to use your proctor group specific test code and proctor password sent to you in email
either from ADAM or your administrator. If you cannot find those codes, contact your school
administrators to retrieve your existing test code and proctor password.
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4. |If your proctor group hasn’t been pre-created, on the New Proctor Group screen, fill out the
form to create a new proctor group and select Confirm.

New Proctor Group

By filling out this form, a new proctor group will be created. If you are trying to proctor for

an existing proctor group, please contact your System Administrator.

Proctor Group Name

Smith Sample Proctor Group - Gr. 8 English

Select Your District

Columbus School District X Vv

Select Your School

Mountain High XV

Proctor First Name

Jim

Proctor Last Name

Smith

Proctor Email Address

5. Once you confirm all the information you entered for your new proctor group, the Proctor
Dashboard will open.

‘Aspige Logout G

Testing Information Config Information Actions

Test: Dermo ELA Gr 8 Test Window: Test Code: ZGEFKS .

Administration: Demo E Proctor Name: Proctor Password: ERBSWA

Proctor Dermo ELA Gr & Smith Sample Proctor Group - Gr. 8 English Kiosk Only:

Group:

Testing School: Mountain High

All | NotStarted  InProgress  Submitted  Needs Attention y nr »
[~] Auto Refresh (5mins)  1to 0 (0) .

4+ Tester Identifier Organization Progress Started Time Health Section item ™S Accom Code Actions
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Starting the Test Administration (Teachers and Proctors)
Once your proctor group has been either loaded or created, you can now start your administration.

1. The Proctor Dashboard gives the proctor a new Test Code if the proctor group wasn’t pre-

created.

Aspire
Testing Information

Test:
Administration:

Proctor
Group:

Dema ELA Gr

Testing School:

All | Notstarted  InProgress  Submitted  Needs Attention

4 Tester Identifier Organization Progress

Logout &

Config Information Actions

Test Window: I Test Code:

Proctor Name: Proctor Password:

Kiosk Only:

Auto Refresh (Smins) 1100 (0)

Started Time Health Section Itern s Accom Code

2. Once your students are ready to start testing, give the test code to the students in your proctor

group by either clicking the Display

symbol next to your Test Code in the Actions box or writing

it on the board. Please make note of the seal code. Students will need to read the test directions
and acknowledge they’ve read the directions. students will need the Seal Code to enter section

2 of their test.

Test Code:

Seal Code(s):
Seal Code I

7608

Actions

XXXXXX

3. The Display button will give a large display of the test code for students to use to login to

TestNav.
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4. Along with your Test Code you should have received all of your Student Testing tickets. These
are provided by School Administrators. The Student Testing tickets will have the student’s last

name and SSID that they will need with the Test Code to login to TestNav.

-

UTAH
Douglas Alexander
Demo ELA Gr 9
Last Name Alexander

ssID 100001921

Summerville Middle Schoo

\

N 'S

UTAH
Daniella Andrews
Demo ELA Gr 9
Last Name Andrews

581D 100001925

\

the Progress status of Needs Attention.

You can approve students one at a time by clicking Approve Session button to the right of the

5. As students complete the login process, they will start showing in the Proctor Dashboard with

student or approve all students waiting for approval by clicking the Approve All Sessions button.

Not Started

In Progress

Submitted  Needs Attention

4 Tester identifier ¢ Progress
Anne Weber STU-06SCl-Loop09-070012
Boisa Corter STU-06SCH100p09-070001

Freeman Osinski STU-08SCH-Loop09-07001

Hallon Fahey STU-08SCH-LoopQ9-070005
Maxwelt Sporer STU-08SCH-100p09-070003
Payton Barton S$TU-06SCH00p0e-070008
Waido Corwin $TU-08SCH-Loop08-070000

@ @ AutoRefresh (5mins) 1107 (7)
¢ Started Time Health Section tem Accom
Mor 3lst, 30344 pm None 0
Mor 25th, 64644 pm Biited None 0
Mor 3ist, 30340 pm soction3 28
Mar Jist, 30330 pm Not Started None None
Dec 3ist, 60000 pm None None
Mor Jist, 30515 pm In Progross section! 2
Mor 24th, 756.09 pm Exited sectiond kv

Not Storted Submitted

In Progress

Needs Attention

# Tester ¢ identifier ¢ Progress
Anne Weber STU-06SCH-Loop09-070012

Eloisa Corter STU-06SCi-Loop08-070001

Waido Corwin STU-085Ci-Loop08-070000

6 ®  AutoRefresh (Smins) 1103(3)
¢ Started Time Health Section ftem Accom
Dec 3ist, 60000 pm None None
Mar 25th, 5:46:44 pm Exited None 0
Mar 24th, 75600 pm Exited section3 37
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Session Management Area (Teachers and Proctors)

In the Session Management area of the Proctor Dashboard, you will be able to view, filter, and search
for students in your proctor group and manage their sessions. Students who have access to the test are
listed in the Tester column.

Tester

sample

vijay! somplevijoy2

Alverta Schuster

Rowlond Gutkowsk:

Delphine Waish

Kaylin

Pleffer

Ind Auto Refresh (5 mins)  1to 20 (20) -

4 \dentifier Progress Started Time Health Section Item Accom Actions

levijoyliD Not Started None None 1

TU-0BMAT-Loop01-010000 Mar 20th, 113830 pm m 92% Attempted 2 n
TU-06MAT-LoopO1-010001 Not Storted None None

STU-06MAT-Loop01-010002 Mar 2ist, 101237 per Resumed section! 2 1 n
STU-06MAT-LoopO1-010003 Mor 2lst, 149:44 pm sectionl 4 2 m

Below is a list and description of the information you’ll find in the Session Management Area.

Tester

o The name of the student.

Identifier

o The Identifier is the SSID used by the student to log into the test.

Progress

o The progress of the students’ assessments will display one of the following. Note: The
Proctor does not “start” the test from the Proctor Dashboard. Students (when
instructed to do so by the Proctor) will start their tests by starting the TestNav
application on their devices and entering their SSIDs and the test code.

Health

Needs Attention — the student has started logging into the test and is waiting to
be let into the test by the proctor approve session.

Not Started — The student has not logged into the assessment.

In Progress — The student has logged into the assessment. No action is needed
by the proctor.

Submitted — The student has completed the test and submitted the results.
Reseat — The proctor has reseated the student(s). The student has not yet
logged back into the session. No action is needed by the proctor.

o Health helps the proctor know if the student is interacting with the assessment. Health
can be one of the following values:

Not Started — The student has not logged into the assessment. No action is
needed by the proctor.

In Progress — The student has logged into the assessment. The student has
recently interacted with the assessment.

Exited — The student has exited the TestNav app. The Proctor needs to reseat
the student before they can log back into the assessment.
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= Resumed — The proctor has re-sat the student and they can log back into the
assessment.
=  Submitted — The student has completed and submitted the test.
= No Activity — The student has not interacted with the assessment for at least 90
seconds. This indicates the student is still in the assessment but has not
interacted with the application. The proctor may choose to check on student if
this status persists.
e Section / Item
o The Section and Item columns show the completion of a section or test. While a student
is actively testing, this column will only show N/A. After student has submitted the
assessment, the fields will be populated with the completion percentage.
e Accom
o The number of accommodations a student has appears in this column. Hover over the
count to show the accommodations. Only accommodations relevant to the online
assessment session administration will be displayed.
e Available actions will appear based on the testing status of the student:
o Reseat Session — Use if a student has an “interrupted” session (computer issue, session
timeout, unexpected error). Reseating allows the student to re-enter their test code and
SSID to resume their assessment session.

You can change your view on the Proctor Dashboard. The default when you first view the dashboard is
the tile view, but you can also change to a list view by clicking the list icon.

Testing Information Contig Information Actions
Test: Titus Remote Test Test Window: 12108723 - 12/31/23 Test Code: XMAHE4
Administration: Demo Remote Test Administration Proctor Name: & disqdsfg sdigsdig Proctor Password: D3wzzD

Proctor Group: Group2 Loop05-02SCHL Kiosk Only:
Testing School: Loop05-02SCHL

Group Actions:

| Needs Attention 0 Raise Hand ~ 0 Create Temporary Student [RALE - ? K |

@ @ AutoRelresh (1 min) 11010 (10) -

Al 10 Not Started 10 InProgress 0 Submitted

°

Alexandro Kirlin Alexane Torphy Allen Smitham Amelia TM
1D: STU-06MAT-Loop01-010207 ID: STU-06MAT-Loop01-010614 1D: STU-06MAT-L00p01-010715 1D: MTM126
School: Loop01-01SCHL School: Loop01-01SCHL School: Loop01-01SCHL School: Loop01-01SCHL

Reseating a Student’s Session (Teachers and Proctors)

The Reseat Session action on the proctor dashboard logs a student out of the test and allows them to
sign in again. A proctor might need to reseat a student if they exit the TestNav and their progress status
is Breached or if their computer session expired. Reseating a student can also resolve other non-specific
issues a student might have with navigation in a test. To Reseat your student’s session, follow these
steps:

1. Inthe proctor dashboard, find the student you want to reseat.
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2. Inthe Actions area, select the Reseat Session button.

3. When the confirmation message appears, select Reseat.

NOTE: The student progress will change from In Progress or Breached to Reseat to indicate that

the student has been reseated.
4. The student will receive a notification that they can log in to the test session again.

Proctoring a Remote Test
The Utah Aspire Plus test is available remotely for students whose learning is 100% online.

Logging into a Remote Proctor Group (Teachers and Proctors)
Follow these steps to login as a proctor.

1. Loginto ADAM
2. Select Proctor a Test on the right-hand side of the screen

APRAM

Assessment Delivery and Management

Login

3. Enter the Test Code and Proctor Password that is on your Proctor Card and select the Submit
button.
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Login to Proctor a Test
Enter Test Code

Enter Proctor Password

4. On the Confirm screen, confirm the Proctor Group Name and click the Confirm button.

5. Once you confirm you’ll be asked to provide your Proctor First Name and Proctor Last Name,
then click the Save button. the Proctor Dashboard will open.

6. You'll now be on the proctor dashboard for remote testing. You’ll notice the Test Code in the
top right-hand corner. This will be the test code that will need to be communicated to the
students in your proctor group. For students that are eligible and plan to take the tests
remotely, proctors/teachers the test code via a secure system that is already in place that is
used for teachers to communicate to their students.
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Testing Information Config Information Actions

Tost: Titus Remote Test Test Window: 12/08/23 - 12/31123 Tost Code: XMAHE4
Administration: Demo Remote Test Administration Proctor Name: & disqdstg sdigsdig Proctor Password: D3WZZD
Proctor Group: Group2 Loop05-02SCHL Kiosk Only: No

Tosting School: Loop05-02SCHL

Group Actions:

Al 10 NotStated 10 | InProgress O | Submited O | NeedsAttention 0 Raise Hand 0 Croate Temporary Student NN - TIF=] v w

@ @ AutoRefresh (1 min) 11010(10) « ¢ - yow
Alexandro Kirlin Alexane Torphy Allen Smitham Amelia TM
1D: STU-0BMAT-L00p01-010207 1D: STU-06MAT-Loop01-010614 1D: STU-06MAT-L00p01-010715 1D: MTM126
School: Loop01-01SCHL School: Loop01-01SCHL Schook: Loop01-01SCHL School: Loop01-01SCHL

NOTE: With multiple proctors needed in a proctor group, each proctor will use the same Test
Code and Proctor Password to login to the proctor group. The previous step of confirming the
Proctor First Name and Proctor Last Name will not be needed if a proctor has already logged in
to the proctor group.

Monitoring Testing in a Remote Proctor Group (Teachers and Proctors)

1. Asstudents start logging in, they’ll appear in the dashboard as “Needs Attention”. Select the
menu with the three dots to the right and select Approve Session to allow the student in the
proctor dashboard. You’ll see the students start to appear on camera as they get logged in to
their tests.

~Adah Guigowskl
ID: STU-0BMAT-Loop01-010718
School: Loop01-01SCHL

Ada Wolff

Are you sure you want to approve this student to

continue to test?

Needs Attention H

Section:None Actions ne

Afton Ratke =+ ooty Gos

ID: STU-06MAT-Loop01-01Q Aoply Code

EEm——
L)

2. During testing, students can raise their hands using the help tool. You’ll see a hand icon appear
over the student’s video to notify you they have a question. You can also see how many
students have their hands raised by seeing the status bar in the dashboard.
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Ada Wolff

ID: STU-06MAT-Loop01-010120

School: Loop01-01SCHL

hand icon.
¥roctor Group: Uemo GroUp LOOPUZAUTSUIL niosx Uny:
Testing School: Loop02-01SCHL
A 10 Not Started 6 | InProgress 4 | Submited 0 | Needs Attention 0 Raise Hand 1

Adeline U ¥ - x|
| » QETTT h -

Abagail Zemlak Chat Start Call Ada Woltf

0314 Hello there

1D STU-06SCI-Loop01-010006
School Loop01-01SCHL

Adah G ¥ - x
n End Chat -
Chat Start Call
Adsh G

Hello, 'm in the tost! o3 12em

0312PM  awesome!

ANNOUNCEMENT: Now
message

o

Type a message >

Adeline U

broadeast

oz - % | o
[ » QTS -
Chat Start Cat |

ANNOUNCEMENT:
Hello Students

0a 11w Abagad Zemilak is not
available

0312 Abagall Zemiak is avaiiable.

Abagail 2

| am inand now 13w

Type a message.

thanks for the help

w@sPu You have left the video call.

10718

b

@

@ l

|~

£

Start Catl

oo Hithere

ANNOUNCEMENT:

Hello Students

ANNOUNCEMENT: Now

message

> | Type a message.

- X

@ @ AutoRefresh (1 min)

1D: STU-068MAT-Loop01-010120
School: Loop01-01SCHL

concerns.

i nProgess) ©
o |
Ahmed Mayert
v ID: STU-06SCH-Looo01-010215
Adeline U | x
> o |
o |

i
]

3. You can communicate with students using the chat feature. You'll see the chat with the blue

Group Actions:

11010(10) «

Adaline Upton
1D: STU-06MAT-Loop03-010012
School: Loop01-01SCHL

InProgress &

Section:None

Albin Kuphal

Item: 0

1D: STU-06MAT-Loop01-010514

School: Loop01-01SCHL

e Proctors can only video call one student at a time. There is no broadcast video
capability.

To initiate a video call with a student who has their hand raised, click the Start Call button in the
chat window for that student.

l Abagail Z

B [eow

Chat

ANNOUNCEMENT
Hello Students

11 Abagad Zemlak s not
avatatie

@ar Abagal Zemiak is availatie
Avagaa

laminandnow @M

Typo o message >
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4. The proctor can initiate a video call with the student to address the student’s questions or



5. The proctor can send broadcast messages to all students in the proctor group by using the

broadcast button.

il

i

Troubleshooting During Remote Testing (Teachers and Proctors)

Remote proctoring has built in messaging to help assist proctors address issues they may encounter
during testing. If you see these messages over the student’s images, follow steps to address the issues.

Students are required to have their cameras turned on while testing. If you notice a student’s camera
has turned off, you need to immediately click on the Exit Session option in the three dot menu under

the picture window.

Abby Bode
ID: stage_studentz11463
School: district-01-School-01

Camera not working.

No Image available.

InProgress = &

L. L P N S P

B 0

Actions

v Apply Code
() Reseat Session
M Submit Session

v Exit Session
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If your student loses network connection, TestNav will exit the student from their session. Prior to
reseating your student, your student is in Exited status, click the Reseat Session. Once the student’s
status changes to Reseat, they can now user their last name, SSID and test code to log back into
TestNav.

Abagail Zemlak
1D: STU-06SCI-Loop01-010006
School: Loop01-01SCHL

| Actions

Network Down. v Apply Code

No Image available.

() Reseat Session

M Submit Session

v Exit Session

e

EXITED

Section:section1 tem: 3

Adridn José Ortega Gutiérrez
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Administering the Online Tests

Testing administrators or proctors will help students log in to their assessments by reading the
directions for administration. All directions are indicated by the word “SAY” and are in bold type.
Teacher/proctor directions are in italics. Read these directions exactly as they are written. Follow the
test-specific instructions for administering each test.

Ensure the following steps have been taken before reading the test administration directions.

e Ensure the TestNav app is launched on each device students will use for testing. Ensure that all
students have headphones and a keyboard. Instructions on setting up TestNav is available here.
For information on launching TestNav, select the Setup link for your specific device.

e Ensure that blank scratch paper, pencils, headphones, appropriate test materials, and student
test tickets are distributed.

e Make sure students do not have cell phones, smart watches, or devices with internet, recording,
or communication capabilities during testing. Any devices should be turned off and put away
prior to testing.

e Have students clear their desks of everything but their testing device and allowed test materials.

e Approve All sessions in ADAM by selecting the Approve All or Approve individual icon on the
proctor screen.

e Hand out the student testing tickets. Teachers or proctors may help students log in. For
information on printing student testing tickets in ADAM, refer to the Print Student Testing
Tickets section of this manual. Note that each subject will have its own student testing ticket.

Once testing begins, actively proctor the test session, and document any testing anomalies that occur.
Students who finish early should be encouraged to use any remaining time to check their answers
before submitting the test for scoring. Teachers or proctors cannot answer any student questions about
or discuss the content of the assessment with students, even if the students are finished with their
testing session.

The test section must be completed within the testing times listed below. Note that the test timer will
appear next to the student name at the top left of the screen. Teachers or proctors administering
assessments to students who require locally provided timing should use the times below. These test
times will be different for students with an extended testing time accommodation.

e English: 45 minutes

e Reading: 75 minutes

e Math: 75 minutes

e Science: 60 minutes
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Test Directions (LEA Assessment Directors, School Administrators,
Teachers, Proctors)

English Test Directions (In Person Computer-based Testing)

Student Log-In Directions
The following directions should be read to students by the proctor explaining how students should log in
to TestNav to take the Utah Aspire Plus assessment.

SAY: Today you will be taking the Utah Aspire Plus English Assessment.

Look at your student testing ticket and make sure it has your name on it. Raise your hand if you do not
have the correct student testing ticket. If you do not log in with the correct student testing ticket, your
test may be invalidated.

Provide assistance to any student who raises their hand. If a student has a wrong student testing ticket
or a student does not have a student testing ticket, contact the school test administrator.

SAY: You should see a screen that says “Utah” At the bottom are the words “Test Audio.” Select the
words “Test Audio,” listen to the sound of the bells, and adjust the volume as needed.

If your proctor group was pre-created and the Test Code is on your student testing ticket

SAY: Now find the Test Code field on the Sign In screen. Enter your Test Code exactly as it appears on
your student testing ticket, and then select the Next button.

If there's no test code on the student testing ticket point to the test code you’ve communicated via
whiteboard/chalkboard or other method

SAY: Now find the Test Code field on the Sign In screen. Enter your Test Code exactly as it appears
here, and then select the Next button.

Pause to make sure that all students have entered their testing code.

SAY: You should now see a screen asking you to enter your Last Name and SSID. Find your last name
and the SSID on your testing ticket and enter the information exactly as it appears on your testing
ticket, and then select the Next button.

Pause to make sure that all students have entered their identifier.
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SAY: You see a screen that is asking you to confirm the test you are taking and your name. Make sure
the test name is Grade [9 or 10] English and that it is your name. If everything is correct, select the
Next button. Please raise your hand if something is incorrect.

Provide assistance to any student who raises their hand. If a student has wrong information, check their
testing ticket to make sure it is for the subject and grade that is being administered.

Taking the Test Directions

SAY: You are not allowed to have a cell phone, smart phone, smart watch, or other Internet-capable
electronic device during testing. Please ensure all personal electronic devices, including cell phones
and smart watches, are powered off and secured appropriately for the remainder of the testing
session. Failure to comply could result in your test being invalidated.

Pause for any electronic devices that are not allowed to be put away.

SAY: You are now ready to begin. The Utah Aspire Plus Assessment is divided into two parts. The first
part will contain your test directions. You must read the entire section before you can move on the
test. Once everyone is finished reading the test directions, | will provide you with a seal code that will
allow you to move on the test. You may now select the Start button.

Once all students have completed the test directions, write the assigned seal code on a chalk board or
paper where all students can see it. Provide assistance to any student who raises their hand.

SAY: You are now ready to take the Grade [9 or 10] English test. This is your seal code. Please enter it
as instructed on your screen and select the Start button.

During the test, walk around the room to monitor student behavior and ensure there is no prohibited
behavior. Monitor student progress within ADAM.
When the testing time is up, ensure students have submitted their test.

SAY: The test session is now over. If you have not selected the Submit Final Answers button, select it
now. On the Test Submit Warning screen, select the Yes, Submit Final Answers button. If you need
help submitting your test, raise your hand. Once you have submitted your test, | will collect your

testing materials. Please remain quiet as | do so.

Help any students who need assistance. Collect all testing materials including scratch paper.
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Instrucciones de la prueba de Inglés (espafiol)

Instrucciones para el inicio de sesion de los estudiantes

La persona que supervisa la prueba debe leer las siguientes instrucciones a los estudiantes explicandoles
como deben iniciar la sesidon en TestNav para tomar la prueba Utah Aspire Plus.

DIGA: Hoy tomaras la prueba de Inglés de Utah Aspire Plus.

Mira tu boleto estudiantil de la prueba y asegurate de que tenga tu nombre. Levanta la mano si tu
boleto estudiantil de la prueba no es el correcto. Si no inicias la sesidn con el boleto estudiantil de la
prueba correcto, tu prueba se podria invalidar.

Preste ayuda a cualquier estudiante que levante la mano. Si un estudiante tiene un boleto estudiantil de
la prueba que no es el correcto o no tiene boleto estudiantil de la prueba, comuniquese con el
administrador de pruebas de la escuela.

DIGA: Debes ver una pantalla que dice “Utah”. En la parte inferior, aparecen las palabras “Test
Audio”. Selecciona las palabras “Test Audio”, escucha el sonido de las campanas y ajusta el volumen
segulin sea necesario.

Si su grupo de supervision fue creado previamente y el codigo de la prueba estd en su boleto estudiantil
de la prueba...

DIGA: Ahora busca el campo de Test Code en la pantalla de Iniciar Sesion. Escribe tu Test Code
exactamente como aparece en tu boleto estudiantil de la prueba y luego selecciona el botén de Next.

Si el boleto estudiantil de la prueba no tiene un cddigo de la prueba, sefiale el cédigo de la prueba que ha
comunicado en la pizarra o de cualquier otro modo.

DIGA: Ahora busca el campo de Test Code en la pantalla de Iniciar Sesidn. Escribe tu Test Code
exactamente como aparece aqui y luego selecciona el botdn de Next.

Haga una pausa para asegurarse de que todos los estudiantes hayan escrito su codigo de la prueba.

DIGA: Ahora debes ver una pantalla que te pide que escribas tu Apellido y SSID. Busca tu apellido y el
SSID en tu boleto de la prueba y escribe la informacidn exactamente como aparece en tu boleto de la
prueba; luego selecciona el botén de Next.

Haga una pausa para asegurarse de que todos los estudiantes hayan escrito su identificador.

DIGA: Ves una pantalla que te pide que confirmes la prueba que estdas tomando y tu nombre.
Asegurate de que el nombre de la prueba es Inglés grado [9 0 10] y que ese es tu nombre. Si todo esta
correcto, selecciona el botén de Siguiente. Por favor, levanta la mano si algo esta incorrecto.

Preste ayuda a cualquier estudiante que levante la mano. Si un estudiante tiene informacion incorrecta,
verifique su boleto de la prueba para asegurarse de que corresponde a la materia y grado que se estd
administrando.

Instrucciones para tomar la prueba
DIGA: Durante la prueba, no se permite que tengas un teléfono celular, un teléfono o un reloj
inteligentes, u otros aparatos electrénicos con capacidad para Internet. Por favor, asegurate de que
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todos los aparatos electrénicos, incluidos los teléfonos celulares y los relojes inteligentes, estén
apagados y hayan sido debidamente asegurados por lo que reste de la sesion de la prueba. Incumplir
con esto podria conllevar que se invalide tu prueba.

Haga una pausa para los aparatos que no se permite guardarlos.

DIGA: Ahora puedes empezar. La prueba Utah Aspire Plus se divide en dos partes. La primera parte
tiene las instrucciones de la prueba. Debes leer la seccion completa antes de que puedas seguir
adelante en la prueba. Una vez que todos hayan terminado de leer las instrucciones de la prueba, les
proporcionaré un codigo de seguridad que les permitira continuar. Ahora puedes seleccionar el botén
de Empezar.

Una vez que todos los estudiantes hayan completado las instrucciones de la prueba, escriba el cédigo de
seguridad asignado en una pizarra u hoja donde todos los estudiantes puedan verlo. Preste ayuda a
cualquier estudiante que levante la mano.

DIGA: Ahora puedes tomar la prueba de Inglés grado [9 o 10]. Este es tu cddigo de seguridad. Por
favor, escribelo segtin se indica en tu pantalla y selecciona el botén de Empezar.

Durante la prueba, camine por el salén para observar el comportamiento de los estudiantes y asegurarse
de que no haya comportamientos prohibidos. Supervise el progreso de los estudiantes en ADAM.

Cuando el tiempo de la prueba haya terminado, asegurese de que los estudiantes hayan entregado su
prueba.

DIGA: La sesidn de la prueba ha terminado. Si no has seleccionado el botén de Enviar respuestas
finales, seleccidnalo ahora. En la pantalla de Advertencia sobre el envio de la prueba, selecciona el
boton de Si, enviar respuestas finales. Si necesitas ayuda enviando tu prueba, levanta la mano. Una
vez que hayas enviado tu prueba, levanta la mano. Una vez que hayas enviado tu prueba, recogeré tus
materiales de la prueba. Por favor, guarda silencio mientras lo hago.

Ayude a cualquier estudiante que necesite asistencia. Recoja todos los materiales de la prueba, incluso el
papel borrador.
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English Test Directions (Standard Print, Large Print, Braille, Screen Reader)

Student Log-In Directions
The following directions should be read to students by the proctor explaining how students should log in
to TestNav to take the Utah Aspire Plus assessment.

SAY: Today you will be taking the Utah Aspire Plus English Assessment.

Look at your student testing ticket and make sure it has your name on it. Raise your hand if you do not
have the correct student testing ticket. If you do not log in with the correct student testing ticket, your
test may be invalidated.

Provide assistance to any student who raises their hand. If a student has a wrong student testing ticket
or a student does not have a student testing ticket, contact the school test administrator.

SAY: You should see a screen that says “Utah” At the bottom are the words “Test Audio.” Select the
words “Test Audio,” listen to the sound of the bells, and adjust the volume as needed.

If your proctor group was pre-created and the Test Code is on your student testing ticket

SAY: Now find the Test Code field on the Sign In screen. Enter your Test Code exactly as it appears on
your student testing ticket, and then select the Next button.

If there’s no test code on the student testing ticket point to the test code you’ve communicated via
whiteboard/chalkboard or other method

SAY: Now find the Test Code field on the Sign In screen. Enter your Test Code exactly as it appears
here, and then select the Next button.

Pause to make sure that all students have entered their testing code.

SAY: You should now see a screen asking you to enter your Last Name and SSID. Find your last name
and the SSID on your testing ticket and enter the information exactly as it appears on your testing
ticket, and then select the Next button.

Pause to make sure that all students have entered their identifier.
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SAY: You see a screen that is asking you to confirm the test you are taking and your name. Make sure
the test name is Grade [9 or 10] English and that it is your name. If everything is correct, select the
Next button. Please raise your hand if something is incorrect.

Provide assistance to any student who raises their hand. If a student has wrong information, check their
testing ticket to make sure it is for the subject and grade that is being administered.

Taking the Test Directions

SAY: You are not allowed to have a cell phone, smart phone, smart watch, or other Internet-capable
electronic device during testing. Please ensure all personal electronic devices, including cell phones
and smart watches, are powered off and secured appropriately for the remainder of the testing
session. Failure to comply could result in your test being invalidated.

Pause for any electronic devices that are not allowed to be put away.

SAY: You are now ready to take the Grade [9 or 10] English test. This test is designed to measure your
understanding of Utah Core Standards for Grade [9 or 10] English.

Begin working on the test when you are told to do so.

If you finish the test before time is called, you should use the remaining time to review your work. If
you find that you do not know how to enter your responses, please raise your hand.

For the English subject Screen Reader forms ONLY, SAY: Some of the items on this test will measure
your knowledge of sentence structure and the correct placement of punctuation marks. To modify
your screen reader settings to change the level of punctuation that is spoken, please use one of the
following commands. (Note that screen reader commands are typically preceded by a screen reader
modifier key. These modifier keys are customizable but Insert can always be used as a modifier key for
both JAWS and NVDA, and Control+Option can be used with VoiceOver.)

e JAWS for Windows: Press JAWSKey+Shift+2.

e NVDA: Press NVDA+P.

e VoiceOver: Press VO+V to open the Verbosity rotor. Next, press Left/Right Arrow until

you hear “punctuation” and the current setting. Then, press Up/Down Arrow to choose

the desired level. Finally, press Space to select, and Escape to close the Verbosity rotor.

Pause to answer any questions the students may have.

SAY: Select the Start button.

Pause to make sure students have selected the Start button.

SAY: You should see a screen that says, “Section 1.”
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SAY: When you come to the screen with the words “Submit Final Answers,” you have finished the
test. If you finish before time is up, you may use the remaining time to review your answers. If you are
ready to submit your answers, select the Submit Final Answers button. Then you will see a
confirmation screen. After you select the Yes, Submit Final Answers button, you will not be able to
return to this section. Select the Yes, Submit Final Answers button only if you are sure you are ready
to submit your test.

After you have submitted your test, you may sit quietly or read a book. You may not continue to use
your computer. You may not leave the room until all tests are submitted and all scratch paper and
test materials have been collected. Are there any questions?

Pause to answer any questions the students may have.

SAY: We will now begin. You will have 45 minutes to complete the test. Once you click the Start
button, your time will begin counting down. A warning message will appear when you have five
minutes left in the test. Put on your headphones and select the Start button.

During the test, walk around the room to monitor student behavior and ensure there is no prohibited
behavior. Monitor student progress within ADAM.
When the testing time is up, ensure students have submitted their test.

SAY: The test session is now over. If you have not selected the Submit Final Answers button, select it
now. On the Test Submit Warning screen, select the Yes, Submit Final Answers button. If you need
help submitting your test, raise your hand. Once you have submitted your test, | will collect your
testing materials. Please remain quiet as | do so.

Help any students who need assistance. Collect all testing materials including scratch paper.
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English Test Directions (REMOTE Testers)

For students that are eligible and plan to take the tests remotely, proctors/teachers should plan to send
the following checklist to the students via a secure system that is already in place that is used for
teachers to communicate to their students. The checklist should be sent to the students testing
remotely just prior to the testing event.

Student Log-In Direction Checklist
Today you will be taking the Utah Aspire Plus English Assessment. Please follow the directions below for
logging in to your test.

If you have any questions or issues while logging in, please reach out to your proctor/teacher through
your normal communication channels.

o Open Test Nav application

o Look at your student testing ticket, provided by your teacher and make sure it has your name on
it. If you do not log in with the correct student testing ticket, your test may be invalidated.

o You should see a screen that says “Utah” At the bottom are the words “Test Audio.” Select the
words “Test Audio,” listen to the sound of the bells, and adjust the volume as needed.

o Now find Test Code field on the Sign In screen. Enter your Test Code exactly as it appears on
your student testing ticket. If the Test Code is not on your student testing ticket, enter it exactly
as your proctor has provided separately and then select the Next button.

o You should now see a screen asking you to enter your Last Name and SSID. Find your Last Name
and SSID on your testing ticket and enter the information exactly as it appears on your testing
ticket, and then select the Next button.

o You should see a screen that is asking you to confirm the test you are taking and your name.
Make sure the test name is Grade [9 or 10] English and that it is your name. If everything is
correct, select the Next button.

o After logging in, you will see a system checkup screen. The system check screen will test your
computer to make sure your microphone, camera, and system are ready for remote testing.
Please follow the on-screen directions through the system check.

At this point, you will be able to communicate with your proctor/teacher through the onscreen help tool
by raising your hand by selecting the hand icon.

Taking the Test Directions
Proctors will need to broadcast message the information below that is in bold using the remote
proctoring tools that are available in ADAM.

SAY: You are not allowed to have a cell phone, smart phone, smart watch, or other Internet-capable
electronic device during testing. Please ensure all personal electronic devices, including cell phones
and smart watches, are powered off and secured appropriately for the remainder of the testing
session. Failure to comply could result in your test being invalidated.

Pause for any electronic devices that are not allowed to be put away.
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MESSAGE: You are now ready to begin. The Utah Aspire Plus Assessment is divided into two parts. The
first part will contain your test directions. You must read the entire section before you can move on
the test. Once everyone is finished reading the test directions, | will provide you with a seal code that
will allow you to move on the test. You may now select the Start button.

Once all students have completed the test directions, broadcast message the assigned seal code to all
students in the proctor group.

MESSAGE: You are now ready to take the Grade [9 or 10] English test. This is your seal code. Please
enter it as instructed on your screen and select the Start button.

During the test monitor student progress within ADAM. If students are using scratch paper, they should
show on camera that they have torn the paper up.
When the testing time is up, ensure students have submitted their test.

MESSAGE: The test session is now over. If you have not selected the Submit Final Answers button,
select it now. On the Test Submit Warning screen, select the Yes, Submit Final Answers button. If you
need help submitting your test, raise your hand. Please show me that you have torn up any scratch
paper you have used.
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Mathematics Test Directions (In Person Computer-based Testing)

Student Log-In Directions
The following directions should be read to students by the proctor explaining how students should log in
to TestNav to take the Utah Aspire Plus assessment.

SAY: Today you will be taking the Utah Aspire Plus Math Assessment.

Look at your student testing ticket and make sure it has your name on it. Raise your hand if you do not
have the correct student testing ticket. If you do not log in with the correct student testing ticket, your
test may be invalidated.

Provide assistance to any student who raises their hand. If a student has a wrong student testing ticket
or a student does not have a student testing ticket, contact the school test administrator.

SAY: You should see a screen that says “Utah” At the bottom are the words “Test Audio.” Select the
words “Test Audio,” listen to the sound of the bells, and adjust the volume as needed.

If your proctor group was pre-created and the Test Code is on your student testing ticket

SAY: Now find the Test Code field on the Sign In screen. Enter your Test Code exactly as it appears on
your student testing ticket, and then select the Next button.

If there’s no test code on the student testing ticket point to the test code you’ve communicated via
whiteboard/chalkboard or other method

SAY: Now find the Test Code field on the Sign In screen. Enter your Test Code exactly as it appears
here, and then select the Next button.

Pause to make sure that all students have entered their testing code.

SAY: You should now see a screen asking you to enter your Last Name and SSID. Find your last name
and the SSID on your testing ticket and enter the information exactly as it appears on your testing
ticket, and then select the Next button.

Pause to make sure that all students have entered their identifier.
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SAY: You see a screen that is asking you to confirm the test you are taking and your name. Make sure
the test name is Grade [9 or 10] Math and that it is your name. If everything is correct, select the Next
button. Please raise your hand if something is incorrect.

Provide assistance to any student who raises their hand. If a student has wrong information, check their
testing ticket to make sure it is for the subject and grade that is being administered.

Taking the Test Directions

SAY: You are not allowed to have a cell phone, smart phone, smart watch, or other Internet-capable
electronic device during testing. Please ensure all personal electronic devices, including cell phones
and smart watches, are powered off and secured appropriately for the remainder of the testing
session. Failure to comply could result in your test being invalidated.

Pause for any electronic devices that are not allowed to be put away.

SAY: You are now ready to begin. The Utah Aspire Plus Assessment is divided into two parts. The first
part will contain your test directions. You must read the entire section before you can move on the
test. Once everyone is finished reading the test directions, | will provide you with a seal code that will
allow you to move on the test. You may now select the Start button.

Once all students have completed the test directions, write the assigned seal code on a chalk board or
paper where all students can see it. Provide assistance to any student who raises their hand.

SAY: You are now ready to take the Grade [9 or 10] Math test. This is your seal code. Please enter it as
instructed on your screen and select the Start button.

During the test, walk around the room to monitor student behavior and ensure there is no prohibited
behavior. Monitor student progress within ADAM.
When the testing time is up, ensure students have submitted their test.

SAY: The test session is now over. If you have not selected the Submit Final Answers button, select it
now. On the Test Submit Warning screen, select the Yes, Submit Final Answers button. If you need
help submitting your test, raise your hand. Once you have submitted your test, | will collect your
testing materials. Please remain quiet as | do so.

Help any students who need assistance. Collect all testing materials including scratch paper.
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Instrucciones de la prueba de Matematicas (espafiol)

Instrucciones para el inicio de sesion de los estudiantes

La persona que supervisa la prueba debe leer las siguientes instrucciones a los estudiantes explicandoles
como deben iniciar la sesidon en TestNav para tomar la prueba Utah Aspire Plus.

DIGA: Hoy tomaras la prueba de Matematicas de Utah Aspire Plus.

Mira tu boleto estudiantil de la prueba y asegurate de que tenga tu nombre. Levanta la mano si tu
boleto estudiantil de la prueba no es el correcto. Si no inicias la sesidn con el boleto estudiantil de la
prueba correcto, tu prueba se podria invalidar.

Preste ayuda a cualquier estudiante que levante la mano. Si un estudiante tiene un boleto estudiantil de
la prueba que no es el correcto o no tiene boleto estudiantil de la prueba, comuniquese con el
administrador de pruebas de la escuela.

DIGA: Debes ver una pantalla que dice “Utah”. En la parte inferior, aparecen las palabras “Test
Audio”. Selecciona las palabras “Test Audio”, escucha el sonido de las campanas y ajusta el volumen
segun sea necesario.

Si su grupo de supervision fue creado previamente y el cddigo de la prueba estd en su boleto estudiantil
de la prueba...

DIGA: Ahora busca el campo de Test Code en la pantalla de Iniciar Sesion. Escribe tu Test Code
exactamente como aparece en tu boleto estudiantil de la prueba y luego selecciona el botén de Next.

Si el boleto estudiantil de la prueba no tiene un cdédigo de la prueba, sefiale el cédigo de la prueba que ha
comunicado en la pizarra o de cualquier otro modo.

DIGA: Ahora busca el campo de Test Code en la pantalla de Iniciar Sesidn. Escribe tu Test Code
exactamente como aparece aqui y luego selecciona el botén de Next.

Haga una pausa para asegurarse de que todos los estudiantes hayan escrito su codigo de la prueba.

DIGA: Ahora debes ver una pantalla que te pide que escribas tu Apellido y SSID. Busca tu apellido y el
SSID en tu boleto de la prueba y escribe la informacién exactamente como aparece en tu boleto de la
prueba; luego selecciona el boton de Next.

Haga una pausa para asegurarse de que todos los estudiantes hayan escrito su identificador.
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DIGA: Ves una pantalla que te pide que confirmes la prueba que estdas tomando y tu nombre.
Asegurate de que el nombre de la prueba es Matematicas grado [9 0 10] y que ese es tu nombre. Si
todo esta correcto, selecciona el boton de Siguiente. Por favor, levanta la mano si algo estd incorrecto.

Preste ayuda a cualquier estudiante que levante la mano. Si un estudiante tiene informacion incorrecta,
verifique su boleto de la prueba para asegurarse de que corresponde a la materia y grado que se estd
administrando.

Instrucciones para tomar la prueba

DIGA: Durante la prueba, no se permite que tengas un teléfono celular, un teléfono o un reloj
inteligentes, u otros aparatos electrénicos con capacidad para Internet. Por favor, asegurate de que
todos los aparatos electrdnicos, incluidos los teléfonos celulares y los relojes inteligentes, estén
apagados y hayan sido debidamente asegurados por lo que reste de la sesién de la prueba. Incumplir
con esto podria conllevar que se invalide tu prueba.

Haga una pausa para los aparatos que no se permite guardarlos.

DIGA: Ahora puedes empezar. La prueba Utah Aspire Plus se divide en dos partes. La primera parte
tiene las instrucciones de la prueba. Debes leer la seccion completa antes de que puedas seguir
adelante en la prueba. Una vez que todos hayan terminado de leer las instrucciones de la prueba, les
proporcionaré un codigo de seguridad que les permitira continuar. Ahora puedes seleccionar el botén
de Empeazar.

Una vez que todos los estudiantes hayan completado las instrucciones de la prueba, escriba el codigo de
seguridad asignado en una pizarra u hoja donde todos los estudiantes puedan verlo. Preste ayuda a
cualquier estudiante que levante la mano.

DIGA: Ahora puedes tomar la prueba de Matematicas grado [9 o 10]. Este es tu cddigo de seguridad.
Por favor, escribelo seguin se indica en tu pantalla y selecciona el botén de Empezar.

Durante la prueba, camine por el saldn para observar el comportamiento de los estudiantes y asegurarse
de que no haya comportamientos prohibidos. Supervise el progreso de los estudiantes en ADAM.

Cuando el tiempo de la prueba haya terminado, asegurese de que los estudiantes hayan entregado su
prueba.

DIGA: La sesidn de la prueba ha terminado. Si no has seleccionado el botdn de Enviar respuestas
finales, seleccidnalo ahora. En la pantalla de Advertencia sobre el envio de la prueba, selecciona el
botdn de Si, enviar respuestas finales. Si necesitas ayuda enviando tu prueba, levanta la mano. Una
vez que hayas enviado tu prueba, levanta la mano. Una vez que hayas enviado tu prueba, recogeré tus
materiales de la prueba. Por favor, guarda silencio mientras lo hago.
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Ayude a cualquier estudiante que necesite asistencia. Recoja todos los materiales de la prueba, incluso el
papel borrador.
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Mathematics Test Directions (Standard Print, Large Print, Braille, Screen Reader)

Student Log-In Directions
The following directions should be read to students by the proctor explaining how students should log in
to TestNav to take the Utah Aspire Plus assessment.

SAY: Today you will be taking the Utah Aspire Plus Math Assessment.

Look at your student testing ticket and make sure it has your name on it. Raise your hand if you do not
have the correct student testing ticket. If you do not log in with the correct student testing ticket, your
test may be invalidated.

Provide assistance to any student who raises their hand. If a student has a wrong student testing ticket
or a student does not have a student testing ticket, contact the school test administrator.

SAY: You should see a screen that says “Utah” At the bottom are the words “Test Audio.” Select the
words “Test Audio,” listen to the sound of the bells, and adjust the volume as needed.

If your proctor group was pre-created and the Test Code is on your student testing ticket

SAY: Now find the Test Code field on the Sign In screen. Enter your Test Code exactly as it appears on
your student testing ticket, and then select the Next button.

If there’s no test code on the student testing ticket point to the test code you’ve communicated via
whiteboard/chalkboard or other method

SAY: Now find the Test Code field on the Sign In screen. Enter your Test Code exactly as it appears
here, and then select the Next button.

Pause to make sure that all students have entered their testing code.

SAY: You should now see a screen asking you to enter your Last Name and SSID. Find your last name
and the SSID on your testing ticket and enter the information exactly as it appears on your testing
ticket, and then select the Next button.

Pause to make sure that all students have entered their identifier.
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SAY: You see a screen that is asking you to confirm the test you are taking and your name. Make sure
the test name is Grade [9 or 10] Math and that it is your name. If everything is correct, select the Next
button. Please raise your hand if something is incorrect.

Provide assistance to any student who raises their hand. If a student has wrong information, check their
testing ticket to make sure it is for the subject and grade that is being administered.

Taking the Test Directions

SAY: You are not allowed to have a cell phone, smart phone, smart watch, or other Internet-capable
electronic device during testing. Please ensure all personal electronic devices, including cell phones
and smart watches, are powered off and secured appropriately for the remainder of the testing
session. Failure to comply could result in your test being invalidated.

Pause for any electronic devices that are not allowed to be put away.

SAY: You are now ready to take the Grade [9 or 10] Math test. This test is designed to measure your
understanding of Utah Core Standards for Grade [9 or 10] Math.

Begin working on the test when you are told to do so.

If you finish the test before time is called, you should use the remaining time to review your work. If
you find that you do not know how to enter your responses, please raise your hand.

Pause to answer any questions the students may have.

SAY: Select the Start button.

Pause to make sure students have selected the Start button.

SAY: You should see a screen that says, “Section 1.”

SAY: When you come to the screen with the words “Submit Final Answers,” you have finished the
test. If you finish before time is up, you may use the remaining time to review your answers. If you are
ready to submit your answers, select the Submit Final Answers button. Then you will see a
confirmation screen. After you select the Yes, Submit Final Answers button, you will not be able to
return to this section. Select the Yes, Submit Final Answers button only if you are sure you are ready
to submit your test.

After you have submitted your test, you may sit quietly or read a book. You may not continue to use
your computer. You may not leave the room until all tests are submitted and all scratch paper and
test materials have been collected. Are there any questions?
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Pause to answer any questions the students may have.

SAY: We will now begin. You will have 75 minutes to complete the test. Once you click the Start
button, your time will begin counting down. A warning message will appear when you have five
minutes left in the test. Put on your headphones and select the Start button.

During the test, walk around the room to monitor student behavior and ensure there is no prohibited
behavior. Monitor student progress within ADAM.
When the testing time is up, ensure students have submitted their test.

SAY: The test session is now over. If you have not selected the Submit Final Answers button, select it
now. On the Test Submit Warning screen, select the Yes, Submit Final Answers button. If you need
help submitting your test, raise your hand. Once you have submitted your test, | will collect your
testing materials. Please remain quiet as | do so.

Help any students who need assistance. Collect all testing materials including scratch paper.
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Mathematics Test Directions (REMOTE Testers)

For students that are eligible and plan to take the tests remotely, proctors/teachers should plan to send
the following checklist to the students via a secure system that is already in place that is used for
teachers to communicate to their students. The checklist should be sent to the students testing
remotely just prior to the testing event.

Student Log-In Direction Checklist
Today you will be taking the Utah Aspire Plus Math Assessment. Please follow the directions below for
logging in to your test.

If you have any questions or issues while logging in, please reach out to your proctor/teacher through
your normal communication channels.

o Open Test Nav application

o Look at your student testing ticket, provided by your teacher and make sure it has your name on
it. If you do not log in with the correct student testing ticket, your test may be invalidated.

o You should see a screen that says “Utah” At the bottom are the words “Test Audio.” Select the
words “Test Audio,” listen to the sound of the bells, and adjust the volume as needed.

o Now find Test Code field on the Sign In screen. Enter your Test Code exactly as it appears on
your student testing ticket. If the Test Code is not on your student testing ticket, enter it exactly
as your proctor has provided separately and then select the Next button. You should now see a
screen asking you to enter your Last Name and SSID. Find your Last Name and SSID on your
testing ticket and enter the information exactly as it appears on your testing ticket, and then
select the Next button.

o You should see a screen that is asking you to confirm the test you are taking and your name.
Make sure the test name is Grade [9 or 10] Math and that it is your name. If everything is
correct, select the Next button.

o After logging in, you will see a system checkup screen. The system check screen will test your
computer to make sure your microphone, camera, and system are ready for remote testing.
Please follow the on-screen directions through the system check.

At this point, you will be able to communicate with your proctor/teacher through the onscreen help tool
by raising your hand by selecting the hand icon.

Taking the Test Directions
Proctors will need to broadcast message the information below that is in bold using the remote
proctoring tools that are available in ADAM.

SAY: You are not allowed to have a cell phone, smart phone, smart watch, or other Internet-capable
electronic device during testing. Please ensure all personal electronic devices, including cell phones
and smart watches, are powered off and secured appropriately for the remainder of the testing
session. Failure to comply could result in your test being invalidated.

Pause for any electronic devices that are not allowed to be put away.
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MESSAGE: You are now ready to begin. The Utah Aspire Plus Assessment is divided into two parts. The
first part will contain your test directions. You must read the entire section before you can move on
the test. Once everyone is finished reading the test directions, | will provide you with a seal code that
will allow you to move on the test. You may now select the Start button.

Once all students have completed the test directions, broadcast message the assigned seal code to all
students in the proctor group.

MESSAGE: You are now ready to take the Grade [9 or 10] Math test. This is your seal code. Please
enter it as instructed on your screen and select the Start button.

During the test monitor student progress within ADAM. If students are using scratch paper, they should
show on camera that they have torn the paper up.
When the testing time is up, ensure students have submitted their test.

MESSAGE: The test session is now over. If you have not selected the Submit Final Answers button,
select it now. On the Test Submit Warning screen, select the Yes, Submit Final Answers button. If you
need help submitting your test, raise your hand. Please show me that you have torn up any scratch
paper you have used.
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Reading Test Directions (In Person Computer-based Testing)

Student Log-In Directions
The following directions should be read to students by the proctor explaining how students should log in
to TestNav to take the Utah Aspire Plus assessment.

SAY: Today you will be taking the Utah Aspire Plus Reading Assessment.

Look at your student testing ticket and make sure it has your name on it. Raise your hand if you do not
have the correct student testing ticket. If you do not log in with the correct student testing ticket, your
test may be invalidated.

Provide assistance to any student who raises their hand. If a student has a wrong student testing ticket
or a student does not have a student testing ticket, contact the school test administrator.

SAY: You should see a screen that says “Utah” At the bottom are the words “Test Audio.” Select the
words “Test Audio,” listen to the sound of the bells, and adjust the volume as needed.

If your proctor group was pre-created and the Test Code is on your student testing ticket

SAY: Now find the Test Code field on the Sign In screen. Enter your Test Code exactly as it appears on
your student testing ticket, and then select the Next button.

If there's no test code on the student testing ticket point to the test code you’ve communicated via
whiteboard/chalkboard or other method

SAY: Now find the Test Code field on the Sign In screen. Enter your Test Code exactly as it appears
here, and then select the Next button.

Pause to make sure that all students have entered their testing code.

SAY: You should now see a screen asking you to enter your Last Name and SSID. Find your last name
and the SSID on your testing ticket and enter the information exactly as it appears on your testing
ticket, and then select the Next button.

Pause to make sure that all students have entered their identifier.
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SAY: You see a screen that is asking you to confirm the test you are taking and your name. Make sure
the test name is Grade [9 or 10] Reading and that it is your name. If everything is correct, select the
Next button. Please raise your hand if something is incorrect.

Provide assistance to any student who raises their hand. If a student has wrong information, check their
testing ticket to make sure it is for the subject and grade that is being administered.

Taking the Test Directions

SAY: You are not allowed to have a cell phone, smart phone, smart watch, or other Internet-capable
electronic device during testing. Please ensure all personal electronic devices, including cell phones
and smart watches, are powered off and secured appropriately for the remainder of the testing
session. Failure to comply could result in your test being invalidated.

Pause for any electronic devices that are not allowed to be put away.

SAY: You are now ready to begin. The Utah Aspire Plus Assessment is divided into two parts. The first
part will contain your test directions. You must read the entire section before you can move on the
test. Once everyone is finished reading the test directions, | will provide you with a seal code that will
allow you to move on the test. You may now select the Start button.

Once all students have completed the test directions, write the assigned seal code on a chalk board or
paper where all students can see it. Provide assistance to any student who raises their hand.

SAY: You are now ready to take the Grade [9 or 10] Reading test. This is your seal code. Please enter it
as instructed on your screen and select the Start button.

During the test, walk around the room to monitor student behavior and ensure there is no prohibited
behavior. Monitor student progress within ADAM.
When the testing time is up, ensure students have submitted their test.

SAY: The test session is now over. If you have not selected the Submit Final Answers button, select it
now. On the Test Submit Warning screen, select the Yes, Submit Final Answers button. If you need
help submitting your test, raise your hand. Once you have submitted your test, | will collect your
testing materials. Please remain quiet as | do so.

Help any students who need assistance. Collect all testing materials including scratch paper.
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Instrucciones de la prueba de Lectura (espafiol)

Instrucciones para el inicio de sesion de los estudiantes

La persona que supervisa la prueba debe leer las siguientes instrucciones a los estudiantes explicandoles
como deben iniciar la sesidon en TestNav para tomar la prueba Utah Aspire Plus.

DIGA: Hoy tomaras la prueba de Lectura de Utah Aspire Plus.

Mira tu boleto estudiantil de la prueba y asegurate de que tenga tu nombre. Levanta la mano si tu
boleto estudiantil de la prueba no es el correcto. Si no inicias la sesidn con el boleto estudiantil de la
prueba correcto, tu prueba se podria invalidar.

Preste ayuda a cualquier estudiante que levante la mano. Si un estudiante tiene un boleto estudiantil de
la prueba que no es el correcto o no tiene boleto estudiantil de la prueba, comuniquese con el
administrador de pruebas de la escuela.

DIGA: Debes ver una pantalla que dice “Utah”. En la parte inferior, aparecen las palabras “Test
Audio”. Selecciona las palabras “Test Audio”, escucha el sonido de las campanas y ajusta el volumen
segulin sea necesario.

Si su grupo de supervision fue creado previamente y el cddigo de la prueba estd en su boleto estudiantil
de la prueba...

DIGA: Ahora busca el campo de Test Code en la pantalla de Iniciar Sesidn. Escribe tu Test Code
exactamente como aparece en tu boleto estudiantil de la prueba y luego selecciona el boton de Next.

Si el boleto estudiantil de la prueba no tiene un cddigo de la prueba, sefiale el cédigo de la prueba que ha
comunicado en la pizarra o de cualquier otro modo.

DIGA: Ahora busca el campo de Test Code en la pantalla de Iniciar Sesion. Escribe tu Test Code
exactamente como aparece aqui y luego selecciona el boton de Next.

Haga una pausa para asegurarse de que todos los estudiantes hayan escrito su cddigo de la prueba.

DIGA: Ahora debes ver una pantalla que te pide que escribas tu Apellido y SSID. Busca tu apellido y el
SSID en tu boleto de la prueba y escribe la informacién exactamente como aparece en tu boleto de la
prueba; luego selecciona el botén de Next.

Haga una pausa para asegurarse de que todos los estudiantes hayan escrito su identificador.

143



DIGA: Ves una pantalla que te pide que confirmes la prueba que estds tomando y tu nombre.
Asegurate de que el nombre de la prueba es Lectura grado [9 o0 10] y que ese es tu nombre. Si todo
esta correcto, selecciona el botdn de Siguiente. Por favor, levanta la mano si algo esta incorrecto.

Preste ayuda a cualquier estudiante que levante la mano. Si un estudiante tiene informacion incorrecta,
verifique su boleto de la prueba para asegurarse de que corresponde a la materia y grado que se estd
administrando.

Instrucciones para tomar la prueba

DIGA: Durante la prueba, no se permite que tengas un teléfono celular, un teléfono o un reloj
inteligentes, u otros aparatos electronicos con capacidad para Internet. Por favor, asegurate de que
todos los aparatos electrdnicos, incluidos los teléfonos celulares y los relojes inteligentes, estén
apagados y hayan sido debidamente asegurados por lo que reste de la sesién de la prueba. Incumplir
con esto podria conllevar que se invalide tu prueba.

Haga una pausa para los aparatos que no se permite guardarlos.

DIGA: Ahora puedes empezar. La prueba Utah Aspire Plus se divide en dos partes. La primera parte
tiene las instrucciones de la prueba. Debes leer la seccion completa antes de que puedas seguir
adelante en la prueba. Una vez que todos hayan terminado de leer las instrucciones de la prueba, les
proporcionaré un codigo de seguridad que les permitira continuar. Ahora puedes seleccionar el botén
de Empezar.

Una vez que todos los estudiantes hayan completado las instrucciones de la prueba, escriba el codigo de
seguridad asignado en una pizarra u hoja donde todos los estudiantes puedan verlo. Preste ayuda a
cualquier estudiante que levante la mano.

DIGA: Ahora puedes tomar la prueba de Lectura grado [9 o 10]. Este es tu codigo de seguridad. Por
favor, escribelo segtin se indica en tu pantalla y selecciona el botén de Empezar.

Durante la prueba, camine por el salén para observar el comportamiento de los estudiantes y asegurarse
de que no haya comportamientos prohibidos. Supervise el progreso de los estudiantes en ADAM.

Cuando el tiempo de la prueba haya terminado, asegurese de que los estudiantes hayan entregado su
prueba.

DIGA: La sesidn de la prueba ha terminado. Si no has seleccionado el botén de Enviar respuestas
finales, seleccidnalo ahora. En la pantalla de Advertencia sobre el envio de la prueba, selecciona el
botdn de Si, enviar respuestas finales. Si necesitas ayuda enviando tu prueba, levanta la mano. Una
vez que hayas enviado tu prueba, levanta la mano. Una vez que hayas enviado tu prueba, recogeré tus
materiales de la prueba. Por favor, guarda silencio mientras lo hago.

Ayude a cualquier estudiante que necesite asistencia. Recoja todos los materiales de la prueba, incluso el
papel borrador.
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Reading Test Directions (Standard Print, Large Print, Braille, Screen Reader)

Student Log-In Directions
The following directions should be read to students by the proctor explaining how students should log in
to TestNav to take the Utah Aspire Plus assessment.

SAY: Today you will be taking the Utah Aspire Plus Reading Assessment.

Look at your student testing ticket and make sure it has your name on it. Raise your hand if you do not
have the correct student testing ticket. If you do not log in with the correct student testing ticket, your
test may be invalidated.

Provide assistance to any student who raises their hand. If a student has a wrong student testing ticket
or a student does not have a student testing ticket, contact the school test administrator.

SAY: You should see a screen that says “Utah” At the bottom are the words “Test Audio.” Select the
words “Test Audio,” listen to the sound of the bells, and adjust the volume as needed.

If your proctor group was pre-created and the Test Code is on your student testing ticket

SAY: Now find the Test Code field on the Sign In screen. Enter your Test Code exactly as it appears on
your student testing ticket, and then select the Next button.

If there's no test code on the student testing ticket point to the test code you’ve communicated via
whiteboard/chalkboard or other method

SAY: Now find the Test Code field on the Sign In screen. Enter your Test Code exactly as it appears
here, and then select the Next button.

Pause to make sure that all students have entered their testing code.

SAY: You should now see a screen asking you to enter your Last Name and SSID. Find your last name
and the SSID on your testing ticket and enter the information exactly as it appears on your testing
ticket, and then select the Next button.

Pause to make sure that all students have entered their identifier.
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SAY: You see a screen that is asking you to confirm the test you are taking and your name. Make sure
the test name is Grade [9 or 10] Reading and that it is your name. If everything is correct, select the
Next button. Please raise your hand if something is incorrect.

Provide assistance to any student who raises their hand. If a student has wrong information, check their
testing ticket to make sure it is for the subject and grade that is being administered.

Taking the Test Directions

SAY: You are not allowed to have a cell phone, smart phone, smart watch, or other Internet-capable
electronic device during testing. Please ensure all personal electronic devices, including cell phones
and smart watches, are powered off and secured appropriately for the remainder of the testing
session. Failure to comply could result in your test being invalidated.

Pause for any electronic devices that are not allowed to be put away.

SAY: You are now ready to take the Grade [9 or 10] Reading test. This test is designed to measure your
understanding of Utah Core Standards for Grade [9 or 10] Reading.

Begin working on the test when you are told to do so.

If you finish the test before time is called, you should use the remaining time to review your work. If
you find that you do not know how to enter your responses, please raise your hand.

Pause to answer any questions the students may have.

SAY: Select the Start button.

Pause to make sure students have selected the Start button.

SAY: You should see a screen that says, “Section 1.”

SAY: When you come to the screen with the words “Submit Final Answers,” you have finished the
test. If you finish before time is up, you may use the remaining time to review your answers. If you are
ready to submit your answers, select the Submit Final Answers button. Then you will see a
confirmation screen. After you select the Yes, Submit Final Answers button, you will not be able to
return to this section. Select the Yes, Submit Final Answers button only if you are sure you are ready
to submit your test.

After you have submitted your test, you may sit quietly or read a book. You may not continue to use
your computer. You may not leave the room until all tests are submitted and all scratch paper and
test materials have been collected. Are there any questions?
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Pause to answer any questions the students may have.

SAY: We will now begin. You will have 75 minutes to complete the test. Once you click the Start
button, your time will begin counting down. A warning message will appear when you have five
minutes left in the test. Put on your headphones and select the Start button.

During the test, walk around the room to monitor student behavior and ensure there is no prohibited
behavior. Monitor student progress within ADAM.
When the testing time is up, ensure students have submitted their test.

SAY: The test session is now over. If you have not selected the Submit Final Answers button, select it
now. On the Test Submit Warning screen, select the Yes, Submit Final Answers button. If you need
help submitting your test, raise your hand. Once you have submitted your test, | will collect your
testing materials. Please remain quiet as | do so.

Help any students who need assistance. Collect all testing materials including scratch paper.
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Reading Test Directions (REMOTE Testers)

For students that are eligible and plan to take the tests remotely, proctors/teachers should plan to send
the following checklist to the students via a secure system that is already in place that is used for
teachers to communicate to their students. The checklist should be sent to the students testing
remotely just prior to the testing event.

Student Log-In Direction Checklist
Today you will be taking the Utah Aspire Plus Reading Assessment. Please follow the directions below
for logging in to your test.

If you have any questions or issues while logging in, please reach out to your proctor/teacher through
your normal communication channels.

o Open Test Nav application

o Look at your student testing ticket, provided by your teacher and make sure it has your name on
it. If you do not log in with the correct student testing ticket, your test may be invalidated.

o You should see a screen that says “Utah” At the bottom are the words “Test Audio.” Select the
words “Test Audio,” listen to the sound of the bells, and adjust the volume as needed.

o Now find Test Code field on the Sign In screen. Enter your Test Code exactly as it appears on
your student testing ticket. If the Test Code is not on your student testing ticket, enter it exactly
as your proctor has provided separately and then select the Next button. You should now see a
screen asking you to enter your Last Name and SSID. Find your Last Name and SSID on your
testing ticket and enter the information exactly as it appears on your testing ticket, and then
select the Next button.

o You should see a screen that is asking you to confirm the test you are taking and your name.
Make sure the test name is Grade [9 or 10] Reading and that it is your name. If everything is
correct, select the Next button.

o After logging in, you will see a system checkup screen. The system check screen will test your
computer to make sure your microphone, camera, and system are ready for remote testing.
Please follow the on-screen directions through the system check.

At this point, you will be able to communicate with your proctor/teacher through the onscreen help tool
by raising your hand by selecting the hand icon.

Taking the Test Directions
Proctors will need to broadcast message the information below that is in bold using the remote
proctoring tools that are available in ADAM.

SAY: You are not allowed to have a cell phone, smart phone, smart watch, or other Internet-capable
electronic device during testing. Please ensure all personal electronic devices, including cell phones
and smart watches, are powered off and secured appropriately for the remainder of the testing
session. Failure to comply could result in your test being invalidated.

Pause for any electronic devices that are not allowed to be put away.
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MESSAGE: You are now ready to begin. The Utah Aspire Plus Assessment is divided into two parts. The
first part will contain your test directions. You must read the entire section before you can move on
the test. Once everyone is finished reading the test directions, | will provide you with a seal code that
will allow you to move on the test. You may now select the Start button.

Once all students have completed the test directions, broadcast message the assigned seal code to all
students in the proctor group.

MESSAGE: You are now ready to take the Grade [9 or 10] Reading test. This is your seal code. Please
enter it as instructed on your screen and select the Start button.

During the test monitor student progress within ADAM. If students are using scratch paper, they should
show on camera that they have torn the paper up.
When the testing time is up, ensure students have submitted their test.

MESSAGE: The test session is now over. If you have not selected the Submit Final Answers button,
select it now. On the Test Submit Warning screen, select the Yes, Submit Final Answers button. If you
need help submitting your test, raise your hand. Please show me that you have torn up any scratch
paper you have used.
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Science Test Directions (In Person Computer-based Testing)
Student Log-In Directions

The following directions should be read to students by the proctor explaining how students should log in
to TestNav to take the Utah Aspire Plus assessment.

SAY: Today you will be taking the Utah Aspire Plus Science Assessment.

Look at your student testing ticket and make sure it has your name on it. Raise your hand if you do not
have the correct student testing ticket. If you do not log in with the correct student testing ticket, your
test may be invalidated.

Provide assistance to any student who raises their hand. If a student has a wrong student testing ticket
or a student does not have a student testing ticket, contact the school test administrator.

SAY: You should see a screen that says “Utah” At the bottom are the words “Test Audio.” Select the
words “Test Audio,” listen to the sound of the bells, and adjust the volume as needed.

If your proctor group was pre-created and the Test Code is on your student testing ticket

SAY: Now find the Test Code field on the Sign In screen. Enter your Test Code exactly as it appears on
your student testing ticket, and then select the Next button.

If there's no test code on the student testing ticket point to the test code you’ve communicated via
whiteboard/chalkboard or other method

SAY: Now find the Test Code field on the Sign In screen. Enter your Test Code exactly as it appears
here, and then select the Next button.

Pause to make sure that all students have entered their testing code.

SAY: You should now see a screen asking you to enter your Last Name and SSID. Find your last name
and the SSID on your testing ticket and enter the information exactly as it appears on your testing
ticket, and then select the Next button.

Pause to make sure that all students have entered their identifier.
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SAY: You see a screen that is asking you to confirm the test you are taking and your name. Make sure
the test name is Grade [9 or 10] Science and that it is your name. If everything is correct, select the
Next button. Please raise your hand if something is incorrect.

Provide assistance to any student who raises their hand. If a student has wrong information, check their
testing ticket to make sure it is for the subject and grade that is being administered.

Taking the Test Directions

SAY: You are not allowed to have a cell phone, smart phone, smart watch, or other Internet-capable
electronic device during testing. Please ensure all personal electronic devices, including cell phones
and smart watches, are powered off and secured appropriately for the remainder of the testing
session. Failure to comply could result in your test being invalidated.

Pause for any electronic devices that are not allowed to be put away.

SAY: You are now ready to begin. The Utah Aspire Plus Assessment is divided into two parts. The first
part will contain your test directions. You must read the entire section before you can move on the
test. Once everyone is finished reading the test directions, | will provide you with a seal code that will
allow you to move on the test. You may now select the Start button.

Once all students have completed the test directions, write the assigned seal code on a chalk board or
paper where all students can see it. Provide assistance to any student who raises their hand.

SAY: You are now ready to take the Grade [9 or 10] Science test. This is your seal code. Please enter it
as instructed on your screen and select the Start button.

During the test, walk around the room to monitor student behavior and ensure there is no prohibited
behavior. Monitor student progress within ADAM.
When the testing time is up, ensure students have submitted their test.

SAY: The test session is now over. If you have not selected the Submit Final Answers button, select it
now. On the Test Submit Warning screen, select the Yes, Submit Final Answers button. If you need
help submitting your test, raise your hand. Once you have submitted your test, | will collect your
testing materials. Please remain quiet as | do so.

Help any students who need assistance. Collect all testing materials including scratch paper.
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Instrucciones de la prueba de Ciencias (espafiol)

Instrucciones para el inicio de sesion de los estudiantes
La persona que supervisa la prueba debe leer las siguientes instrucciones a los estudiantes explicandoles
como deben iniciar la sesidon en TestNav para tomar la prueba Utah Aspire Plus.

DIGA: Hoy tomaras la prueba de Ciencias de Utah Aspire Plus.

Mira tu boleto estudiantil de la prueba y asegurate de que tenga tu nombre. Levanta la mano si tu
boleto estudiantil de la prueba no es el correcto. Si no inicias la sesidn con el boleto estudiantil de la
prueba correcto, tu prueba se podria invalidar.

Preste ayuda a cualquier estudiante que levante la mano. Si un estudiante tiene un boleto estudiantil de
la prueba que no es el correcto o no tiene boleto estudiantil de la prueba, comuniquese con el
administrador de pruebas de la escuela.

DIGA: Debes ver una pantalla que dice “Utah”. En la parte inferior, aparecen las palabras “Test
Audio”. Selecciona las palabras “Test Audio”, escucha el sonido de las campanas y ajusta el volumen
segulin sea necesario.

Si su grupo de supervision fue creado previamente y el cddigo de la prueba estd en su boleto estudiantil
de la prueba...

DIGA: Ahora busca el campo de Test Code en la pantalla de Iniciar Sesion. Escribe tu Test Code
exactamente como aparece en tu boleto estudiantil de la prueba y luego selecciona el boton de Next.

Si el boleto estudiantil de la prueba no tiene un cddigo de la prueba, sefiale el cédigo de la prueba que ha
comunicado en la pizarra o de cualquier otro modo.

DIGA: Ahora busca el campo de Test Code en la pantalla de Iniciar Sesion. Escribe tu Test Code
exactamente como aparece aqui y luego selecciona el boton de Next.

Haga una pausa para asegurarse de que todos los estudiantes hayan escrito su cddigo de la prueba.

DIGA: Ahora debes ver una pantalla que te pide que escribas tu Apellido y SSID. Busca tu apellido y el
SSID en tu boleto de la prueba y escribe la informacidn exactamente como aparece en tu boleto de la
prueba; luego selecciona el botén de Next.

Haga una pausa para asegurarse de que todos los estudiantes hayan escrito su identificador.
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DIGA: Ves una pantalla que te pide que confirmes la prueba que estas tomando y tu nombre.
Asegurate de que el nombre de la prueba es Ciencias grado [9 o 10] y que ese es tu nombre. Si todo
esta correcto, selecciona el botdn de Siguiente. Por favor, levanta la mano si algo esta incorrecto.

Preste ayuda a cualquier estudiante que levante la mano. Si un estudiante tiene informacion incorrecta,
verifique su boleto de la prueba para asegurarse de que corresponde a la materia y grado que se estd
administrando.

Instrucciones para tomar la prueba

DIGA: Durante la prueba, no se permite que tengas un teléfono celular, un teléfono o un reloj
inteligentes, u otros aparatos electronicos con capacidad para Internet. Por favor, asegurate de que
todos los aparatos electrénicos, incluidos los teléfonos celulares y los relojes inteligentes, estén
apagados y hayan sido debidamente asegurados por lo que reste de la sesion de la prueba. Incumplir
con esto podria conllevar que se invalide tu prueba.

Haga una pausa para los aparatos que no se permite guardarlos.

DIGA: Ahora puedes empezar. La prueba Utah Aspire Plus se divide en dos partes. La primera parte
tiene las instrucciones de la prueba. Debes leer la seccion completa antes de que puedas seguir
adelante en la prueba. Una vez que todos hayan terminado de leer las instrucciones de la prueba, les
proporcionaré un codigo de seguridad que les permitira continuar. Ahora puedes seleccionar el botén
de Empeazar.

Una vez que todos los estudiantes hayan completado las instrucciones de la prueba, escriba el cddigo de
seguridad asignado en una pizarra u hoja donde todos los estudiantes puedan verlo. Preste ayuda a
cualquier estudiante que levante la mano.

DIGA: Ahora puedes tomar la prueba de Ciencias grado [9 o 10]. Este es tu cddigo de seguridad. Por
favor, escribelo segtin se indica en tu pantalla y selecciona el botén de Empezar.

Durante la prueba, camine por el salén para observar el comportamiento de los estudiantes y asegurarse
de que no haya comportamientos prohibidos. Supervise el progreso de los estudiantes en ADAM.

Cuando el tiempo de la prueba haya terminado, asegurese de que los estudiantes hayan entregado su
prueba.

DIGA: La sesidn de la prueba ha terminado. Si no has seleccionado el botdn de Enviar respuestas
finales, seleccidnalo ahora. En la pantalla de Advertencia sobre el envio de la prueba, selecciona el
botdn de Si, enviar respuestas finales. Si necesitas ayuda enviando tu prueba, levanta la mano. Una
vez que hayas enviado tu prueba, levanta la mano. Una vez que hayas enviado tu prueba, recogeré tus
materiales de la prueba. Por favor, guarda silencio mientras lo hago.
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Ayude a cualquier estudiante que necesite asistencia. Recoja todos los materiales de la prueba, incluso el
papel borrador.
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Science Test Directions (Standard Print, Large Print, Braille, Screen Reader)
Student Log-In Directions

The following directions should be read to students by the proctor explaining how students should log in
to TestNav to take the Utah Aspire Plus assessment.

SAY: Today you will be taking the Utah Aspire Plus Science Assessment.

Look at your student testing ticket and make sure it has your name on it. Raise your hand if you do not
have the correct student testing ticket. If you do not log in with the correct student testing ticket, your
test may be invalidated.

Provide assistance to any student who raises their hand. If a student has a wrong student testing ticket
or a student does not have a student testing ticket, contact the school test administrator.

SAY: You should see a screen that says “Utah” At the bottom are the words “Test Audio.” Select the
words “Test Audio,” listen to the sound of the bells, and adjust the volume as needed.

If your proctor group was pre-created and the Test Code is on your student testing ticket

SAY: Now find the Test Code field on the Sign In screen. Enter your Test Code exactly as it appears on
your student testing ticket, and then select the Next button.

If there's no test code on the student testing ticket point to the test code you’ve communicated via
whiteboard/chalkboard or other method

SAY: Now find the Test Code field on the Sign In screen. Enter your Test Code exactly as it appears
here, and then select the Next button.

Pause to make sure that all students have entered their testing code.

SAY: You should now see a screen asking you to enter your Last Name and SSID. Find your last name
and the SSID on your testing ticket and enter the information exactly as it appears on your testing
ticket, and then select the Next button.

Pause to make sure that all students have entered their identifier.
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SAY: You see a screen that is asking you to confirm the test you are taking and your name. Make sure
the test name is Grade [9 or 10] Science and that it is your name. If everything is correct, select the
Next button. Please raise your hand if something is incorrect.

Provide assistance to any student who raises their hand. If a student has wrong information, check their
testing ticket to make sure it is for the subject and grade that is being administered.

Taking the Test Directions

SAY: You are not allowed to have a cell phone, smart phone, smart watch, or other Internet-capable
electronic device during testing. Please ensure all personal electronic devices, including cell phones
and smart watches, are powered off and secured appropriately for the remainder of the testing
session. Failure to comply could result in your test being invalidated.

Pause for any electronic devices that are not allowed to be put away.

SAY: You are now ready to take the Grade [9 or 10] Science test. This test is designed to measure your
understanding of Utah Core Standards for Grade [9 or 10] Science.

Begin working on the test when you are told to do so.

If you finish the test before time is called, you should use the remaining time to review your work. If
you find that you do not know how to enter your responses, please raise your hand.

Pause to answer any questions the students may have.

SAY: Select the Start button.

Pause to make sure students have selected the Start button.

SAY: You should see a screen that says, “Section 1.”

SAY: When you come to the screen with the words “Submit Final Answers,” you have finished the
test. If you finish before time is up, you may use the remaining time to review your answers. If you are
ready to submit your answers, select the Submit Final Answers button. Then you will see a
confirmation screen. After you select the Yes, Submit Final Answers button, you will not be able to
return to this section. Select the Yes, Submit Final Answers button only if you are sure you are ready
to submit your test.

After you have submitted your test, you may sit quietly or read a book. You may not continue to use
your computer. You may not leave the room until all tests are submitted and all scratch paper and
test materials have been collected. Are there any questions?
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Pause to answer any questions the students may have.

SAY: We will now begin. You will have 60 minutes to complete the test. Once you click the Start
button, your time will begin counting down. A warning message will appear when you have five
minutes left in the test. Put on your headphones and select the Start button.

During the test, walk around the room to monitor student behavior and ensure there is no prohibited
behavior. Monitor student progress within ADAM.
When the testing time is up, ensure students have submitted their test.

SAY: The test session is now over. If you have not selected the Submit Final Answers button, select it
now. On the Test Submit Warning screen, select the Yes, Submit Final Answers button. If you need
help submitting your test, raise your hand. Once you have submitted your test, | will collect your
testing materials. Please remain quiet as | do so.

Help any students who need assistance. Collect all testing materials including scratch paper.
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Science Test Directions (REMOTE Testers)

For students that are eligible and plan to take the tests remotely, proctors/teachers should plan to send
the following checklist to the students via a secure system that is already in place that is used for
teachers to communicate to their students. The checklist should be sent to the students testing
remotely just prior to the testing event.

Student Log-In Direction Checklist
Today you will be taking the Utah Aspire Plus Science Assessment. Please follow the directions below
for logging in to your test.

If you have any questions or issues while logging in, please reach out to your proctor/teacher through
your normal communication channels.

o Open Test Nav application

o Look at your student testing ticket, provided by your teacher and make sure it has your name on
it. If you do not log in with the correct student testing ticket, your test may be invalidated.

o You should see a screen that says “Utah” At the bottom are the words “Test Audio.” Select the
words “Test Audio,” listen to the sound of the bells, and adjust the volume as needed.

o Now find Test Code field on the Sign In screen. Enter your Test Code exactly as it appears on
your student testing ticket. If the Test Code is not on your student testing ticket, enter it exactly
as your proctor has provided separately and then select the Next button. You should now see a
screen asking you to enter your Last Name and SSID. Find your Last Name and SSID on your
testing ticket and enter the information exactly as it appears on your testing ticket, and then
select the Next button.

o You should see a screen that is asking you to confirm the test you are taking and your name.
Make sure the test name is Grade [9 or 10] Science and that it is your name. If everything is
correct, select the Next button.

o After logging in, you will see a system checkup screen. The system check screen will test your
computer to make sure your microphone, camera, and system are ready for remote testing.
Please follow the on-screen directions through the system check.

At this point, you will be able to communicate with your proctor/teacher through the onscreen help tool
by raising your hand by selecting the hand icon.

Taking the Test Directions
Proctors will need to broadcast message the information below that is in bold using the remote
proctoring tools that are available in ADAM.

SAY: You are not allowed to have a cell phone, smart phone, smart watch, or other Internet-capable
electronic device during testing. Please ensure all personal electronic devices, including cell phones
and smart watches, are powered off and secured appropriately for the remainder of the testing
session. Failure to comply could result in your test being invalidated.

Pause for any electronic devices that are not allowed to be put away.
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MESSAGE: You are now ready to begin. The Utah Aspire Plus Assessment is divided into two parts. The
first part will contain your test directions. You must read the entire section before you can move on
the test. Once everyone is finished reading the test directions, | will provide you with a seal code that
will allow you to move on the test. You may now select the Start button.

Once all students have completed the test directions, broadcast message the assigned seal code to all
students in the proctor group.

MESSAGE: You are now ready to take the Grade [9 or 10] Science test. This is your seal code. Please
enter it as instructed on your screen and select the Start button.

During the test monitor student progress within ADAM. If students are using scratch paper, they should
show on camera that they have torn the paper up.
When the testing time is up, ensure students have submitted their test.

MESSAGE: The test session is now over. If you have not selected the Submit Final Answers button,
select it now. On the Test Submit Warning screen, select the Yes, Submit Final Answers button. If you
need help submitting your test, raise your hand. Please show me that you have torn up any scratch
paper you have used.
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Administering the Paper Tests
Paper tests are only administered if the student has been assigned a standard print, large print, or braille
accommodation. These accommodations should be assigned to the student prior to the testing day.

Testing administrators or proctors will hand out paper test materials to students. They will then read the
directions for administration. All directions are indicated by the word “SAY” and are in bold type.
Teacher/proctor directions are in italics. Read these directions exactly as they are written. Follow the
test-specific instructions for administering each test.

Ensure the following steps have been taken before reading the test administration directions.

e Ensure that blank scratch paper, pencils, and appropriate test materials are distributed.

e Make sure students do not have cell phones, smart watches, or devices with internet, recording,
or communication capabilities during testing. Any devices should be turned off and put away
prior to testing.

e Have students clear their desks of everything but their testing device and allowed test materials.
Once testing begins, actively proctor the test session, and document any testing anomalies that occur.
Students who finish early should be encouraged to use any remaining time to check their answers
before they turn in their test. Teachers or proctors cannot answer any student questions about or
discuss the content of the assessment with students, even if the students are finished with their test.

The test section must be completed within the testing times listed below. For paper assessments, write
the time that the test ends on the board. These test times will be different for students with an
extended testing time accommodation.

e English: 45 minutes

e Reading: 75 minutes
e Math: 75 minutes

e Science: 60 minutes

Paper Test Directions

For paper test directions use the Human Reader Companion book. More information on ordering that
document can be found in the Accommodation section on pages 57-77.

160



Test Irregularities and Invalidations

Test Irreqularities

Test irregularities are non-standard situations that occur during test administration that affect one or
more students. This includes students experiencing computer problems, experiencing a sudden illness,
having to leave the room, or becoming unduly disturbed by the testing situation.

Testing staff should become familiar with the policy around unexpected/unforeseen circumstances prior
to testing.

Some students may be unable to participate in regular testing schedules due to absence, technical
difficulties, or other unforeseen circumstances. Opportunities for these students to complete each
assessment must be provided within the school’s testing window. If there is an emergency that
interrupts testing for an entire class or school, decisions about whether a test can be started again or
not will be made on a case-by-case basis by working with the LEA assessment director and the Utah
State Board of Education assessment team. Whether intentional or not, a drill of any kind does not
constitute an emergency. In the event of an emergency, please contact your LEA assessment director,
who may contact Kim Rathke at kim.rathke@schools.utah.gov or Aliese Fry at
aliese.fry@schools.utah.gov.

Test Interruptions

If a student gets sick, must leave, and cannot return during the test, or for any other reason does not
complete a test which has already begun, the test must be concluded and submitted immediately. To
maintain the security and validity of the test questions, students will not be allowed to re-start or take a
test over again. Refer to the Participation Codes section of this manual for more information on
participation codes.

Scoring of Interrupted Tests

If a student is interrupted and completes only part of a test before it is concluded and submitted, the

student may not receive a score. A student must attempt 85% of the questions to receive a score. If a

student does not attempt at least 85% of the test questions, a score cannot be generated, and no test
score will be reported for that test.

Overall composite scores will not be available for students who have missing subject test scores because
the composite score is calculated using all four subject tests.

Wrong Test Form/Accommodation (LEA Assessment Directors)

If you notice a student in a proctor group has the incorrect form or accommodation that they are not
supposed to have, the teacher/proctor should immediately stop the student’s test. Follow these steps if
a student is missing required accommodations after students start testing.

If the accommodations that are incorrect and are Pearson-based accommodations in ADAM, follow
these steps to fix.
1. Ask the student to log out of the test.
2. Update the accommodation for the student in ADAM. (Refer to directions on pages 57-77)
3. Reseat the student in the proctor dashboard. (Refer to the Reseating section)
4. Have the student log back into the test.
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If a student receives a wrong form-based accommodation (i.e., Spanish TTS) through ADAM, follow
these steps to fix.
1. Ask the student to log out of the test.
2. Update the accommodation for the student in ADAM. (Refer to directions on pages 57-77)
3. Contact Pearson Help Desk ((877) 227-5009) to fix the accommodation issue.

Extended Time Accommodation Issues

Extended Time accommodations MUST be applied before preparing and starting sessions. However, in
the event the accommodation is applied after the session has been prepared and started, the following
process can be followed:

Students that require the extended time accommodation must test in a separate location from students
that do not require the accommodation.

Test Invalidation

Tests should be invalidated when a student’s performance is not an accurate measure of their ability
(e.g., the student cheated, used inappropriate materials, etc.). If a test is invalidated, the student is not
given another opportunity to take the test. Invalidating a test must be completed by a LEA Assessment
Director. Refer to the Participation Codes section of this manual for instructions on noting a test
invalidation.
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After Testing

Post-test Activities

Collect and Return Materials to School Test Administrator (Teachers, Proctors)

All test materials, including student test tickets and scratch paper, must be collected from all subject
tests, and returned to the school test administrator at the end of testing. If students are testing on
different subjects over multiple days, the school test administrator must securely store the collected
test materials until all testing is complete. Once all testing is complete, the school test administrator will
securely destroy the test materials.
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Participation Codes (LEA Assessment Directors, School Administrators)

ADAM refers to Participation Codes as Accountability Codes. The default participation code for students
taking Utah Aspire Plus is 200 — Standard Participation. If you need to mark a different participation
code for your student’s test, follow the steps below.

Apply Participation Codes Through Administrations

1. Within ADAM, go to Test Management and select Administrations.
Ak

Aspire

7% Home
% System

&= Test Management

Administrations

& Rostering

il Reporting

iy

2. On the Administration Card, select View under Students.

ELA Gr 8 Fall -

i12/08/23 - 01/3/24

D
5] STUDENTS

.t(sepur: 8 Print Cards

Test Demo ELAGr 8 Organization Pearson State

PROCTOR GROUPS

Qview KExport 8 Print Card

Sessions

] 51

]
COMPLETE | INPROGRESS | NOT STARTED

3. Inthe list of students, locate the student you need to apply the code to by using the Search box
at the top.
ELA Gr 9 Fall Students Home © Administrations - Students
IAde\e Montgormery| l h g Tto1(l) | « - .
Display Name Organization Testing School Progress Form Auth Fields (Identifier) Test Code Accommodation Code Actions
Adele Montgomery Liberty Middle School Liberty Middle school Demo Form 100001271 EUBPWF Apply o
4. Click Apply in the Code column on the right-hand side of the screen.
ELA Gr 9 Fall Students Home ~ Administrations  Students
Adele Montgomery| ] A d 1to1() .
Display Name Organization Testing School Progress Form Auth Fields (Identifier) Test Code Accommodation Code Actions
Adele Montgomery Liberty Middle School Liberty Middle School Demo Form 100001271 EUBPWF
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5. Select the participation code that applies to your student’s test from the Modify Participation
Code drop-down menu and click the Apply button.

Modify Accountability Code

Please choose an accountability code to apply to Adele

Montgomery

101 - Absent - Did Not Take Test

103 - EL First Year in U.S. April 15 or Later Student Did Not Test

104 - EL First year in U.S. Before April 15 Participation Only

106 - Student Refuses to Test

107 - Excused - Health Emergency

1 - USBE Excused - USBE Approval Needed

N2 - Student Transferred Before Testing Window

200 - standard Participation

201 - Accommodated
202 - Modified

204 - Parental Exclusion

205 - EL Second School Year in US. Student Tested

208 - Test Systermn Interruption - USBE Approval Needed

You will now see the code under the Code column on the right side of the student, in the

student list.

NOTE: Make sure to apply the code to all of the student’s administrations if your code applies to

all tests.

s ELA Gr 9 Fall Students

Display Name

Adele Montgomery

Organization

Liberty Middle School

A g

Testing School

Liberty Middle School

L

Progress

Form

Demo Form

Auth Fields (Identifier)

100001271

Apply Participation Codes in Bulk for a Student’s Tests Through Session Explorer
Within ADAM, go to Operations and select Session Explorer.
Enter your student ID in the Student search field in the filters or apply filters and then click

1.
2.

Search at the

‘Session Explorer

Student v

100001852

Test Information

Test Program v

Test Name

Test Code v

Report Filters

Organization
stotus v
Aecommaodations v

Accountability Codes v

bottom.
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Actions
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3. You will see all the administrations that the student is eligible for on the screen.

R S S NN

Session Explorer

©2(2) B

Student v Results
100001882 n
Student Student Test Accountability
rost I formatbn o- " Name Name Status Organization Testing School ~ Accommodation ~ Codes Actions
Test Program v r 100001892 Amboer Demo FIA Not Started Summervile Midole  Summenville set Codo. 1
Hodges ore school Middle School S
O loo001832  Amber DemoMath  NotStarted  SummervileMidcle  Summenville setCode
Test Name v pe
Hodges Gro Schoo Middle School
Test Code v

Choose the sessions/administrations that you want to apply a participation code by selecting the
checkboxes next to the Student ID field. You can also select all or select page by clicking the
dropdown next to the black select all checkbox at the top.

Results 1t02(2) « ¢ -

Accountability

Student Student Test
- D Name Name Status Organization Testing School Accommodation Codes Actions
100001892 Amber Demo ELA Not Started Summerville Middie ~ Summerville Set Code
Hodges Gr9 School Middle School
100001892 Amber Demo Math Not Started Summerville Middle  Summerville Set Code
Hodges Gr9 School Middle School

Select the Bulk Apply Participation Codes option in the kebab menu button in the upper right-
hand corner of the screen.

Results 102(2) « -

Accountability

Student Student Test
. D Name Name Status Organization Testing School Accommodation Codes Actions
100001892 Amber Demo ELA Not Started Summerville Middle  Summerville Set Code
Hodges Gr9 School Middle School
100001892 Amber Demo Math Not Started Summerville Middle  Summerville Set Code
Hodges Gr9 School Middle School

Home Session Explorers

[2 Export Selected Users

& Bulk Apply Accountability Codes

Select the code you want to set for your student(s) from the dropdown list and click the Bulk
Apply.
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7.

Modify Accountability Code ®

Please choose an accountability code to apply to Amber Hodges
and 1 other test session.

IS
101 - Absent - Did Not Take Test
103 - EL First Year in US. April 15 or Later Student Did Not Test
104 - EL First year in US. Before April 15 Participation Only

106 - Student Refuses to Test

107 - Excused - Health Emergency

11l - USBE Excused - USBE Approval Needed

112 - Student Transferred Before Testing Window

200 - Standard Participation

201- Accommodated

202 - Mociified

204 - Parental Exclusion

208 - £L Second School Year in US. Student Tested

208 - Test System Interruption - USBE Approval Needed

You will now see that the code has been applied to the student(s).

Apply Participation Codes for a Group of Students in Bulk Through Session Explorer

1.
2.

Within ADAM, go to Operations and select Session Explorer.

Using the filters you can narrow your search of students by selecting your Organization,
student’s testing Status or Accommodations to help you get a group of students you want to
apply codes to and then click Search at the bottom.

Session Explorer
Student v
100001892
Test information
Test Program
Test Name

Test Code v

Report Filters

Organization v
status v
Accommedations ~

Accountability Codes v
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3. You will see all the administrations that the students are eligible for on the screen.

R S S NN

Session Explorer

Student v Results
100001882
Student Student Test
Test Information o~ "o e Nae
Test Program v n 100001892 Amber Demo FILA
Hodges e
S O 10001892 Amoer Demo Math
oS Hodges Grg

Test Code v

Status Organization Testing School  Accommodation

Summervile Midole  Summerville
Middle School

Not Started
School

summenvile Midole  Summenville
school widdle School

Not Started

©02(2)

Accountability

Codes Actions

Sot Code. 1

setCode

Choose the sessions/administrations that you want to apply a participation code to by selecting
the checkboxes next to the Student ID field. You can also select all or select page by clicking the
dropdown next to the black select all checkbox at the top.

Results
Student Student Test
- D Name Name Status
100001892 Amber Demo ELA Not Started
Hodges Gr9
100001892  Amber Demo Math  Not Started
Hodges Gr9

Organization

Testing School Accommodation

Summerville Middie  Summerville
School Middle School
Summerville Middle  Summerville
School Middle School

1102(2) «

Actions

Accountability
Codes

Set Code

Set Code

Select the Bulk Apply Participation Codes option in the kebab menu button in the upper right-

hand corner of the screen.

Results
Student Student Test
- D Name Name Status
100001892  Amber Demo ELA Not Started
Hodges Gr9
100001892  Amber Demo Math  Not Started
Hodges Gr9

Home

Organization Testing School Accommodation
Summerville Middie  Summerville
School Middle School
Summerville Middle  Summerville
School Middle School

Session Explorers

[2 Export Selected Users

& Bulk Apply Accountability Codes

1102 (2)

Actions

Accountability
Codes

Set Code

Set Code

Select the code you want to set for your student(s) from the dropdown list and click the Bulk

Apply.
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Modify Accountability Code

Please choose an accountability code to apply to Amber Hodges
and 1 other test session

Later Student Did Not Test

202 - Modiified

204 - P

205 - El

201

7. You will now see that the code has been applied to the student(s).

Refer to the following table for the list of Participation Codes.

Code Participation Code Description
Title

101 Did Not Take Test Student was enrolled at the school and eligible to test (with or

without reasonable accommodations) but did not test.

103* EL First Yearin U.S. The student is an English learner (EL) and first enrolled in the U.S.

April 15 or Later on or after April 15 of current school year. Student is not required
to test, but testing is made available.

104* EL First Year in U.S. The student is EL and first enrolled in the U.S. before April 15 of
Before April 15 current school year. Student must take ELA, Math, and Science.

106 Student Refused to Student refuses to start the assessment or refuses to complete at
Test least six items of the assessment.

107 Excused — Health Student is unable to test during the testing window due to an
Emergency unanticipated health circumstance.

111 USBE Excused — Requires USBE authorization. Used in rare circumstances to
Approval Needed capture irregular test circumstances.

112 Student Transferred Student transferred out of school before the LEA had a
Before Testing reasonable opportunity to administer the assessment.
Window

200 Standard Participation | Student took the test under normal circumstances.

201 Accommodated Students took the test with allowed accommodation(s):

e Extended time
e Stop-the-clock breaks
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e Securely extend test over multiple days
e Personalized auditory notification of remaining time
e Braille

e Standard print

e large print

e Screen reader

e Speech-to-text

e Magnification

e Other assistive technology

e Signed exact English

e Sign language interpretation

e Cued Speech

e Human scribe (USBE approval required)
e Abacus

202 Modified Student took the assessment with non-allowed modifications
which interfere with the validity/reliability of the test.

204 Parental Exclusion A parent or guardian has requested in writing that the student be
exempt from the statewide assessment.

205%* EL Second School Year | Student is EL and first enrolled in the U.S. during the current
in U.S. Student tested | school year. Student must take ELA, Math, and Science.

208 Test System The test event was interrupted by a system error without
Interruption — USBE reasonable opportunity to reset or re-open the test. USBE
Approval Needed Approval required.

213 Invalidated LEA determines that the test was spoiled or invalid (e.g., Student

cheated; test administrator broke protocol).

214 Invalidated Due to A parent or guardian has requested in writing that the student be
Parental Exclusion exempt from the statewide assessment after a test session has
already been started.

*103, 104, 205 - This exclusion is only created by USBE if the student's first date enrolled in US and EL
Status fields are correctly marked in UTREx. See the Utah Accountability Technical Manual for
clarification on participation codes and EL student testing requirement.

Collecting, Packing, and Returning Test Materials

School Test Administrators Collect Materials from Teachers/Proctors
School test administrators should ensure that all test materials are collected from the teachers/proctors.

e The math reference sheet and periodic table can be kept by the teachers/proctors for classroom
use.
e All scratch paper should be collected by the school test administrator and securely destroyed.
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e Paper test forms (standard print, large print and braille test book and Human Reader Companion
book) must be collected by the school test administrator and kept in secure storage until it is time
to pack materials.

Pack the Test Materials (LEA Assessment Directors, School Test Administrators)

All secure paper test forms listed above should be replaced in one of the original shipping cartons in
which the materials were received by the school. Once all materials are packaged close all cartons with
secure sealing tape. Apply the pumpkin-colored Pearson inbound label that was included in your
materials kit. Use a black marker to number each box (i.e., “1 of 4”7, “2 of 4,” etc.)

Pearson has provided prepaid UPS shipping label(s) for use in returning the testing materials. Place a
UPS shipping label over the original shipping label on each carton, covering the original label completely.

Materials Pickup (LEA Assessment Directors, School Test Administrators)
Call UPS at 1-800-823-7459 prior to the final day for pickup, May 21, 2024

You will:

e Tell the UPS representative that you are calling for a pickup request for Pearson and will be
using Pearson’s return service.

e Provided UPS with the address where the packages are to be picked up.

e Provide UPS with the number packages to be picked up.

e Once the pickup is confirmed, you will receive a confirmation number from UPS. Keep this
number for reference if there are questions or changes to the pickup request.

e Please retain a copy of all tracking numbers. Each box returned to Pearson will have a unique
tracking number. It is the responsibility of the LEA to keep track of the UPS tracking number
until all tests have been received. Should questions arise about the status of returned test
materials, the UPS tracking number is essential for resolving any questions about the materials.
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Reporting

The Utah Aspire Plus score reports contain an overall composite score, ACT predictive score, and scores
indicating how well a student performed in each subject area assessed: reading, English, math, and
science.

Districts and schools can access and download .pdf versions of individual student reports of students’
scores. Individual student reports contain an overall predicted ACT score, predicted ACT scores for each
subject area (English, reading, math, and science), and information on whether the student’s predicted
ACT scores meet ACT College Readiness Benchmarks . Score reports also contain scale scores for each
subject area and show whether the student’s performance in each subject area meets Utah Proficiency
Standards. LEA Assessment Directors can access and download a .csv data file containing all their
students’ scores. The ISRs, Test Events and Test Score files are anticipated to be available on May 29,
2024.

ADAM offers many other reporting options within the system. These types of reports include test
progress and activity reports, aggregate and student performance reports.

e Progress Report shows the status of a selected test.

e Activity Report shows the activity on all test administrations over a selected time period

e Performance Dashboard depending on your level of access, shows aggregate data of how your
LEA, district or school performed as tests are completed. Performance Reports are broken into
the three different categories listed below.

o Program Report includes information such as grade, content area, students that have
completed the test, proficiency level average, average scale score and ACT prediction
summary.

o Performance Summary is grade and content specific. It provides the average scale score
and the proficiency percentage, performance comparison (progress of percentage
scored), scale score and the ACT prediction. You can also view this data at the student
level within the report.

o Item Analysis contains two reports: item details and item performance comparison.
Item details contains item number, item type, the Utah core standard, results and mean
and max score. The item performance comparison shows aggregate data on how your
school(s) performed on each item. You can also view this data at the student level
within the report.

o Standard Performance contains two reports: standard details and standard
performance comparison. Standard details report will show the standard of how the
group performed and the number of items that aligned to that standard. Standard
performance comparison shows how your group performed by each standard. You can
also view this data at the student level within the report.

e Student Detail Report contains the student’s scale score, proficiency level and predicted ACT
score by subject and composite.

It is anticipated that the Performance reports for reading, English, mathematics, and science will be
available within 24 hours.
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Accessing Performance Dashboard (LEA Assessment Directors, District Level Users, School

Administrators, Teachers)
To access your online reports, follow the directions below.

1. Within ADAM, go to Reporting and select Performance.

2. Select a Program

3. You can use the Search Tests box to search for your test or scroll through the list of options
below.

4. You can also use the Filters button at the top of the screen to narrow your search by Content
Area, Grades and Testing Windows.
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