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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 |

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 Scott Roskelley
Phone: (801) 538-7663
Email: scott.roskelley@schools.utah.gov

Accommodations and Special Education Contact Jessica Wilhelm
Phone: (801) 538-7565
Email: jessica.wilhelm@schools.utah.gov

Information to have available that will be helpful when contacting the Pearson Help Desk:
® |EA (district or charter) or school testing administrator name
® SSID(s) of affected student(s)
® QOperating 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 Areyouusinga 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 Whatis 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://utah.mypearsonsupport.com/UTAH-W2C.html
mailto:aliese.fry@schools.utah.gov
mailto:scott.roskelley@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.

What’s New in ADAM

e Cookie Banner appearing on initial ADAM login if browser cache is cleared or on a new device. The
steps walking through the cookie banner can be found in Log into ADAM.

e Ability to print single testing cards/tickets- previously able to only print an entire class. This can be
done either by locating the student on the Student Dashboard or in Session Explorer.

e Edit Proctor Group updated to a button and can be found in Add Students to Proctor Groups.

e Ability to filter reports by class/teacher (example is in the Educator Score Interpretation Guide)


https://rules.utah.gov/publicat/code/r277/r277-404.htm
http://www.rules.utah.gov/publicat/code/r277/r277-404.htm

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 Scott Roskelley, Testing and Data Coordinator at
scott.roskelley@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 Scott Roskelley at scott.roskelley@schools.utah.gov.

Remote Testing Eligibility Guidelines and Policies
If your student is testing 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 If 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 Scott Roskelley at scott.roskelley@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 2026 Test Administration Manual,
e ADAM Online Support, and
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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.

Administration Schedule

Utah Aspire Plus will be administered within the testing window of March 2—May 8, 2026. For questions
on the administration schedule you may contact Aliese Fry at aliese.fry@schools.utah.gov or Scott
Roskelley at scott.roskelley@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 Reading tests,
and then mathematics tests prior to 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
Reading One session 75 minutes
Mathematics One session 75 minutes
Science One session 60 minutes

Extra Testing Time
Please see page 75-76 for more information on extra time options for students with accommodations.
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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 as outlined below. 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.

11



Staff Roles

Create user accounts in ADAM (Teacher and Student
accounts are managed through UTREx sync)

Create district level users in ADAM

Create school administrator users in ADAM

Ensure technical readiness for LEA

Work with technical coordinator to prepare all testing
devices

Coordinate accommodation assignments

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

Coordinate issue resolution

Ensure testing personnel abide by the testing
policies and procedures

Complete post-test activities in ADAM

Apply accountability (participation) codes to student
tests

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

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

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

12




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-administrator 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-administrator 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 Creating other school-administrator user accounts in ADAM.

e 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 do not require a login to ADAM. Previously they required access due to proctor
caching. We no longer proctor cache using ADAM. 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. Teacher
accounts are automatically created with the UTREx sync and cannot be added to the ADAM System
manually. Teachers with ADAM accounts can access on-demand reports. Teachers, along with proctors,
are responsible for the following tasks:

Print and distribute student testing tickets.

Help students log in to TestNav, as necessary.

Perform proctoring management activities during testing.
Monitor testing progress and student testing behaviors.
Ensure students correctly log out of TestNav.

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 are not required to have an account within the ADAM system.
Proctors and teachers are responsible for the following tasks:

Help distribute and collect student testing tickets.

Help students log in to TestNav, as necessary.

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

Monitor testing progress and student testing behavior.

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 (ltr.adamexam.com)

Assessment Delivery and Management

Login

Username 8 Take a Test
B Proctor a Test

Passwor d

& Download Lockdown Browser

2. If this is your first time logging into ADAM or if your browser cache has been cleared, a
cookie banner will appear at the bottom of the ADAM screen.
Select Cookie Settings

ABAM

Assessmant Delivery and Management

Usermame

B Proct
...... A Do iockao
Login
e 1 QCKNOWISOGEE You Ve recd ond ogres 10 ha Pearson License
"
@Forgot Password?
Privacy and Cookies
ar vation see cur Privecy Notice
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https://ltr.adamexam.com/

Select Allow All

onetrust

Privacy Preference Center
-

Mors information

Manage Consent Preferences
Targeting Cockies

Performance Cookies

These cookies olow us ko cour

Enter your username and password (received via email)
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
4 Home
@ system v Welcome to ADAM
posted on October 12,2023
@ Test Management o
Use the Rostering tasks to:
R TTG RS = Manage user accounts
« Manage student test settings, and ity codes
Training « Manage classroom groupings and other groups

Administrations Use the Test Management tasks to:

« Manage administrations

B Rostering v « Manage and monitor online testing
Use the Reporting tasks to
il Reporting v « Access Student Reports.

Testing Times:
& Operations > R
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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.

ST —

Setup and Use TestNav Traubleshooting Technical Bulletins

Requirements and Guidelines Expected Behaviars TestNav - Review and Prepare for 2022-23
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 except for 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 to 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.

TestNav

mACr.[‘l 8 Arizona X Minnesota
e ACT" Bl Colorado §  New Jersey
. District of
ACT workeys ¥ ). columbia BB North Dakota
.ACI" i { Guam = Pyerto Rico
Aspire’
Public 9 liinois = Tennessee
N Schools
= lowa B Utah
ARAM
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3. Once they’re on the login screen, in the User dropdown in the upper right-hand corner of the
screen, select App Check

=

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.)

T TestNav e o X
TestNav Not Signed In| &+

Back to Signin App Check

Enter a configuration identifier or click "Run App Check" to run the default app check

Configuration Identifier (opticnal)

Configuration Identifier

Run App Check Run Network Check

Preparation for Online Testing
Prior to 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



/Y

Aspire
8 Home
£t Home

B sycter Welgom? to ADAM

% Test Management

Use the Rostering tasks to:
N « Manage user accounts
& Rostering « Manage student test registrations, accommodations settings, and accountability codes
+ Manage classroom groupings and other groups
orgs

Use the Test Management tasks to:
. « Manage administrations

« Manage and monitor online testing

Classes Use the Reporting tasks to:

« Access Student Repors

Testing Times:
fil Reporting « English - 45 minutes
« Reading — 75 minutes
+ Mathematics — 75 minutes
« Science — 60 minutes

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

User Config (2415)

Clear Search Results

Tto15 (15)
Name v

O~ ¢ LastName First Name Identifier Role Classes Grades

orgs Lastlogin  Actions
o Hull lbraheem IbraheemHull_Admin School Admin None Golden Oak Grammar School Never N 2w
org v
[m) Bradford Pippa Pippa.Bradford_Admin School Admin None Little Valley Elementary Never NEZm

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
S

* First Name
* Last Name

* Role * Identifier

Grades

* Org Scopes

* Sourced ID

Username

tylerhix_UTAH

User Email

User Enabled

ki Liien

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.

au

Aspire

= Home

% Home

% System

& Test Management

Use the Rostering tasks to

& Rostering

orgs

« Manage user accounts

Welcome to ADAM

« Manage student test registrations, accommodations settings, and accountability codes
« Manage classroom groupings and other groups

Use the Test Management tasks to:

Courses

Classes

« Manage administrations

+ Manage and monitor online testing

Use the Reporting tasks to:

« Access Student Reports

Testing Times:

il Reporting

« English - 45 minutes

« Reading - 75 minutes

« Mathematics — 75 minutes
« Science - 60 minutes

2. Use the filter options (e.g. Name, Org and Role) on the Useill Eonfig screen to search

for existing users.

User Config

Clear Search
Name or ID
search..
Org ~v
Filter by Org...
Role v
School Administrator - LIVE

User Status v

User Status

Accommodation v
Filter by Accommodation...

Advanced Filters \

Results
o~ Last Name First Name
[m] Levine Juan
O Ware Faith
O Bartlatt Yasmine
O Mecormick Jayden
O Meyers Levi

Identifier

Juanlevine_Admin

Faith.Ware_Admin

Yasmine.Bartlett_Admin

JaydenMccormick_Admin

LeviMeyers_Admin

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

Results
[Bhe Last Name First Name
(] Levine Juan
(] Wware Faith
(] Bartlett Yasmine

Identifier

Juanlevine_Admin

FaithWare_Admin

Yasmine Bartlett_Admin

Role

School Adminis

School Adminis

School Adminiz

School Adminis

School Adminiz

105 (5) -

Role Classes Grades  Orgs Last login  Actions
School Administrator - LIVE None EE Independence Secondary School Never o
School Administrator - LIVE None EE Seaside High School r o =
School Administrator - LIVE None EE Crystal River Secondary S E lever infirZg
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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
O

Check local configuration, including bandwidth.

Ensure that the up-to-date TestNav app is downloaded onto your students’ computers.
The app can be found on the TestNav Downloads site.

You can find information about system requirements on the TestNav System

Requirements site.
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.

Aspire

Home  Technology Setup  Administration Resources ~ Training  Practice Tests Contact Support

Technology Setup

Use the informat page to prepare technology for online testing,
festNav. TestNav s used to deliver online tests

Leam More | Download TestNav.

Technology Resources

he information below on hardware and software requirements for admiristering oniine tests, along with the user guides that provide technical Instructions and troubleshooting

Technology Guidelines v User Guides v
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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
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.

To print student testing tickets by school, follow these directions.

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

Administrations.
o

Aspire
= Home
7 Home

B system W_e_lgo_ me to ADAM

& Test Management

Use the Rostering tasks to:

Field Sets « Manage user accounts
+ Manage student test registrations, accommodations settings, and accountability codes
Program « Manage classroom groupings and other groups

Configuration Use the Test Management tasks Lo;

+ Manage administrations
Tests o

« Manage and monitor online testing
Use the Reporting tasks to:

+ Access Student Reports
Practice Tests

Testing Times:

2 Test Publishing

QOrgs to Test

Taet tn Arae
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2. After clicking on Administration, the Administrations screen will appear. Select Click
to Load.

PV Grade 9 Reading Administration - Dist2S.. & 24

@12/08/25 - 11/20/26

: PROCTOR
STUDENTS s GROUPS
I Click to Load
Test Organization
Grade 9 Reading (2026) PVBE_Dist025ch03

3. The session details will appear. This update provides for faster loading times.

PV Grade 9 Reading Admiinistration-D.. ® M (a

&12/08/25 - 11/20/26

28 : PROCTOR
STUDENTS . GROUPS
Sessions
Ay & A
Test Organization
Grade 9 Reading (2026) PVBE _Dist02Sch03

4. On the Administrations screen you’ll see your Administration Card. Click the kebab
menu next to Students and select Print Cards.

PV Grade 9 Reading Administration -D.. ¥ 28 (a -

&12/08/25 - 11/20/26

28 : PROCTOR
STUDENTS . GROUPS
Sessions Q, view
4 &
& Export
Test I B Print Cards Organization
Grade 9 Reading (= PVBE_Dist02Sch03
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NOTE: If you're a district level user, you will receive the option to select a school for
which you’re trying to print test tickets for.

Select a School

Select the school you will print student admin cards for.

Cancel Print Cards

5. You can select various formatting options
Layout Grouping @ - Proctor Groups: 1

od | B OB B = Sequential  Stacked Pages: 4

e layout - Select 2 by 4, 3 by 6, or 1 per page.

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

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

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

6. Select the Print button

Layout Grouping @ Y Proctor Groups: 1
Qoo T . =4
o B =2 2 | = Sequential  Stacked = Pages: 4
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To print student testing tickets by proctor group, follow these directions.

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

o

Aspire

= Home

4 Home

2 system Welgom_e to ADAM

& Test Management
Use the Rostering tasks to
Field Sets = Manage user accounts

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

Program = Manage classroom groupings and other groups

Eonfiglimion Use the Test Management taisks to

Tosts « Manage administrations
+ Manage and monitor online testing
Administrations Use the Reporting tasks to:
« Access Student Reports
Practice Tests

Testing Times:
B Test Publishing et

Orgs to Test

Tact tn Orme

2. On the Administrations screen you’ll see your Administration Card. Click the kebab
menu next to Proctor Groups and select Print Cards.

PV Grade 9 Reading Administration -D.. & 28 (a :

ACTIVE

i@12/08/25 - 11/20/26

28 : PROCTOR .
STUDENTS = GROUPS .
Sessions Q, View
r & &
X Export
Test I B Print Cards Organization
Grade 9 Reading (% PVBE_Dist02Sch03

3. You can select various formatting options
Layout

Grouping @ %] Proctor Groups: 1
o B =2 2 | = Sequential  Stacked Pages: 4

e layout - Select 2 by 4, 3 by 6, or 1 per page.

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

4. Select the Print button

Layout Grouping @ % Proctor Groups: 1
ga B D = Sequential  Stacked Pages: 4

To print a single student testing ticket, follow these directions.
1.

From the home page, use the menu to navigate to Operations > Session Explorer.

= Home
#} Home
SR / Welcome to ADAM
Posted on Aug 28 2025
= Test Management v
Use the Rostering tasks to:
" . « Manage user accounts
.
B Rostering 4 » Manage student test registrations, accommodations settings, and accountability codes
» Manage classroom groupings and other groups
32 My Classes Use the Test Management tasks to:
» Manage administrations
{iii Reporting . « Manage and monitor online testing
Use the Reporting tasks to:
Access Student Reports
& Operations A * P

Testing Times:
« Reading — 75 minutes
« Mathematics — 75 minutes
« Science — 60 minutes.

Session Explorer

W Orders v
Utah Aspire Plus Resource Center

2. On the Session Explorer screen key in the Student Name or ID in the Student Search
field and select Search.

Session Explorer

Homo  session Explorer  Show History

@ You must ssect a Studentor Resuits 105 (6) B
Program or Test or TestCode or
Organization to search O- . Student Test Participation §
Student Name Test Name Test status orgs ReportingOrgs  # Testing School  Accommodation Actions
D Progress Codes
Clearsearch .
O 10000230 HoaisCoffey &  Gradel0Science (2028) @ NOTSTARTED) EE Seasidebigh EE Seasidebigh EE Seaside High
Student Search v school School School
Haaris Coffey (100002130) X v 10000230 Haorls Coffey &  Grade10Reading (2026) @) NOTSTARTED |  EE Seaside High  EE SeosideHigh € Seaside High
School Sehool School
Session Search v
oon o 10000230 Hooris Coffey & | Question Sampler Grade 0 (@) NOTSTARTED e Secsidekigh 6 SeasideHigh  None 7
Math - Secure School Sehool
Test Information
(] 100002130 Haaris Coffey & Question Sampler Grade 10 @) NOT STARTED EE Seaside High  EE SeasideHigh  None N
Test Program v Reading - Secure sehool sehool
Fitter by Program. vil-
O 10000230  HaorisCoffey 2  Gradel0Math (2026) o NOTSTARTED) EESeasidebigh EESeasidebigh  EEMountain
i n
Test Name school Sehool Hig
Filter by Test. v O 10000230 HaorisCoffey & ~ QuestionSamplerGradelo @) NOTSTARTED |  fESeasidebigh  EE Seosidetigh  None

Test Code v
Type to search.

Remote Session v/

) Show Remote Session Only.

Report Filters

Organization

Science - Secure
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3. Click the kebab menu next to the Student’s test for the individual testing ticket you

want to print and select Print Card.

Session Explorer

© You mus

O- . Student

Student Name Test Name.

D
Clear search . N
100002130 Haaris Coffey & Grade 10 Science (2026)
Student Search
Haaris Coffey (100002130) O 100002130 HaarisCoffey &  Grade 10 Reading (2026)
session search v
essontd 100002130 Haaris Coffey & ~ Question Sampler Grade 10

Math - Secure

Test Information

Grade 10

Test Program v

Filter by Program .

Haorls Coffey &, Grads 10 Math (2025)

TestName v

Filter by Test. Hooris Coffey & Qu mpler Grade 10

4. Select the Print button.

Layout Grouping @

L ] Sequential  Stocked

Test
Progress

(-]

Test Status Reporting Orgs

NOT STARTED igh  EE Seaside High

school

h EE Secside High
school

NOT STARTED

h  EESeoside High
school

NOT STARTED

NOT STARTED

€€ Seaside High
school

EE Seasice High
school

NOT STARTED

© ©6 © © ©o

££ Seaside High
school

£E Seasice High
school

NOT STARTED

Choose Proctor Groups

Pagel

UTAH
Haaris Coffey
Grade 10 Science
Test Code JADDP2
Last Narme Coffey

$sID 100002130

EE UT Spring 2026 - Grade 10 Science (2028)
Julie - EE Science 3

View Student Roster

Testing School

€€ Seaside High
School

£€ Seaside High
School
None

None

EE Mountain
High

[
1=}

v Show History

106 (6)

Participation

Accommodation
Codes

@ visory
2

383 Proctor students

- Apply Participation Code

Proctor Groups: |
Pages: 1

Actions

[]

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 students’ 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.
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Aspire
8 Home
£t Home
® systom - Welcome to ADAM
Post on O 3
% Test Management -
Use the Rostering tasks to:
" ) « Manage user accounts
2| Rostering « Manage student test registrations, accommodations settings, and accountability codes
+ Manage classroom groupings and other groups
orgs

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

Classes

Use the Reporting tasks to:
« Access Student Reports

Testing Times:

Reporting - « English - 45 minutes

« Reading — 75 minutes

+ Mathematics — 75 minutes
« Science - 60 minutes

In the User Config filter options, select your Org from the dropdown box.
Select Student from the Role dropdown box.
To narrow your search, you can apply additional filters.

User Config (2415)
Clear Search Results 020 (
Name v
[mid Last Name First Name Identifier Role Classes Grades orgs
m} Sutton Arianna 100000867 Student 02 Little Valley Elementary
Org v
Little Valley Elementary XV (] Hunt Jose 100000900 Student 0z Little Valley Elementary
Class v O Berg Elias 100000817 Student o Little Valley Elementary
None X v
O Ballard Anaya 100000858 Student o Little Valley Elementary
Raole v
m} White Edwin 100000829 Student o Little Valley Elementary
Student XV
[m] Henderson Kiera 100000862 Student o]} Little Valley Elementary
Grade v
v O Roberson Taylor 100000801 Student 02 Little Valley Elementary
Course v O Burch Kaylum 100000874 Student 02 Little Valley Elementary
v O Clay Keyaan 100000856 student o1 Little Valley Elementary
User Status v
O Cordova Marion 100000886 Student 02 Little Valley Elementary
v
m} Armstrong Yash 100000883 Student 02 Little Valley Elementary
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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
16 to May 15, 2026. Orders must be placed two weeks prior to the testing date to ensure delivery of
materials. Return shipping materials such as boxes or shipping labels, may be ordered until May 15,
2026. Please refer to the Accommodations charts on pages 71-93 for more information on placing
additional orders.

Placing an Additional Order (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

il Reporting

ay Orders

Shipment Tracking

Reports

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

Manage Orders Homo  Manage Ordol © Create Ordar
Order Status:  All = 1102(2) .
Order Number Order Name Type Administration Code District school UpdatedBy ¥ Updated On Status  Updates
all-1701731130 New Order Additional  Test Description 2 LeMarsOFDST  LeMarsOl-OISCHL LEMARS  MZD Admin 12/04(2023 0505 PM  Ordered

Qll-1701730226 TthGrodekits  Additionol  Test Description 2 LeMarsO-DST  LeMars0l-0ISCHL LEMARS MZD Admin 12/04/2023 0455 PM  Ordered
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3. Complete the required fields (Order Name, Admin Code, District, Order for, Ship To,
Date needed, and Reason For Order (the Reason For Order field is optional)).

Create Order

o Order Details 2 Orderl

Draft Order

Order Name*

Braille Kit

Admin Code*

Utah Aspire Plus Spring 2026

District*

PVBE_Dist01 (P2)

Order for*

PVBE_Dist01Sch0l (P2001)

ship To*

School

Date Needed®

O 12/28/2025

Reason For Order

Add Reason

4. Click the Edit next to Ship to Contact. Enter your Contact Name, Contact Phone and
Contact Email. Click Done Editing.

Create Order ®

@ oroer et 2. Order Roms 3. Confirm Ordar

Dratt Order

o B

Dona giing

Braille Kit
Julie Downay

Utah Aspire Plus Spring 2024 X W

PVBE_Dist0 X v
PVBE_Dist0ISeh01 % W
Ship fo*

School XV

julie.downey@pecrson.com

[ 3f21/z024

Cancel Go to Order Items
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5. Click Edit next to Ship to Address. Enter your Address information, City, State,

and Country Code. Click Verify Address at the top and click Done Editing.

Create Order

@ order Details

Draft Order
Order Nama®

Braille Kit

Admin Code*

Utah Aspire Plus Spring 2026

District*

PVBE_Dist01 (P2)

Order for*

PVBE_Dist01Sch01 (P2001)

Ship To*

School

Dote Neaded®

0O 12/26/2025

Reason For Order

Add Reason

2 Order ltems

ship To Contact
Contact Name
School Test Coordinator TWO
XV Contact Phane
319-913-0005
Contact email

X v Eemail.addr@pearson.com

»

3 Confirm Order

Done Editing

Ship To Address Verily Address

X W
Address Lina |
104 VP STREET
X WV Address Line 2

Boulevard Appts
city
Baltimore
state
1A
Zip Code
52245
Country Code

us

Ordered By
Julie Downey

julie.downey@pearson.com

Done Editing

Cancel

Go to Order ltems

6. Click on the Go to Order Items button to select the necessary items.

Create Order

© order Details

Draft Order

Order Nams*

Braille Kit

Admin Coda®

Utah Aspire Plus Spring 2026

District*

PVBE_Dist01 (P2)

ordar far*

PVBE_Dist0ISchol (P2001)

ship 1o*

school

Dote Needed®

[ 12/28/2025

Reason For Order

Add Reason

x

2 Order Items 3 Confirm Order

ship 10 Gontact Done Editing
Contast Name

School Test Coordinator TWO

“ Contact Phone
319-913-0005
Contact email
v Eemail.addr@pearson.com

Ship 10 address Verify Addrass m
v

104 VP STREET Boulevard Appts
Baltimore
1A 52245 US

Ordered By
Julie Downey

julie.downey@pearson.com

Cancel Go to Order items
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7. 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 x
n Order Details o Order Itemns 3 Confirm Order
Draft Order
search Distributions Orders Type
braille UTAH SUMMATIVE SPRING 26 AO W Additional
Itern Number Itern Description Quantity
) f
UTD00D3105 BRAILLE UEE MATH/SCIEMCE KIT, GRADE 9 1 Clear
uTooo03N4 BRAILLE LUEE MATH/SCIENCE KIT, GRADE 10 1 Clear
UToooo3121 BRAILLE UEB NEM KIT, GRADE 9
o Clear
uToooo3ize BRAILLE UEB NEM KIT, GRADE 10
o Clear

Back to Order Details Cancel Go to Con Order

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

Create Order x
© order Details © oOrder tems @ confirm Order

Draft Order

cmelr Nnn:\e Ship To Contact Orderad By & Edit Details

Braille Kit School Test Coordinator Julie Downey

Order Type WO julie.downey@pearson.com

Additional 319-913-0005

Admin Code Eemail.addr@pearson.com  DoteNeeded

utaspirep26 12/26/2025

District Shipping Address

PVBE _Dist0l (P2) 104 VP STREET Boulevard

Order for Appts

PVBE _Dist01Sch0l (P2001) Baltimore

ship To 1452245 Us

school

Itern Number Iter Description Quantity & Cait tems
UTO00D3I05 BRAILLE UEB MATH/SCIENCE KIT, GRADE 9 1
uTOD0D3N4 BRAILLE UEB MATH/SCIENCE KIT, GRADE 10 1

——

Back to Order ltems Cancel Confirm Order
——
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Additional Orders Options and Descriptions (LEA Assessment Directors, District Level Users,
School Administrators)

Create Order x
o Order Details o Order Items 3 Confirm Order
Draft Order
Search Distributions Orders Type
Search UTAH SUMMATIVE SPRING 26 AD w Additional
Py - &
+ Iltern Number + Item Description + Quantity
UTO0DDISE2 12 INCH BOX, UTAH
0 Clear
5
uUT00001563 6 INCH BOX, UTAH 0 Clanr
uTO0001564 3 INCH BOX, UTAH 0 Clisor
565
UTO0ODISE6S LP/BR BOX, UTAH 0 Clear
uTO0002647 5 HUMAN RDR COMP BK KIT, GR Q\WU 0 Cloor
UTO0002967 QUESTION SAMPLER KIT, GRADE 8\10
0 Clear
UTO0002968 QUESTION SAMPLER LP KIT, GRADE 8110
0 Clear
v
a
% Item Number + Itemn Description % Quantity
uT0002982 QUESTION SAMPLER BR UEB M/S KIT, GR 9\10 ° P
uT00002983 QUESTION SAMPLER BR UEB NEM KIT, GR 9110 S Ere
UT0O0003060 SCHOOL COORDINATOR KIT
o Clear
UT00003062 NON SCORABLE RTN LABELS, PUMPKIN
o Clear
UTOODD3083 UPS NON-SCORABLE RETURN LABELS o Clear
uTO0003064 STANDARD PRINT KIT, GRADE 8
o Clear
uTO0003078 STANDARD PRINT KIT, GRADE 10 0
Clear
v
4 ltem Number 4 Item Description 4 Quantity =
U1u00usuYl LARGE PRINI KIT, GRADE & o o
uT00003098 LARGE PRINT KIT, GRADE 10 0 Clear
UT00003105 HRAILLE UEB MATH/SCIENCE KIT, GRADE § o Clear
uTo0003N4 BRAILLE UEB MATH[SCIENCE KIT, GRADE 10 0 Clear
uToo0032! BRAILLE UEB NEM KIT, GRADE 9 0 Clear
uT0o003128 BRAILLE UEB MEM KIT, GRADE 10 o Clear
uT00003133 HUMAN READER COMPANION KIT, GRADE & 0 Clear
uT00003134 HUMAN READER COMPANION KIT, GRADE 10 & i b2
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Below is a list of options for Additional Orders and a description for each.

Additional Order Option Description

12 Inch Box Additional boxes can be ordered if you misplace the box your
order was shipped in. Use to ship secure material back to
Pearson.

6 Inch Box Additional boxes can be ordered if you misplace the box your
order was shipped in. Use to ship secure material back to
Pearson.

3 Inch Box Additional boxes can be ordered if you misplace the box your
order was shipped in. Use to ship secure material back to
Pearson.

LP/BR Box Additional boxes can be ordered if you misplace the box your

order was shipped in. Use to ship secure material back to
Pearson.

QS Human Rdr Comp BK Kit

This kit contains the Question Sampler Human Reader
Companion Booklets for each of the subjects.

School Coordinator Kit

This kit contains a Memo, UPS return labels and Non-Scorable
pumpkin label

Non Scorable Rtn Labels, pumpkin
(color)

Additional return pumpkin label can be ordered if you misplace
the materials that were originally shipped to you. Use to ship
materials back to Pearson.

UPS Non-Scorable Return Labels

IAdditional labels can be ordered if you misplace yours that
came with your order. Use to ship materials back to Pearson.

Standard Print Kit, Grade 9

This kit contains grade level standard test book for each subject
as well as the grade level Human Reader Companion Booklet
for each subject.

Standard Print Kit, Grade 10

This kit contains grade level standard test book for each subject
as well as the grade level Human Reader Companion Booklet
for each subject

Large Print Kit, Grade 9

This kit contains grade level large print test book for each
subject, grade level standard print test book for each subject as
well as the grade level Human Reader Companion Booklet for
each subject. Font size for LP is Helvetica LT PRO, 18 pt. Font
size for art is Verdana Pro, 18 pt.
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Large Print Kit, Grade 10

This kit contains grade level large print test book for each
subject, grade level standard print test book for each subject as
well as the grade level Human Reader Companion Booklet for
each subject. Font size for LP is Helvetica LT PRO, 18 pt. Font
size for art is Verdana Pro, 18 pt.

Braille UEB Math/Science Kit, Grade 9

This kit contains UEB Tech Math and Science Symbol List, UEB
Tech Science Periodic Table, UEB Reading for the grade level
ordered, UEB Tech Math and Science for the grade level
ordered, grade level standard print test book for each subject
as well as the grade level Human Reader Companion Booklet
for each subject.

Braille UEB Math/Science Kit, Grade 10

This kit contains UEB Tech Math and Science Symbol List, UEB
Tech Science Periodic Table, UEB Reading for the grade level
ordered, UEB Tech Math and Science for the grade level
ordered, grade level standard print test book for each subject
as well as the grade level Human Reader Companion Booklet
for each subject.

Braille UEB Nem Kit, Grade 9

This kit contains UEB with Nemeth Math and Science Symbol
List, UEB with Nemeth Science Periodic Table, UEB Reading for
the grade level ordered, UEB with Nemeth Math and Science
for the grade level ordered, grade level standard print test book
for each subject as well as the grade level Human Reader
Companion Booklet for each subject.

Braille UEB Nem Kit, Grade 10

This kit contains UEB with Nemeth Math and Science Symbol
List, UEB with Nemeth Science Periodic Table, UEB Reading for
the grade level ordered, UEB with Nemeth Math and Science
for the grade level ordered, grade level standard print test book
for each subject as well as the grade level Human Reader
Companion Booklet for each subject.

Human Reader Companion Kit, Grade 9

This kit contains the grade level Human Reader Companion
books for each subject.

Human Reader Companion Kit, Grade
10

This kit contains the grade level Human Reader Companion
books for each subject.

Question Sampler Kit, Grade 9/10

This kit contains the Question Sampler Standard Print test
books for each subject as well as the Question Sampler Human
Reader Companion Books for each subject.

Question Sampler LP Kit, Grade 9/10

This kit contains the Question Sampler Large Print test, the
Question Sampler Standard Print test books for each subject as
well as the Question Sampler Human Reader Companion Books
for each subject. Font size for LP is Helvetica LT PRO, 18 pt. Font
size for art is Verdana Pro, 18 pt.
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Question Sampler Br UEB M/S Kit,
Grade 9/10

This kit contains the Question Sampler UEB Tech Math and
Science Symbol List, Question Sampler UEB Tech Science
Periodic Table, Question Sampler UEB Reading, Question
Sampler UEB Tech Math and Science, Question Sampler
standard print test book for each subject as well as the
Question Sampler Human Reader Companion Booklet for each
subject.

Question Sampler Br UEB Nem Kit,
Grade 9/10

This kit contains the Question Sampler UEB with Nemeth Math
and Science Symbol List, Question Sampler UEB with Nemeth
Science Periodic Table, Question Sampler UEB Reading,
Question Sampler UEB with Nemeth Math and Science,
Question Sampler standard print test book for each subject as
well as the Question Sampler Human Reader Companion
Booklet for each subject.

36




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.
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.
Calculators as appropriate according to ACT Calculator Policy
Mathematics: Calculator allowed on all items
= A Desmos graphing calculator and Tl graphing 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., 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.

o 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
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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)
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

o Note: on the nonsecure Question Sampler page here, you have the option to take an
Online Question Sampler or download an accommodated/paper version of the Question
Sampler.

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 to 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.

e Braille Question Sampler is available to order in ADAM. The braille Question Sampler will allow
students who require braille to practice prior to the Utah Aspire Plus administration.

o For details on how to order the Braille Question Sampler, refer to the Placing an
Additional Order section of the manual.
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1. From ADAM home screen, navigate to Test Management and select Training

Administrations.
o

Aspire

A Home

% System

= Test Management

Administrations
Training
Administrations

: Rostering

ilil Reporting

& Operations

ilil Orders

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

Question Sampler Grade 9 Reading - Secure g 28

&01/08/26 - 11/20/26 -

6807 . PROCTOR .
STUDENTS GROUPS :

Sessions

Test Organization
Question Sampler Grade 9 Reading - Sec..  Utah Customer

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.

o Note: you have the option to download and print the braille nonsecure
Question Samplers from here. They are located under the Paper
Accommodations for Printing dropdown. Please make sure to also print the
Question Sampler braille printing instructions that are also within the
dropdown.
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Practice Tests

Explore a range of valuable resources, including question samplers, and a student

tutorial, designed to empower educators in effect reparing students fo

Question Samplers

Guestion samplers are availzble to familizrize students, educators, and families with how content s 2

d by providing exampl

Online ~ I Paper Accommodations For Printing ~ Answer Keys ~

Reading Question Sampler - Standard Print
Mathematics Question Sampler - Standard Print
Science Question Sampler - Standard Print
Reading Question Sampler - Large Print
Mathematics Question Sampler - Large Print
Science Question Sampler - Large Print

Reading Question Sampler - Human Reader
Companion

Mathematics Question Sampler - Human Reader
Companion

Science Question Sampler - Human Reader
Companion

Question Sampler Braille Printing Instructions
Reading Question Sampler - Braille UEB BRF

Reading Question Sampler - Braille UEB Specific
Eraille Instructions

Mathematics Question Sampler - Braille UEE Nemeth
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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 pink banner.

Question Sampler Grade 9 Reading - Secure v oM

— oD
6 8 O 7 : PROCTOR :
STUDENTS . GROUPS .

Sessions

Test Organization
Question Sampler Grade 9 Reading - Sec..  Utah Customer

2. Select the kebab menu next to Students and click the View option for Students. These are the
students that are eligible to take the secure Question Sampler

Question Sampler Grade 9 Reading - Secure 2 28

S oD
6 8 O 7 . PROCTOR
STUDENTS . GROUPS

Sessions Q, view

& Export
Test . B print Cards janization
Question Sampler Grade ! 1h Customer
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3. Go back to the Administration Card. Select the kebab menu and click Print Cards to view your
student’s printed testing ticket they will use to login to the secure Question Sampler.

Question Sampler Grade 9 Reading - Secure ¢ A

S
6 8 O 7 . PROCTOR
STUDENTS o GROUPS

Sessions Q view

& Export
Test . 8 Print Cards janization
Question Sampler Grade ! 1h Customer

NOTE: If you're a district level user, you will receive the option to select a school for which
you’re trying to print test tickets for.

Select a School

Select the school you will print student admin cards for.

Cancel Print Cards

4. On the Print Cards screen, you can pick your layout to print for the testing tickets for students.
Click the Print button.
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5.

Layout Grouping @ |
¥ Png Choose Proctor Groups - ]
o =

8 Sequential  Stacked

i}
[

Page 1
Renee Allison Isobelle Anderson
Grade 10 Math Grade 10 Matt
Last Name Allison Last Name Anderson
SSID 100002264 SSID 100002265
Lilly Andrade Markus Austin
Grade 10 Math Grade 10 Math
Last Name Andrade Last Name Austin
5510 100002280 SsiD 100002289

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. Select the Proctor Groups kebab menu and click Print Card (PG
Create Only).

Question Sampler Grade 9 Reading - Secure » 28

#01/08/26 - 11/20/26 m ACTIVE
6 8 O 7 . PROCTOR
STUDENTS GROUPS

Sessions Q, view

& Export

Test Or¢
Question Sampler Grade 9 Reading - Sec..  Utc

& Print Cards

& Print Cards (PG Create Only)
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6. On the Print Cards screen, you can pick your layout to print for the card for the proctor. Click the
Print button.

Layout

UTAH
Proctor Group Creation Login

Question Sampler Grade 9 Reading - Secure

Test Code Proctor Password

Question Sampler Grade 9 Reading - Secure
Use these credentials to create a new proctor group
S

NOTE: The Proctor card contains the Test Code and Proctor Password. To print the student
testing tickets go here and follow steps 1 —4.

7. Tologin or have your proctor login to ADAM follow the instructions in the Proctor Login section.
8. 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.

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

Aspire

£ Home
@ System

& Test Management

Administrations
Training
Administrations

& Rostering

il Reporting

& Operations

W Orders
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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 pink banner.

Question Sampler Grade 9 Reading - Secure v -

&01/08/26 - 1/20/26 m ACTIVE
6 8 O 7 . PROCTOR
STUDENTS ~ * GROUPS

Sessions

Test Organization
Question Sampler Grade 9 Reading - Sec..  Utah Customer

3. Onthe Administration Card click the View button under Proctor Groups.

Question Sampler Grade 9 Reading - Secure 2 28

m01/08/26 - N1/20/26 TRAINING ACTIVE
6 8 O 7 : PROCTOR
STUDENTS  * GROUPS
Sessions

& Export

Test Org

) ) & print Cards
Question Sampler Grade 9 Reading - Sec..  Utc

8 print Cards (PG Create Only)

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.

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

6. 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:

e Answering various item types

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

e 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.

e Zoom tool
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Note: The zoom tool can be turned on in ADAM and will be activated once the student logs in to
their test. USBE strongly recommends allowing students to see the ZOOM settings prior to the
summative to ensure it is accessible. Please reach out to the appropriate staff (such as a Teacher for
the Visually Impaired) to make appropriate determinations for ZOOM options. In addition to the
ZOOM settings in ADAM, students can use the zoom tool embedded in TestNav and their standard
keyboard shortcuts to zoom on the test. More information is available in the accommodations
section of the manual.

If you or your student(s) want to take the Question Samplers multiple times, please contact the Pearson
Help Desk at 877-227-5009 or use the online support form. Pearson will reset the student’s test to allow
the test to be taken again.
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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). API 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 pages 71-93 in this manual.

e Refer to the Testing Accommaodations section of this manual for additional information on
testing accommodations and testing tools on pages 61-97.
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Embedded Supports
Embedded supports are 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 alignment 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 Supports

Details

Delivered Via

Enabling Instructions

In Browser/App Zoom

Full Screen

3 Beok- W oo e

Zoomed In

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

A, 270 it

B: 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:

In Windows

o Press Ctrl+to zoomin.
o Press Ctrl - to zoom out.

o Press Ctrl 0 to reset to default
zoom.

In OS X or MacOS

o PressCmd +to zoom in.
o Press Cmd - to zoom out.

o Press Cmd 0 to reset to default
zoom.

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.

TestNav on Android and iOS

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

Online system

Embedded
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Feature

Embedded Supports

Details

Delivered Via

Enabling Instructions

e Pinch out to zoom in.
e Pinch into 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.

Zoom Tool This tool makes the words and images larger | Online System | Embedded
or smaller. Once the zoom tool percentage
Zoom o s 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

h|e oclemme mnmn[]m ¢

Answar Eliminator ]

Item1 - Question with exactly five words

—————T
e E—T

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
Eliminatoricon on the toolbar.

When the Answer Eliminator tool is in use on
an item with multiple-choice or multiple-
select 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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Embedded Features

Feature Details Delivered Via Enabling Instructions
Calculator — Desmos Graphing Students can access the Desmos Calculators Online system or Embedded
Graphing (Desmos Graphing) within TestNav for the Mathematics and Locally Provided

Science assessments.
Desmos Graphing Calculator vi.11 X

7 Students access the on-screen digital

SNEEN - NN calculator by selecting one of the Calculator

icons from the toolbar.
- 2= When the embedded calculator is not
il . g appropriate for the student, or if the
x|y a2l a® 8N o | - funcs
hH <> BBE == student is taking the paper test, the
W< EEE- E student may use an alternative approved
L MR s physical calculator.

Science (Desmos Scientific) Approved physical calculators are listed on the

Desmos Scientific Calculator X ACT Calculator Pollcy
(http://www.act.org/content/dam/act/unsecur
ed/documents/ACT-calculator-policy.pdf).

ain
= 5 a
o (O T 2ll]3]e
4]s5]s6|= A B2 O )
1 2 3 — sin | cos | tan g
0 ans | + a | In | %

)
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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

| (s |

#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

[.] 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 each line 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-downmenu.

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
e Sl » foreground and background color settings and
a low contrast foreground and background
© 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
B vnite on Black this feature during testing by selecting
B8 veliow on Biue Contrast Settings in the user drop-down
[BE8) Gray on Green menu.
Answer Masking This feature masks all available options for Online system Embedded
Y cn e, s frvme siepa o adinpidohing youmsalt s multiple-choice and multiple-select items. The
® student will uncover answer options when
: ready by selecting the eye icon next to each
- answer option. Students can turn on this
Ese 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
i 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? 4

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 & 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 71.

Online system

Embedded

Text-to-Speech — English

Text-to-Speech
Settings

Speed: Slow
:

Volume: 70%

- BB

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. Embedded Text-to-Speech
English is available on all allowable sections of
Utah Aspire Plus that do not invalidate the
construct of the test.

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.

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.

Directions re-read (text-to-speech)

The student can listen to instructions with
embedded text-to-speech and/or reread

Online system

Embedded
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instructions on this page only. Once the
student selects "I have read these directions in
their entirety and clicks “Next” the student will
not be able to return to the directions.

Word-to-word dictionary

For languages other than English, students may
be provided a word-to-word dictionary in the
student’s native language.

Local
arrangements

Test 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.

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

3. Click the Editicon. [&

4. Select Accommodations from the
sidebar.

5. Select the Edit button at the top.

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

7. 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
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Scratch Paper

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

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 paperis securely
destroyed.

Local
arrangements

No enabling required

Line Reader

Students may be provided a physical straight
edge tool.

Local
arrangements

No enabling required
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Supervised breaks within each
day

If the test is administered as a battery during
the same school day, students may be provided
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, unless the student has an
accommodation of stop-the-clock supervised
breaks.

Local
arrangements

No enabling required

Special seating/grouping

Special or preferential seating or grouping may
be provided. USBE does not have a minimum
size requirement for sessions, including testing
individually, through local arrangements.

Local
arrangements

No enabling required

Location for movement

Students may be moved to a location that
provides space to move, stand, or pace during
testing provided that this location will not
create a distraction for others and that the
student cannot see other students’ work.

Local
arrangements

No enabling required

Separate/alternate location

Students may be moved to a separate or
alternate location. For example, a student
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.

Local
arrangements

No enabling required

Minimized distractions

Students may require adjustments to minimize
distractions both inside and outside the testing
locations. For example, position a student away
from windows, doors, walkways, pencil
sharpeners, or other distractions.

Local
arrangements

No enabling required
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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.
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 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.

IMPORTANT: When applying accommodations, it is important to know that the system will rescan
automatically. Please allow approximately 5-10 minutes for the rescan to happen. Please ensure the
student’s accommodations are showing accurately in the proctor dashboard prior to testing. Do not
test prior to the accommodations showing in the dashboard.

If you have a rare case when you still do not see the required accommodation after waiting ten
minutes for the rescan, and a student is about to test, and you are not seeing their correct
accommodation in the session, immediately call the Pearson Help Desk (877) 227-5009.

If you notice a student in a proctor group has an incorrect form (Ex. English instead of Spanish), please
follow guidance for Wrong Test Form/Accommodation (LEA Assessment Directors).

Please ensure special requests for materials are ordered during the Additional Orders window (Feb.
16-May 15, 2026). 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.

How to Prepare for & Administer Online Test Translation for Lanquages 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.
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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. Teams must be familiar
with the Utah Aspire Plus Embedded Features and Accommodations.

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
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 71-93 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.

Primary Lanquage 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
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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 I, Part A, Sec.1111(b)(2) criteria:

e The EL student has been in a US school(s) for 0-3 school years.

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 Scott Roskelley
at scott.roskelley@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.

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.

NOTE: Please use the table/checklist below to ensure that you're following the appropriate steps for
having students test with accommodations.
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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 Scott Roskelley, scott.roskelley@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

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

Ensure the appropriate accountability code has been applied for the student to
reflect what accommodation(s) were applied.

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'\ﬁe

PLUS

= Home
‘ 7% Home

2 System Welcome

&= Test Management

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

E 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 oo

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 (g0s) Home © Users [3YelNe Y NN

Clear Search

» Results Tl () |« o« -
Name v

o~ Last Name First Name Identifier Role Classes Grades

orgs Last Login Actions
Eden Weeks*

] Weeks Eden 100000118 student 03 Deer Valley Elementary Never B
Org v

Deer Valley Elementary
Class Vv
None

Role v

Student

5. Click the Edit action on the right.

Results Ttol1(1)  « - y

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

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

On the User Setup screen, select Accommodations on the left-hand side of the screen.
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User Setup (Weeks, Eden)

Infarmation

Demographics

Accommodations

Classes

Administrations

User Setup

Manage User Settings
* First Name

Eden

* Last Name

Weeks

* Role

Student

6. Select the Edit button.

® View | # Edit

Accommeodations

User has no selected accommodations.

7. Update the selectio

ns and then select Save.

< User Setup: PVLASTBCBUT, PVFIRSTBCBUT (9250730)

Expand/Collapse All

e oM otiations) Apply to All Apply to All Reading Science Mathematics
Administrations
. v Form-Based
Assignment Tag(s)
Classes . . "
Braille plus Tactile Graphics o o o o
Demographics If checked the student will have the Tactlle > )
Graphics accommodation.
Parents/Guardians
History Language ) )
If selected, the student will have the corresponding | Spanish v > Spanish v Spanish v Spanish v
" language accommeodation.
Information
Metadata )
Large Print
oroforred Nomes H checed e studert il receive Lerge Prie a) > a) 0 a)

assessment delivery.
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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.

Apply to All Apply to All Reading Science Mathematics

IMPORTANT: When applying accommodations, it is important to know that the system will rescan
automatically. Please allow approximately 5-10 minutes for the rescan to happen. Please ensure the
student’s accommodations are showing accurately in the proctor dashboard prior to testing. Do not
test prior to the accommodations showing in the dashboard.

If you have a rare case when you still do not see the required accommodation after waiting ten
minutes for the rescan, and a student is about to test, and you are not seeing their correct
accommodation in the session, immediately call the Pearson Help Desk (877) 227-5009.

If you notice a student in a proctor group has an incorrect form (Ex. English instead of Spanish), please
follow guidance for Wrong Test Form/Accommodation (LEA Assessment Directors).

Refer to the Accommodations chart on pages 71-93 in the “Accommodations” section of this manual for
information on how to assign specific accommodations to a student.

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

Download the Student Accommodation Template 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.
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‘ £ Home
# system -
@ TestManagement

i Rostering a

orgs
Courses
Classes

Users

il Reporting ~

User Config

Clear search

NameoriD v
Search...

org v

EE Billings School District

(BillingsSchoolDistrict) xv
Class v

Filter by class... v
Role v

Student L4

Results
0O+ Last Name First Name

go5) 3snain

B select Page frain

B Deselect Page jsd

{1 Deselect All i

o ranen oenedict

(=] Gonzalez Owais

[m} simon Gavin

Home

Welcome t

Posted on October 12,

Use the Rostering tasks 1
« Manage user accounts
= Manage student test re
« Manage classroom gro

Use the Test Manageme
« Manage administration
« Manage and monitor o

Use the Reporting tasks
« Access Student Repori

Testing Times:

Results

O~ 4 LastName
(=] Sullivan

O Crane

(m] Chandler
(=] Mack

(m] Russell

(m] Townsend

First Name

Kobe

Mari

Christian

Ellis

Haider

Tomas

Identifier Role Classes
100001283 Student
100001525 Student
100000632 Student
100000392 Student
100001467 Student
100001332 Student
100002157 Student

Identifier
100001543
100001603
100002250
100000483
100000631

100001386

GI
o7
08
03
02

o7
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Role

Student

Student

Student

Student

Student

Student

Classes

Grades

08

09

12

03

03

08

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.

Home [ © Create New Export History

1to 20 (185)
orgs
EE Independence Secondary School
EE Independence Secondary School
EE Seaside High School
EE Westbrigde Elementary
EE Ek Creek Elementary

EE Crystal River Secondary School

H::-

Last Login
Never
Never
Never
Never
Never

Never

Actions

2

»

»

kel

»

»

ulir:g

julir’g

julir/g

julirg

julir/g

julir’g

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




5. Click the kebab menu (three stacked dots) in the upper right-hand corner and select Student
Accommodation Upload.

R o Croctonow IR E|

Results 11020 (500) B+ Export Selected Users

B~ 4 1astName First Name identifier Role Classes Grades orgs

Clayton Terenca 100000654 Studant o Never

sanford Keano 100001212 Studant o8 EE liberty Middio School Novar

sullivan Kobe 100001543 Studant 08 EE independence Sacondary School Never & Userimport

- N i + Enabie Users
ico Lois 100000913 Student 0z EE Littla Valey Elomentary Never

X Disable Users

Never » o I

summars Jazmine 100000133 Studant 03

Crane Mari 100001603 Student 08

6. Follow the guidance on the screen and click the Click to create template button.

S IUGHIBIULEU 1 SLUUIST I NUGUYE LUNYUUYS LU ISt 1t
33. Translated in Student Native Language - Test Directions

34. Word-to-Word Dictionary

Click to create template

When your template has been created it can be downloaded from
the Template History Button at the top of the page. The template is
named using the format Template _<<uuid?>.csv (e.g.
Template_9f7a5376-3f32-4ff6-92bf-f0351565c38¢.csv)

Step 3: Upload the modified file into ADAM.

[ .

7. Scroll to the top of the screen and click on the Template History Button.

Template History Upload History

8. Click the Download button next to your template. Click the Close button.

Template History Close
File Name
-
& Refresh o1 | « |« -
Name No of Profiles Status Percentage Created By Created
Template_05674b67-103-4863-a4f2-37b5135 15 ST Diuict, MZD 2024-03-19 114134 am

9. 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.

B C D E F G H | J K L M
orgName identifier familyNarr givenNamemiddleNar grades  profileName  Abacus  Add Time - IAdd Time - Add Time - Braille plus Tactile Graphics Bre:
EE Westbrigde Elementary 100000483 Mack Ellis 3 Apply to All
EE Westbrigde Elementary 100000483 Mack Ellis 3 Reading
EE Westbrigde Elementary 100000483 Mack Ellis 3 Science
EE Westbrigde Elementary 100000483 Mack Ellis 3 Mathematics
EE Elk Creek Elementary 100000631 Russell ~ Haider 3 Apply to All
EE Elk Creek Elementary 100000631 Russell  Haider 3 Reading
EE Elk Creek Elementary 100000631 Russell  Haider 3 Science
EE Elk Creek Elementary 100000631 Russell ~ Haider 3 Mathematics

NOTE: Ignore and do not change the “Apply to All” rows in the spreadsheet.
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10. If you require an accommodation on all subjects for your student, you will still need to place a
“1” IN ALL SUBJECT CELLS FOR THAT ACCOMMODATION in addition to the “Apply to All” row

11.

12.

on your spreadsheet.

B C D E [? G

orgName identifier familyNam givenNam¢middleNar grades
|EE Westbrigde Elementary 100000483 Mack Ellis

EE Westbrigde Elementary 100000483 Mack Ellis

EE Westbrigde Elementary 100000483 Mack Ellis

EE Westbrigde Elementary 100000483 Mack Ellis

EE Elk Creek Elementary 100000631 Russell  Haider

EE Elk Creek Elementary 100000631 Russell  Haider

EE Elk Creek Elementary 100000631 Russell  Haider

EE Elk Creek Elementary 100000631 Russell  Haider

EE Crystal River Secondary Schoc 100001345 Hendrix ~ Simon

EE Crystal River Secondary Schoc 100001345 Hendrix ~ Simon

EE Crystal River Secondary Schoc 100001345 Hendrix ~ Simon

EE Crystal River Secondary Schoc 100001345 Hendrix ~ Simon

H
profileName

3 Apply to All

3 Reading

3 Science

3 Mathematics

3 Apply to All

3 Reading

3 Science

3 Mathematics

7 Apply to All

7 Reading

7 Science

7 Mathematics

|
Abacus

J

I I

Add Time - Double Time

I &

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).
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 modified file into ADAM.

‘ 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.sment irectors, District Levei Users and 5choo
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 Edit button at the top.

as a range of refreshable braille devices.
4. Select the Apply to All checkbox and click the

Apply to All button or the subject(s) you
require for the Screen Reader section.

Students accessing content with a screen
reader and refreshable braille device must
wear headphones or be tested in a separate

environment. 5. Select the Apply to All checkbox and click the
Students requiring this accommodation may Apply to All button or the subject(s) you

also need extended time. require in the Braille plus Tactile Graphics
The online assistive technology test form options.

will not include a built-in timer. Timing for
this test must be locally managed in
accordance with the student’s IEP or 504 Remember to place an additional order for the braille
plan. kit, which includes tactile graphics if needed.

6. Select Save.

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

71



Accommodation

Accommodations

Details

Delivered Via

Enabling Instructions

administered. See extended time
instructions.

Speech to Text — Assistive
TechnologyScribe

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.

When speech-to-text is enabled, the
embedded text-to-speech is disabled. 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. g

3. Select the Edit button at the top.

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

5. Select Save.

A human reader companion book will need to be
ordered via the Additional Order system in ADAM two
weeks prior to the testing date.
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Accommodation

Accommodations

Details

Delivered Via

Enabling Instructions

Other Assistive
Technology

Students may use a range of assistive
technology hardware and software on test
forms enabled for use with assistive
technology.

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.

Assistive technology support includes
alternative input devices such as adaptive
keyboards and mice, switch devices,
magnification software, and other approved
assistive technology hardware and software.

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.

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 Assighment 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 Edit button at the top.

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

5. Select Save.

A human reader companion book will need to be
ordered via the Additional Order system in ADAM two
weeks prior to the testing date.
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Accommodation

Accommodations

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 —
Standard Print

A standard print (12-point font size) version
of the paper test will be created and
distributed to students who have been
identified as requiring a printed assessment
as an accommodation.

Students taking the paper tests can be

provided with the following supports that
mirror the capabilities that are offered as
embedded features in the online system:

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

Printed
Materials
Ordered from
Pearson via
ADAM

Accommodations Assighment 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 Edit button at the top.

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

Accommodation Details Delivered Via Enabling Instructions

e Pencil to record responses or cross 5. Select Save.

out (eliminate) choices .
Remember to place an additional order for the

* Atimerto see remaining time- Standard Print kit. The kit will include the human
provided locally reader companion book. Additional Orders must be

e Color overlays to adjust the placed two weeks prior to student testing start time.
background (paper) color The Additional Order window is open from February

16to May 15. Proctor will log into TestNav and

e Post-it flags to “bookmark” items for ) .
transcribe responses online.

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 Assighment Steps
Large Print the paper test will be created and Materials NOTE: The following st b d by LEA
distributed to students who have been Ordered from ‘ The fo .owmg s eps c.an e performed by
. i .. . . . Assessment Directors, District Level Users and School
identified as requiring a printed large-print Pearson in o
. Administrators.
assessment as an accommodation. ADAM

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. g
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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 Edit button at the top.

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 16 to May 15. Proctor will log
into TestNav and transcribe responses online.
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Accommodation

Accommodations

Details

Delivered Via

Enabling Instructions

Braille + Tactile Graphics

A braille version of the paper test will be
created and distributed to students who
have been identified as requiring a printed
braille assessment as an accommodation.
For the reading and literacy assessments,
students will receive a UEB Contracted
Braille format. For the Mathematics and
Science Assessments, students can be
provided a UEB only format or a UEB with
Nemeth format.

Where applicable, tactile graphic
supplements will be provided.

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.

USBE recommends verifying the correct
braille materials are being placed through
communication with the student’s team. If
the wrong braille is ordered, students will
not have access to the test content.

Printed
Materials
Ordered from
Pearsonin
ADAM

Accommodations Assignment Steps

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

1.

5.

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 the Edit button at the top.

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
check boxes.

Select Save.

Remember to place an additional order for the Braille
kit. The kit will include the braille paper test and
regular print in case of transcription and the human
reader companion book. The Additional Order window
is open from February 16 to May 15. Proctor will log
into TestNav and transcribe responses online.
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Accommodation

Accommodations

Details

Delivered Via

Enabling Instructions

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
time teacher/proctor. ) o
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. 4
3. Select the Edit button at the top.
4. 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.
5. Select Save.
Abacus Students may use an Abacus as a Local Accommodations Assignment Steps
manipulative. arrangements

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 Edit button at the top.
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Accommodation

Accommodations

Details

Delivered Via

Enabling Instructions

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.

Extra Time

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).

Students with Extra Testing Time will still
have an embedded timer like students
with standard timing. 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

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 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 the Edit button at the top.

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.
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Accommodations

Accommodation Details Delivered Via Enabling Instructions

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. USBE does not prohibit
more than one student testing with these
accommodations, but discretion should be
used to minimize disruptions. Groups
should be based on same timing. If
students with various combinations 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.
Stop-the-clock supervised The test may be paused, stopping the Online System Accommodations Assignment Steps
breaks clock, and resumed by the teacher/proctor | and Local

to provide the student with supervised Arrangements
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Accommodations

Accommodation Details Delivered Via Enabling Instructions
breaks during the administration of an for Paper NOTE: The following steps can be performed by LEA
assessment. Testing and Assessment Directors, District Level Users and School
To stop the test for a break and then Assistive Administrators.
resume the test in ADAM, Technology

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

Select the Edit button at the top.

4. Select the Apply to All checkbox and click the

3. When the break is over, follow Apply to All button or the subject(s) you

directions for reseating "j' stude.nt n require in the Stop-the-clock Supervised
our Reseating a Student’s Session Breaks check boxes.

section.
4. Once the student has been reseated, 5. Select Save.
the student can use the student testing
ticket to sign back into the test and
resume where he or she left off.

1. Direct the students to select Sign out | Testing
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 3
Later.

Students testing with stop the clock
supervised breaks should test in a
separate testing environment and may
need to test individually. USBE does not
prohibit more than one studentin a
session with this accommodation, but
discretion should be used to minimize
disruptions and effectively supervise the
session.
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Accommodation

Accommodations

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.

Breaks: securely extend
session over multiple days

Students may be provided extended time
over multiple days to take test sessions as
described in an IEP or 504 plan.

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.

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

Accommodations Assighment 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 the Edit button at the top.

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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Accommodation

Accommodations

Details

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. USBE does not prohibit more
than one student in a session with this
accommodation, but discretion should be
used to minimize disruptions and effectively
supervise the session.

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.

Delivered Via Enabling Instructions
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Accommodation Details Delivered Via Enabling Instructions
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. . . .
P & 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. @

3. Select the Edit button at the top.

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

5. 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.

6. Select Save.
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Accommodations

Details

Delivered Via

Enabling Instructions

After these steps are completed, follow the steps for
State Approved accommodations here: Requesting a
State Approved Accommodation

Text-to-Speech — Spanish
(Spanlsh adaptatlon)

i Text-to-Speech
Settlngs

H Speed: Slow

1

|

-

Vioice: Female | ¥

.*ﬂﬂ

|
|

|

Volume: 70%

\

Configuracién de
funcidn Texto a voz

Velocidad: Despacio
-
ujer >

Violumen: 70%

- HEEE

The student is presented with a test form
that has been adapted from English to
Spanish. Test directions,assessment
content (as appropriate),andallon-screen
instructions are presented to the student
in Spanish.

An adaptive form is a translated version of
the English form. The form is translated in a
way that fits the need and/or cultural
linguistic requirements of the target
language. In other words, it is not a literal,
word-by-word translation. Items are
adapted so that they are appropriate in the
translated language. The Spanish Adaptive
Translation assessment accommaodation is
appropriate for students whose primary
language is Spanish 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 Lanquage
Translation Guidance section. Students
taking the Online Spanish adaptive form will
receive this accommodation through the

Online system

Accommodations Assighment 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. g

3. Select the Edit button at the top.

4. Select Spanish from the subject dropdown
boxes and select the Apply to All checkbox or
the subject(s) you require then click the
Apply to All button in the Language
dropdown boxes.

5. Select Save.
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Accommodation Details Delivered Via Enabling Instructions

online test.

Student preferences for this support are
enabled through the 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.

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 Assighment Steps
Languages other than test directions, assessment content (as arrangements .

. . . . . NOTE: The following steps can be performed by LEA
Spanish or English appropriate), and all on-screen instruction

Assessment Directors, District Level Users and School

into the student’s primary language. o
Administrators.

Students who require translated test

directions in a language other than Spanish 1. Within ADAM, go to Rostering and select

will receive this accommodation through a Users.

local translator. This accommodation is 2. Search for the student whose test you need to
appropriate for students whose primary edit using the Name filter and select the edit
language is not Spanish or English, and only option next to the student name. =
applicable if the LEA language services team, 3. Select the Edit button at the top.

in consultation with the student and
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Accommodation

Accommodations

Details

Delivered Via

Enabling Instructions

parents, has determined the student meets
the criteria outlined previously in the
Primary Lanquage Translation Guidance
section, and the Summative Adaptive

4. 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.

Translation Request Form has been 5. Select Save.
submitted to USBE and approved.

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 74.

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.
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Accommodation

Accommodations

Details

Delivered Via

Enabling Instructions

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 NOTE: The fol{owmg steps éan be performed by LEA
directions only 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 the Edit button at the top.

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

5. Select Save.

Sign Language Students who require an accommodation to | Local Accommodations Assignment Steps
Interpretation receive a sign language interpretation of Arrangements

assessment content may be provided signed
content by a qualified human signer. You
can access the USBE Interpreter Guidelines
for State Standardized Assessment (SSA) on
the Accommodations tab of the USBE
Special Education Accessibility,
Accommodations and Assessment website.

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.
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Accommodation

Accommodations

Details

Delivered Via

Enabling Instructions

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

5.

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 the Edit button at the top.

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.

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.

Cued speech

Students who are deaf, hard of hearing, or
have certain types of language or
communication disorders with an identified
need for cued speech may be provided this
accommodation for appropriate assessment
content. Cued speech should be provided by
a qualified Cued Speech Transliterator.

Students requiring this accommodation may
also need extended time.

Local
Arrangements

Accommodations Assighment 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
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Accommodation Details Delivered Via Enabling Instructions

select the edit option next to the student

@

name. .
3. Select the Edit button at the top.

4. 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.

5. Select Save.
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Accommodations

Details

Delivered Via

Enabling Instructions

Home administration

Students who are not able to participate in
testing at a school test site as described in
an |EP 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

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 the Edit button at the top.

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.

Alternate mouse pointer

A student with a vision impairment such as
decreased visual acuity or other perception
challenges may benefit from using a mouse

Online system

Accommodations Assignment Steps
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Accommodations

Details

Delivered Via

Enabling Instructions

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 — Size: 32x32px
e large sized white pointer - Size: 44x70px

e  Extra-large white pointer - Size: 87x128px

e  Extra-large black pointer - Size: 87x128px

e  Extra-large green pointer - Size: 87x128px

e Extra-large yellow pointer - Size: 87x128px

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. g

3. Select the Edit button at the top.

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.

5. 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
will already be defaulted to the zoom
percentage designated in the student’s
Accommodation settings. Please ensure you

Online System

Accommodations Assighment 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.
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Accommodations

Accommodation Details Delivered Via Enabling Instructions
also set the Alternate Mouse Pointer if 2. Search for the student whose test you need to
necessary. edit using the Name filter and select the edit

option next to the student name. =z

3. Select the Edit button at the top.

4. Select from the options in the dropdown
boxes or for the subject(s) you require or
Apply to All in the Magnification/Zoom
dropdown boxes.

5. Select Save

Available levels of Zoom Percentage are
100%, 110%, 120%, 150%, 175%, and 200%.
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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. VUsing 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
(mid Last Name First Name Identifier Role Classes Grades orgs Last Login Actions
Eden Weekq
0 Weeks Eden 100000118 student 03 Deer Valley Elementary Never ZmW
Org v
Deer Valley Elementary X Vv
Class v
None X Vv
Role v
Sstudent 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
Classes
Administrations * Last Name
Weeks
* Role
Student

5. Select the Edit button at the top of the screen.

@ View | # Edit

Accommodations

User has no selected accommodations.

6. Onthe 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.

«  UserSetup: Clayton, Terence ( ) Cancal ﬂ
@vow et
ExpanciCollopso Al Applyto Al Apply toAN Roading science Mathematics

~ Form-gased

A Testoalivery

v Local Accommodations

Stop-the-clock Supervised Breaks o 5 . -
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7. 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

8. 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 Scribe on profile Science

Additional Comments

Bart needs a scribe for testing]

Create Request

9. After you have created your request, you will notice on the Accommodations screen that the
status of the approval is pending.

fiter by Accommediation

Expand/Collapso ol Applyto Al appiyto Reading scionce Methomatics

A Form-gased

~ Test Delivery

 Local Accommodations

o N o o o

- o > o =] =]

o > o o [=

o > o [= [=

None v > Nono v| | wono v| | none v

. o > o o o

scribe & o > o o
chectad e cen wa be cored for Seroe

Stop-the-clock Supervised Bragks o
1 Chacied the stucsrt wel be rcCies o Siop e cock s
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10. When the state approves, you’ll be notified in the notifications bell icon at the top of the screen.

UTAH  MZD School3 v

11. Click the bell icon to see the status of your request. If approved, it will show Completed. Click
the My Request summary to take you to the My Request page to see details and comments on

your request.

My Request #355: Change Accommodation
03/20/2024 03:10 pm COMPLETED

My Request

Raquast 1D #: 56610

Student Name:
Clayton, Terence

Grade(s):
o1

Requested Accommodation Changes:
1. add Scribe on profile Reading

Additional Comments:
Terance neads approval

Admin Comments:

this recuest is approved

foruest Typa: Change Accommodation

status  COMPLETED

Student ID:
100000654

School Nama:
EE Acadia Elementary

12. 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. USBE does NOT set accommodations in ADAM, it is imperative to check
notifications as outlined above. Please review any comments from USBE in the Additional
Comments when request notifications are reviewed in ADAM.

«  User setup: Clayton, Terence ( )

dtir @viow  Leat

ExpandColiopse All

nd Session Over Multple Days

Stop-the-clock Supervised Breaks.
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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 accommaodation, 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 for 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 C(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 Reseating a Student’s 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 Scott Roskelley at scott.scott.roskelley@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
questions, 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 with an opportunity to practice answering different types of sample test
guestions 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 TestNav 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.

PV Grade 10 Science Administration Dist2Sc.. ~ 2™ (a :

@12/08/25 - 11/20/26

4 0 o PROCTOR .
STUDENTS  * GROUPS  *
Sessions
El=E
Test Organization
Grade 10 Science (2026) PVBE _Dist025ch03

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 QOrganization: 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.

= Home

@ system Welcome to ADAM

jations settings, and accountability codes
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2. Then select Administrations.

A

Aspire

= Home
| £ Home
i

% System Welcome to .

= Test Management
Use the Rostering tasks to

Administrations « Manage user accounts

« 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 number 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 tart: Demo Form 10000171 Apply ]

e Select the kebab menu next to Students then click View on the Test Administration Card to
access a list of eligible students.

PV Grade 10 Science Administration Dist2Sc.. &~ &® (a

&#12/08/25 - 11/20/26

wes

4 0 : PROCTOR :
STUDENTS| * GROUPS  *
Sessions Q view I
B
& Export
Test B print Cards Organization

Grade 10 Science (% PVBE_Dist02Sch03
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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 Schaol Liberty Middle School Demo ELA Gr 9 Demo Form 100001229
Jermaine Andrews  Jermaine  Andrews  NOT_STARTED 8 Independence Secandary School  Independence Secondary School Demo ELA Gr 9 Demo Form 100001557
Claire Stephenson  Claire Stephenson  NOT_STARTED 8 summerville Middle School summerville Middle School Demo ELA Gr 9 Demo Form 100001847
Abdul Baker Abdul Baker SUBMITTED 8 Liberty Middle Schaol Little Valley Elementary DemoELAGr 9  Little Valley Proctor Group Little Valley Elementary  Demo Form DRPVBB 100001195
Clara wells Clara Wwells NOT_STARTED 8 sunshine Middle school Sunshine Middle schoal Demo ELA Gr 9 Demo Form 100001698
Mason schwartz Mason Schwartz  NOT_STARTED 8 sunshine Middle School sunshine Middle school Demo ELA Gr 9 Demo Form 100001711
Denise Cardenas Denise Cardenas  NOT_STARTED 8 summenville Middle School summerville Middle School Demo ELA Gr 9 Demo Form 100001840

e Select the kebab menu next to Students and click Export on the Test Administration Card to
access.

PV Grade 10 Science Administration Dist2Sc.. & S8 (a

&12/08/25 - 11/20/26

40 A PROCTOR o
sTupenTsf ¢ crOUPS |}
Sessions Q view
& |
& Export
Test & Print Cards Organization
Grade 10 Science (2 PVBE _Dist02Sch03

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.

Layout Grouping @ % Proctor Groups: 1
B B 2 O Sequential  Stacked Pages: 2

Page
UTAH UTAH
Isobelle Anderson Brendan Barnes
Grade 10 Science Grade 10 Science
Last Name Anderson ast Name Barnes
$510 100002265 5510 100002255
EE UT Spring 2026 - Grade 10 Science (2026) EE UT Spring 2026 - Grade 1D Science (2028)
Grade 10 Grade 10
UTAH UTAH
Martha Daniels Tatiana Evans
Grade 10 Science Grade 10 Science
Last Name Daniels ast Name Evans
$810 100002314 5510 100002283
EE UT Spring 2026 - Grade 10 Scienc £ UT Spring 2026 - Grade 10 Science (2025)
Grode 10
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1. To access the Student Testing tickets, select the kebab menu next to Students and click
Print Cards on the Test Administration Card.

Proctor Groups

PV Grade 10 Science Administration Dist2Sc.. & M (a

&12/08/25 - 11/20/26
4 0 PROCTOR
STUDENTS GROUPS

Sessions Q view
=
& Export
Test . B print Cards Orgonlzc.:lt\on
Grade 10 Science (2 PVBE_Dist02Sch03

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, or there is an
option to 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 the Proctor Groups kebab menu,
select the View button.

PV Grade 10 Science Administration Dist2Sc.. & & (a

&12/08/25 - 11/20/26

4 0 : PROCTOR
STUDENTS ~ * GROUPS
Sessions Q view
EaE—an
& Export
Test £ Print Cards

Grade 10 Science (2026)

& Print Cards (PG Create Only)

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 seal code will also be

provided

for the proctor to communicate to students to progress through their test.
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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.

¢ PV Grade 10 Science Administration Dist2Sch3 — FA: Proctor Groups

'I © Create Group 40 I

&, upload Grou 82 Vi
PROCTOR P! P STUDENTS 9_ 3] o a2 View Unassigned
GROUPS ASSIGNED UNASSIGNED

@ Create with Code

Search by Proctor Group, Testing School or § Hide Empty Hide Inactive 1t01(1)
Name Testing School Students Test Code Proctor Password Test Progress Active Actions
PV E2E PVBE_Dist025ch03 9 ] @ & o

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 unti stuaents start taking their tests

A E C D E F G H
1 \name school proctor first proctor last testcode proctor password Seal Codes
2 |PV Grade 9 Reading Administration Dist1Sch3 Demo Unassigned 6787
3
4

To access the Proctor Export, select Export underneath in the Proctor Groups kebab menu on
the Administration Card.

PV Grade 10 Science Administration Dist2Sc.. &~ 8 (a :

&12/08/25 - 11/20/26
40 . PROCTOR
STUDENTS  * GROUPS

Sessions Q view
& |
Test

& Print Cards
Grade 10 Science (2026)

& Print Cards (PG Create Only)
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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.
Information includes the Test Code, Proctor Password and the Seal Code.

Proctor Group Creation Login

To print your Proctor Card, select Print Card in the Proctor Groups kebab menu on the
Administration Card.

PV Grade 10 Science Administration Dist2Sc.. & &M (a :

&12/08/25 - 11/20/26

4 0 : PROCTOR :
STUDENTS ~ * crours | ¢
Sessions Q, view
(A 48
& Export
Test £ Print Cards

Grade 10 Science (2026)

& Print Cards (PG Create Only)

Note: The Proctor Card contains Test Code, Proctor Password and Seal Code. The student testing
ticket can be found here and follow the steps.

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

/:Asviz?

= Home

£ Home

® system Welcomg to ADAM

& Test Management
Use the Rostering tasks to;

nage user accounts

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

« Manage classoom groupings and ather groups
il Reporting Use the Test Management tasks to
« Manage administrations
« Manage and monitor oniine testing

porting tasks to:
Student Reports

esting Times:

« English - 45 minutes

* Reading - 75 minutes

« Mathematics — 75 minutes
« Science - 60 minutes

2. Then select Administrations.
s
Aspire

= Home

| £ Home

| @ System . Welcome to

‘= Test Management -
Use the Rostering tasks to:

Administrations + Manage user accounts
1

* Manage student test registra

o . s Manage classroom grouping
= Rostering ~
£ Use the Test Management ta
. + Manage administrations
ihl Reporting N

« Manage and monitor online t

Use the Reporting tasks to
= Access Student Reports

Testing Times:
« English — 45 minutes

3. Onthe Administration Card, select the Proctor Groups kebab menu, then click the View option.

PV Grade 10 Science Administration Dist25c.. & M (a :

12/08/25 - 11/20/26
40 ) PROCTOR [,
STUDENTS  * croups I °

Sessions I Q, view
v A |

& Export

Test

& Print Cards
Grade 10 Science (2026)

& Print Cards (PG Create Only)
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4. Click the Create Group button.

& PV Grade 10 Science Administration Dist25ch3 — FA: Proctor Groups

| =1 a0

PROCTOR & Upload Group STUDENTS 9 31 &2 View Unassigned
GROUPS ) ASSIGNED UNASSIGNED
@ create with Code
Search by Proctor Group, Testing Schoal or § Hide Empty Hide Inactive Tto1(1) .
Name Testing School Students Test Code Proctor Password Test Progress Active Actions
PV E2E PVBE_Dist025ch03 9 | © L]

5. Enter the information in the text boxes.

PV Grade 10 Science Administration Dist2sch3 - IA Create Proctor Group I

Proctor Group Config

& students (0)

None

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.

PV Grade 10 Science Administration Dist2Sch3 — FA: Greate Proctor Group

Proctor Group Config

s setup allows you to craate g c our org scopa and can be manitored individual
Proctor Group Name

Gri0 science PV 2

Testing School Setu|
This

Select Your District

PUBE_Dist02

Seloct Your School

FUBE_Dist025ch02

rabied,

I Remote roctoring

& Students (0)

None
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Note: You will receive an error message if more than 10 students are added to the Remote
Proctoring group.

Error
0 Remote proctor group student

imit reached (10 students
maximiimy)

Note: If you create a regular proctor group with students and later realized the group should
have been created as a Remote Proctoring group, you can Edit the proctor group and change it
to Remote Proctoring.

If you do change the proctor group to Remote Proctoring and the group has more than 10
students, you will get an error message.

Error
Cannot update to remote

proctoring: This proctor group
has 12 students, which exceeds
the maximum limit of 10 students.

7. Add your students using the plus sign next to the Students header.

PV Grade 10 Science Administration Dist25ch3 — FA Create Proctor Group

Proctor Group Config
croato odd

This satup allows tional proctor group that can be assigned to a testing school within or outside of your org scope and can be menitorod individually

er10 seiance PV

Testing School Setup

tho school where this proctor group s

Select Your school

PVBE_Dist025ch0 xv

Remata Proctaring

& students (0)

None
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8. Using 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 *

Search by student name. Show additional filters Add 10 Students

(2) students In Froctor Group 1to10 (34) - 2 3|4
Hame Last Name Identifier $Organization Test Status Accommedation  Action
AAFIRGUTTS EVLASFRMGUTTS 1500060  PVBE_Dist025ch03 MOT STARTED

v
SEHRHUTTS BULASFRMHUTTS 1500081 PVBE_Dist025ch03 NOT STARTED v
CCFARIUTTS BULASFRMIUTTS 1500082 PVBE_Dist025ch03 NOT STARTED v
DDFIRJUTTS PVLASFRMUUTTS 1500063 PVBE_Dist025ch03 NOT STARTED
SERMAAUTTTS  PULASFRMAAUTTTS 1500084 PVBE_Dist028ch03 NOT STARTED +
FERMABUTTTS PVLASFRMABUTTTS 1500085 PVBE_Dist02Sch03 NOT STARTED +
TFRAUATNRP  BVLASFRMAUATNRP 1500045  PVEE Dist025ch03 NOT STARTED 1 +
TFIRCUATNRSC PVLASFRMCUATNRSC 1500047 PVBE_Dist025ch03 NOT STARTED 1 +
TFIREUATHRHA  BVLASFRMEUATNRHA 1500048 PVBE Dist025ch03 NOT STARTED 1 +
+

TFRMAAUTTS PVLASFRMAAUTTS 1500023 PVBE_Dist025ch03 NOT STARTED

4

9. 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.

PV Grade 10 Science Administration Dist2Sch3 - FA: Create Proctor Group.

Proctor Group Config

& Students (3] +
first oo Lastiamo Tost stotus 4
PUFSAAFIRGUITS NOT STARTED W

NOT STARTED L]

NOT STARTED W

NOTE: To print your Student Testing tickets, refer to the Print Student Testing tickets section of
this manual.
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Removing or Hiding an Empty Proctor Group (LEA Assessment Directors, District Level User,
School Administrators)

ADAM doesn’t have a delete proctor group function. To remove a proctor group from view, you will

need to remove your students from the proctor group following the steps in the Remove Students from
a Proctor Group section. Once your students have been removed from your proctor group, follow the
steps below to Hide Empty proctor groups.

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

Aspire

£ Home
% System

& Test Management

Administrations

& Rostering

iil Reporting

2. Inthe Proctor Groups kebab menu, select View.

PV Grade 10 Science Administration Dist2Sc.. & &M (a

#12/08/25 - 11/20/26
4 0 . PROCTOR [,
STUDENTS ¢ :

GROUPS
Sessions
A A
& Export
Test

& Print Cards
Grade 10 Science (2026)

& Print Cards (PG Create Only)
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3. Onthe proctor groups screen, select the Hide Empty check box to hide your empty proctor
groups.

< PV Grade 10 Math Administration Dist02SchOl: Proctor Groups

25 © Create Group 600 -

Upload Gi s
PROCTOR ey STUDENTS 2] . 57~9ﬁ 22 View Unassigned
GROUPS B ASSIGNED UNASSIGNED
@ create with Code

search by Proctor Group, Testing School or Hide Empty Hide Inactive 1t0 20 (25) " 2 0 .

Name Testing School Students Test Code Proctor Password Test Progress Active Actions
PVUT_Math _Grl0_SP_NA PVBE_Dist02Sch0l 1 3EZ6HF VABWRS (@] & o
PVUT_Math _Grl0_SP_AC PVBE_Dist025ch0l 9 EAXT43 33TUQ5 (@] a o
PVUT_Math _Grl0_SP_AIC PVBE_Dist025ch0l 9 YZIMJE BX2UBD (@e] & o
PVUT_Math _Gri0_SP_PC PVBE_Dist02Sch0l 0 PC37R7 YR5SJJ No Students (@) & o0 §
PVUT_Math _Grl0_ATSR_Mox PVBE_Dist025ch0l 0 TUZCZR XEVGAM No Students (@) & o0 ¥

NOTE: to Unhide an empty proctor group, uncheck the box next to “Hide Empty”

Removing or Hiding an Inactive Proctor Group (LEA Assessment Directors, District Level User,
School Administrators)

To hide an inactive proctor group from view, you will need to mark the group as INACTIVE following the
steps below.

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

@ System

& Test Management

Administrations

& Rostering

il Reporting
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In the Proctor Groups kebab menu, select View.

PV Grade 10 Science Administration Dist2Sc.. & M (&) :

#12/08/25 - 11/20/28

4 0 . PROCTOR .
STUDENTS ~ * crours | °
Sessions Q view
V& |
& Export
Test & Print Cards

Grade 10 Science (2026)
8 Print Cards (PG Create Only)

On the proctor groups screen, identify the inactive proctor group. Toggle the button in the
Active column.

< PV Grade 10 Science Administration Dist02SchQl: Proctor Groups:

35 © Create Group 600 S
PROCTOR & Upload Group STUDENTS 232 368 &2 View Unassigned
GROUPS ASSIGNED UNASSIGNED

@ create with Code

Search by Proctor Group, Testing School or Hide Empty Hide Inactive 11020 (35) - 2

Name Testing School Students Test Code Proctor Password Test Progress Active Actions -
PVUT_Gr0_Sciecne_TTS_FI_MTM PVBE_Dist02Schol 49 CS4RX6 NCTGMS EI & o
PVUT_GrI0_Sciecne_TTS_FI_MAX PVBE_Dist02Sch0l 1 UJFESN KWVBFS e O© a o
PVUT_Gr0_Sciecne _TTS_FI_MIN PVBE_Dist02Schol 1 su2cQw BHQ5Z5 w—ar a O e o
PVUT_Grl0_Sciecne_TTS_FI_NA PVBE_Dist02Schol 1 PVRXFG 62X32C w—ar a © & o
PVUT_Grl0_Sciecne_TTS_FI_AC PVBE_Dist02Schol 8 YC3ZVF T3KBQQ v aa [ o] e o

A popup window will appear to verify updating the status of the Proctor Group to INACTIVE.
Select Yes.

Edit Proctor Group Status

Current Status - AGTIVE

Are You sure you want to update the status of the Proctor Group to

INACTIVE ~
Cancel
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5. The Active status will change to grey.

< PV Grade 10 Science Administration Dist02SchOT: Proctor Groups

35 © Create Group 600 —

PROCTOR 4 Upload Group STUDENTS 232 368 &2 View Unassigned

GROUPS : ASSIGNED UNASSIGNED

@ create with Code
Search by Proctor Group, Testing School or Hide Empty Hide Inactive 1to 20 (35) n 2
a

Name Testing School Students Test Code Proctor Password Test Progress Active Actions
PVUT_Gr10_sciecne_TTS_FI_MTM PVBE_Dist02Sch0l 49 CS84RX6 NCTGMS D a [>]
PVUT_Gr10_Sciecne _TTS_FI_MAx PVBE_Dist025ch0l 1 UJFESN KWVEBFS I O a o
PVUT_Gr0_Sciecne_TTS_FI_MIN PVBE_Dist025ch0l 1 su2cQW BHQ5Z5 | N e} O]

)

NOTE: If you selected to make a Proctor Group inactive in error, toggle the Active status
button, a popup screen will appear asking if you are sure you want to update the status of the
Proctor Group to ACTIVE and then select Yes on the popup box.

Select the Hide Inactive check box to hide your Inactive proctor groups.

< PV Grade 10 Science Administration Dist02SchOl: Proctor Groups

3 5 © Create Group 6 0 0 |

PROCTOR & upload Group STUDENTS 232 368 &t View Unassigned

GROUPS - ASSIGNED UNASSIGNED

@ create with Code
Search by Proctor Group, Testing School or Hide Empty Hide Inactive 1t0 20 (35) - 2 | o»
a

Name Testing School Students Test Code Proctor Password Test Progress Active Actions
PVUT_Gr10_Sciecne_TTS_FI_MTM PVBE_Dist025ch0l 49 CS4RX6 NCTGMS o© & o
PVUT_GH0_Sciecne _TTS_FI_MAx PVBE_Dist025ch0l 1 UJFESN KWVBFS e O a 0
PVUT_Gr10_Sciecne _TTS_FI_MIN PVBE_Dist02Sch0l 1 su2cQW BHQ5Z5 I O a o
PVUT_Gr10_Sciecne _TTS_FI_NA PVBE_Dist02Sch0l 1 PVRXFG 62X32C war a © a2 0
PVUT_G10_Sciecne_TTS_FI_AC PVBE_Dist02Sch0l 8 YC3ZVF T3KBQQ Ear— «© a2 0

NOTE: to Unhide an inactive proctor group, uncheck the box next to “Hide Inactive”
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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

Aspire

% Home

% System

& Test Management

Administrations

f Rostering

i Reporting

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

3.

PV Grade 10 Science Administration Dist2Sc...

#®12/08/25 - 11/20/26

40 sTUDENTS]| ©

Sessions

Test

PROCTOR
GROUPS

Q, view

& Export

& Print Cards

Grade 10 Science (2

Organization
PVBE_Dist025ch03

s o A

ACTIVE

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

€ PVGrade 9 Reading Administration Dist01Sch02: Students

117

o TYPE
600
swons | cumoonis | s Ve oy ferm | (600
I u— g 11025 (500} .z 3la
Trethome P, Tetting sehoo! Tertrrogens ¢ Teststatus form Type Form Auth iokds (Family Name, daniifier) Tesicode  Accommodaton  Gode  Actons '
PURRSTAPUUT  PVIASTAPLUT  PVBE_DItOISCG2  None - NOT STARTED Roguior Grada  Roading - 26R00SUTONENODCIOI0S PYLASTAPUUT, 9250411 g
PRRSTARKUT  PVLASTARXUT  PVBE_Dis1Sch02 e EEEE) oo cing - 25RO0SLTONENCQOICI PrLASTARXLT, 250485
PERSTANEUT  PVASTANGUT  PVBEDBIOICHR2 oo ) NGTSTARIES) g SRowding- ZSROGSUTNENGOUIO2  PYLASTANGLT, 9250848 "
PERSTANUT  PVASTABUT  PYEE_DsOSchD2  Nono ) RGTSTARED)  longuoge:spnh  lectwagrado 8- 256DOSUTONSAOIDNI0D PutssTAIUY 250258 s
PRSTAMIUL  BVUASTAMIUT  PVEE_DBIOICNO2  Nono Pr) NOTSTARIED | Rogur & Roading - 20RDDSLTONENDTIOTI PLASTAMYUT, 8250337 2
PURRSTAQOUT  PVIASTAQOUT  PVBE_DIIOISCRG2  None - e ) Roguiar Roacing - 25R009UTONENODOIOI0A BVLASTAGOUT, 9250431 5



4. Click Apply Participation Code in the kebab menu under the Actions column on the right-hand
side of the screen.

€ PV Grade 10 Reading Administration Dist2Sch3- FA: Students

FORM TYFE

40

STUDENTS

View by Form Types: | Al (40) v
ACCOMMODATED | REGULAR ¥p (

soarch v 1025 4c) - 2

First Name LastName orgs Testing school Tost Progress 4 Test Status Auth Fields (Fomily Name, dentifer) 4 Form. Auth Fields (Fomily Name, Identifir)  TestCode  Accommodation  Code  Actions
PUSIFRMAUTIS  PULASRMAUTIS  PVBE DSO2SCHGS  None > NOT STARTED  Roguier (5rad 10 eaing - JRDIOUTONENGODIOI0S  PYLASFRMAUITS, 1500031 204
PVFSFFRMABUTTTS Nong [z} NOT STARTED Regular Grade 10 Reading - 26RDIDUTONENDODIOIOE  PYLASFRMABUTTTS, 1500065

PUESTERMAGUTIS Non o NOTSTARTEB)) Roguiar Grads 10 Reading - 25RDIOUTONENDOOIOI3  PVLASFRMAGUTTS, 1500020 Action:

PUFSDDFRIUTIS PLASFRIIUTTS PUBE_Dist025ch03  None o NOTSTARTED  Reguiar Grade 10 Reading - 26RDIOUTONENOODICIO  PYLASFRMJUTTS, 1500083 B pelete ce

PVFSTFRMAHUTTS PVLASFRMAHUTTS PVBE_Dist025ch03  Nene [z} NOT STARTED Reguilar Grade 10 Reading - 26RDIDUTONENOODIOI02  PYLASFRMAHUTTS, 1500030

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

Apply Participation Code x
Fleose choose an participation caode to apply to PYFSTFRMAIUTTS PYLASFRMAIUTTS

204 - Parental Exclusion v

Code 204 will be applied.

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.

€ PV Grade 10 Reading Administration Dist2Sch3- FA: Students

FORM TYPE
" 2 N
uDE Viow by Form Type: | Al (40 v
STUBENTS | coommopated | ReEsuLAR ! " {
soarch. T 112 25 (40) . 2
a4
Auth Fieids (Famity Name, Auth Flelds (Family Name, Auth Fislds (Family Name, Auth Fields (Family Name, Tost
FirstName LastNamo Identifior) Testing School 1dantifior) Tost status \dentifior) form idontifiar) code Accommaodation  Code  Actions
PUESTERMAILTTS PVLASFRMAILTTS PVEE_Dist025ch03 None [ NOTSTARTED Roguler Grade 10 Reading PULASFRMAILITTS, 1500031 e :
26RDIDUTONENDODIOIOS I

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.
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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.

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
Clear Search
NameorID v
Search
org v
Filter by Org
Role v
Student
Grades v
Filter by grade.
User Status v
User Status
Accommodation v

Filter by Accommuodation

Results
B- . lastname
O sullivan

O  crone

O Chandler

O Mack
Russell

O Townsend
O coleman

O cordova

O Hendrix

First Name

Kobe

Mari

Christian

Elis

Haider

Tomas

Honor

Wiktor

Simon

Identifier

100001543

100001603

100002250

100000483

100000631

100001386

100002094

100002198

100001345

Role

Student

Student

Student

Student

Student

Student

Student

Student

Student

Classes

Grades

08

03

03

08

vome  Users [E+YSICYTCIVEUMN  Export History
|

to 20 (185)
orgs
EE Incependance Secondary Schoal
EE Independence Secondary School
EE Seaside High School
EE Westbrigde Elernentary
EE Elk Creek Elementary
EE Crystal River Secandary Schol
EE Seaside High School
EE Seaside High School

EE Crystal River Secondary School

4. On the Users Setup screen, select Preferred Names from the options on the left.

Last Login

Never

Never

Never

Never

Never

Never

Never

Never

Never

5. Enter the student’s preferred name information in the text boxes on the screen and click the

Save button.

€ User Setup: Stewart, Alexander

Accommodations User Preferred Names

Profored first Name

Profored Lost Namo

Prafored Middie Name

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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cancel

save




Print Student Testing tickets (LEA Assessment Directors, School Administrators)
To print your Student Testing Tickets, follow the steps below:

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

Aspire

A Home

% System

| = Test Management

| Administrations

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

PV Grade 10 Science Administration Dist2Sc.. & 28 (a

@12/08/25 - 11/20/26

4 0 . PROCTOR
STUDENTS || ¢ GROUPS
Sessions Q view
& |
& Export
Test _ B Print Cards Orgonmfltlon
Grade 10 Science (2 PVBE _Dist02Sch03

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

a. Layout —Select 2x4, 3x6, 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
cards).

d. Grouping — Sequential or Stacked. Select the information icon to see formatting
conventions for each option.

e. 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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1

Layout Greuping @ % Proctor Groups: 1
B B [m] i Sequential  Stacked Pages: 2

Page 1
UTAH UTAH
Isobelle Anderson Brendan Barnes
Grade 10 Science Grade 10 Science
Last Name Anderson Last Name Barnes
$510 100002265 $5I0 100002255
EE UT Spring 2026 - Grade 10 Science (2026) EE UT Spring 2026 - Grade 10 Science (2028)
Grade 10 Grode 10
UTAH UTAH
Martha Daniels Tatiana Evans
Grade 10 Science Grade 10 Science
Last Name Daniels Last Name Evans
$$ID 100002314 $5ID 100002283
EE UT Spring 2026 - Grade 10 Science (2026) EE UT Spring 2026 - Grade 10 Science (2028)
Grade 10 Grode 10

4. Select the Print button.

To print a single student testing ticket, follow these directions.
1. From the home page, use the menu to navigate to Operations > Session Explorer

Aspire

= Home

% Home

@ System o Welcome to ADAM

= Test Management v
Use the Rostering tasks to:
" . « Manage user accounts
.
B Rostering - » Manage student test registrations, accommodations settings, and accountability codes
« Manage classroom groupings and other groups
22 My Classes Use the Test Management tasks to:
« Manage administrations
4ii Reporting ; « Manage and menitor enline testing
Use the Reporting tasks to:
Access Student Reports
& Operations o . P

Testing Times:

Session Explorer « Reading — 75 minutes

» Mathematics — 75 minutes
« Science — 60 minutes.

W Orders v
Utah Aspire Plus Resource Center
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2. Onthe Session Explorer screen key in the Student Name or ID in the Student Search field and

select Search.

Session Explorer

@ You must select a Student or
Program or Test or TestCode or
Organization to search

Clear Search

student Search v

Haaris Coffey (100002130) X v

Session Search v

session D

Test Information

Test Program v

Filter by Program v
TestName v

Filter by Test v
Test Code v

Type to search

Remote Session v

O show Remote Session Only
Report Filters

Organization v

Results
O- . Student
D
O 100002130
O 10002130
O 100002130
O 100002130
O 10002120
O 100002130

Student Name

Hoaris Coffey

Haaris Coffey

Haaris Coffey

Haaris Coffey

Haaris Coffey

Hoarls Coffey

B

Be

Test Name

Grade 10 Science (2026)

Grade 10 Reading (2026)

Question Sampler Grade 10
Math - Secure

Question Sampler Grade 10
Reading - Secure

Grade 10 Math (2026)

Question Sampler Grade 10
Science - Secure

Test
Progress

()
(=)
(=)
(=)
(=)
o

Test Status

NOT STARTED

NOT STARTED

NOT STARTED

NOT STARTED

NOT STARTED

NOT STARTED

orgs

EE Seaside High
School

EE Seaside High
school

EE Seaside High
school

EE Seaside High
School

EE Seaside High
school

EE Seaside High
School

Reporting Orgs

EE Seaside High
School

EE Seaside High
school

EE Seaside High
school

EE Seaside High
School

EE Seaside High
school

EE Seaside High
School

Home

Testing School  Accommodation

£E Seaside High
School

EE Seaside High
school

None

None

EE Mountain

High

None

Session Explorer

1106 (8)

Participation
Codes

3. Click the kebab menu next to the Student’s test for the individual testing ticket you want to
print and select Print Card.

Session Explorer

© You must select @ Student or
Program or Test or TestCode or
Organization to search
Clear Search
Student Search v
Haaris Coffey (100002130) X v
Session Search
Session ID
Test Information
Test Program v/
Filter by Program v
TestName v

Filter by Test v

Results
O~ . Student
D

O 100002130
O 10002130
o 100002130
O 100002130
O 100002130
O 10000220

Student Name

Haaris Coffey

Haaris Coffey

Haaris Coffey

Haaris Coffey

Haaris Coffey

Haaris Coffey

Test Name

Grade 10 Science (2025)

Grade 10 Reading (2026)

Question Sampler Grade 10
Math - Secure

Question Sampler Grade 10
Reciding - Secure

Grade 10 Math (2026)

Question Sampler Grade 10
Science - Secure

Test
Progress

o
()
(=)
o
(=)
o
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Test Status

NOT STARTED

NOT STARTED

NOT STARTED

NOT STARTED

NOT STARTED

NOT STARTED

orgs

EE Seaside High
school

EE Seaside High
school

EE Secside High
School

EE Secside High
school

EE Secside High
school

EE Secside High
school

Reporting Orgs

EE Seaside High
school

EE Seaside High
school

EE Seaside High
school

EE Seaside High
school

EE Seaside High
school

EE Seaside High
school

Home

Testing School  Accommodation

EE Seaside High
school

@ vy

EE Seaside High

Session Explorer

1to6 (6)

Participation
Codes

School 83 Proctor students
~ Apply Participation Code
None
EE Mountain
High
None

Show History H

Actions

Show History

Actions




4. Select the Print button.

Layout Groupin :
'y ping @ Choose Proctor Groups Proctor Groups: 1
BB e O o= =

Sequential  Stacked Pages:1

Page

UTAH
Haaris Coffey
Grade 10 Science
Test Code JADDP2
Last Name Coffey
S51D 100002130

EE UT Spring 2026 - Grade 10 Science (2026)
Julie - EE Science 3

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 set up 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. 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.

A

Aspire

A Home
@ System

= Test Management

Administrations

o
2| Rostering

il Reporting
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2. Inthe appropriate administration card, select View under the Proctor Groups kebab menu.

PV Grade 10 Math Administration Dist2.. & &M () :

#12/08/25 - 11/20/26

4 O : PROCTOR :
STUDENTS . GROUPS .

Sessions Q, View

X Export

Test

& Print Cards
Grade 10 Math (2026)

& Print Cards (PG Create Only)

3. Select Students under Actions for the proctor group you want to add students.
< PV Grade 10 Math Administration Dist25ch3 - FA: Proctor Groups

_I © Create Group 40 I

L. Upload Group STUDENTS 9 3] &2 View Unassigned
PROCTOR ASSIGNED UNASSIGNED
GROUPS @ Create with
Code
Search by Proctor Group, Testing School Hide Empty Hide Inactive 1to1(1) .
Name Testing School Students Test Code Proctor Password Test Progress Active Actions

PV E2E PVBE_Dist025ch03 9 BQZRBD WDWMCS (@®) E [>]

4. Select Edit Proctor Group

€] Pyeeamacm

n
FomTveE
9 Tes7T cope
1 View by Form Type: | All (8) v

STUDENTS ACCOMMODATED REGULAR -

search T ) .
Firstame Lastame orgs Tosting School Tostprogress 4 Teststatus form Fommype Auth Fiolds (Family Name, dentifir)  Accommodation  Code  Actions

WESTIABUTTS  PVASTMETITS  PYEE_DWZSond PYEE_DOzschas + o+ @) GENTIES)  Grode 0 Mt - 20MAUTONENGODIOAD! eguir PUASFRABUTITS, 500065

PVESIFRATUTTS PLASFRATUTTS PYEE Dist0ZSCh03  PVEE_Dist025eh02 ) SUBMITTED Grade 10 vath s PULASFRMATUITS, 1500042 !

PVESIVFRGUATNRP  PVLASFRMGUATNGP  PVEE_DRIOZSch03  PYEE_DIst025ch03 ) suBMITTED 61ad0 10 Math - 28MAGUTNRENGIDIA0D Larga rint PULASFRMGUATNRP, 1500051 1

PVESTFROUATNRER  PYLASFRVDUATNAER  PVEE_DIstO2Sch03  PVEE_DIst025ch03 (@) NOTSTARTED)  Grode 10 iath - 26MAIOUTNAENGIIOA00 Home Admiistrction PULASFRMOUATNRSS, 1500048 !

PVSIVFIRIUATNROA  PVLASHRALUATNROA  PVBE Dist026ch0d  PVBE_Dist028ch03 © SUBiTTEs Matemnéiicas graco 10 - 28MAIOUTONSAOI010400 Languoge: Spanish PULASFRVUUATNROA, 1500054 !

PVESIFRBUATNRI®  PULASFRMEUATNALY  PVBE_DISIO2SCOJ  PVBE_DIStO2SchO3 © sUBmiTTeD Grodo 10 1icth - 26MAOUTNRENCIOICAZ0 serivs PULASFRMBUATIRLS, 1500045 !
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5. Select the “+” icon to assign additional students.
Proctor Group Config

jditiona

1l proctor group that can be assigned to a testing schaol within or outside of your org scope and can be monitored inclvidual
Proctor Group Name

PYUT_Reading_Gra_TTs_F2_AC

Testing School Setup

ne school whare this proctor group is

Seloct Yeur District

PVEE_Dist0] v

Selact Your school

PVEE_Dist0lSch02 v

roctoring

& students (7)

FirstName Last Name Tost Status Actions

BVERSTAKOUT BVLASTAKOUT NOT STARTED ¥
BUERSTACAUT PVLASTACAUT NOT STARTED i

SUERSTARVUT PVLASTAAVUT NOT STARTED i

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 *

Saarch by student name._ Show additional filtars Add 10 Students

(7) students In Proctor Group 11210 (10) n
AFirst Name 4 Last Nama 4 identifiar QOrganization Tast Status Accommodation  |Actions
a1 Aliyah Mason 100002256  EE Mountain High NOT STARTED +
al  Brondan Barnes 100002255 EE Mountain High NOT STARTED \/
-t Colin Rosales 100002258 EE Mountain High NOT STARTED V
- Felix Hickrnan 100002266 EE Mountain High NOT STARTED V
as Gabrielle Hickrman 100002301 EE Mountain High NOT STARTED +

7. Click the Close button.
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Add Students *

Search by student name... show additional filters Add 10 Students

{18) Students In Proctor Group 11010 (15) - 2 4 e
Name Last Name identifier $Organization Test Status Accommodation  Actions
FRMAABUTTS  PVLASFRMAABUTTS 1500002  PVBE_Dist025ch03 NOT STARTED v

FRMAACUTTS  PVLASFRMAACUTTS 1500003 PVBE_Dist025ch03 NOT STARTED

FRMAAEUTTS  PVIASFRMAAEUTTS 1500005  PVBE_Dist025ch03 NOT STARTED
FRMAAFUTTS  PVIASFRMAAFUTTS 1500008  PVBE_Dist025ch03 NOT STARTED
FRMAAGUTTS  PVLASFRMAAGUITS 1500007  PVBE_Dist025ch03 NOT STARTED

FRMAAHUTTS  PVLASFRMAAHUTTS 1500008  PVBE_Dist025ch03 NOT STARTED 1

FRMABUTSP PVLASFRMABUTSR 1500010 PVBE_Dist025ch03 NOT STARTED 1

FRMADUATSR  PYLASFRMADUATSR 1500012 PVBE_Dist025ch03 NOT STARTED 1

IMFIRAUATNR  PYLASFRMAUATNR 1500013 PVBE_Dist025ch03 NOT STARTED 1

IMFIRFUTATNR  PVLASFRMFUTATNR 1500018 PVBE_Dist025ch03 NOT STARTED 1

+ + + + + + + <

4 »

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.
Y

Aspire
FLUS
A Home
# System v
= TestManagement 2

Administrations

& Rostering

il Reporting Y

126



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

PV Grade 10 Science Administration Dist25c.. & & (a :

&12/08/25 - 11/20/26

4 0 : PROCTOR .
STUDENTS = * crours LG
Sessions Q view
i av |
& Export
Test & Print Cards

Grade 10 Science (2026)

& Print Cards (PG Create Only)

3. Onthe Proctor Group screen, click the Upload Proctor Group button at the top of the screen.

1 © Create Group 40 I

Upload Gi 3 q
PROCTOR 4 Upload Group STUDENTS 9 3] o &2 View Unassigned
GROUPS ASSIGNED UNASSIGNED

@ create with Code

Search by Proctor Group, Testing School or & Hide Empty Hide Inactive 1to1(1)
Name Testing School Students Test Code Proctor Password Test Progress Active Actions
PV E2E PVBE_Dist025ch03 9 BQZRBD WDWMCS | == == ] (@»} a2

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 and then click on the Template History button to locate the
template you just downloaded.

PV Grade 10 Math Administration Dist2Sch3 - FA: Upload Proctor Group

Template History | Upload History

Create Proctor Group via CSV

Follow the instructions to create/modify proctor groups.

Step 1: Step2:

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

in the administration, only those students not already  In column 'testing_org_id, set the testing school for
in a proctor group(unassigned) or only create new each student

proctor groups (no students), then click the button to

* In column 'new_proctor_group_name, assign a
download the tempilate file.

proctor group name for each student
P 388 All Unassigned 2xno o If left blank, the student will be moved into the
Unassigned Proctor Group.
o If an existing name is used, students are added to
that group

Click to download template « Save the modified file as a.csv (comma separated

values)
"The flle dOWNIoaa 1s namea using a fixed template and UUID
(e.g.proctor_group_template_86f93745-c3bb-4c53-b945
21b49343ad4a.csv)

Students Students Students

Step 3: Upload the modified file into ADAM.

Choose afile or drop it here. Browse
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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.

A
session_id
152Bbdae-eefé-4c13-Beea-837bab73r32f
1a44fffc-c1c3-4b98-929f- 5ab0SaT3bD
10eBeb27-fdcB-4671-ab6b-547d2e61523d
26a1990e-aeBe-40b8-aefa-edc 1M4cE32a
2bb430b7-abeB-4df7-b70a-ef4adbE56EDe

B
first_name
PUFSTFRMAAUTTS
PUFSTFRMAIUTTS
PUFSTFRMAIUTTS
PUFSTFIRCUATNRSC
PUFSTFIRDUATNRER

340dc7be-53c6-4a72-3791-£8Be7d460cdE PVFSTFRMAKUTTS

367a5eae-bf2f-4a37-2359-08e9e6120682

PVFSTFRMACUATSR

C D
last_name

PVLASFRMAAUTTS 1500023 PS003
PVLASFRMAIUTTS 1500031 PS003
PVLASFRMAIUTTS 1500032 P5003

PVLASFRMCUATNRSC 1500047 PS003
PVLASFRMDUATNRBR 1500048 P5003
PVLASFRMAKUTTS 1500033 P5003
PVLASFRMACUATSR 1500043 PS003

E

identifier enrollment_org identifiers admin_name

F G

existing proctor_group_name
PV Grade 10 Math Administration Dist2Sch3 a€* FA PV Grade 10 Math Administration Unassigned
PV Grade 10 Math Administration Dist2Sch3 a€* FA PV Grade 10 Math Administration Unassigned
PV Grade 10 Math Administration Dist25ch3 3€* FA PV Grade 10 Math Administration Unassigned
PV Grade 10 Math Administration Dist2Sch3 a€* FA PV Grade 10 Math Administration Unassigned
PV Grade 10 Math Administration Dist25ch3 3€* FA PV Grade 10 Math Administration Unassigned

testing org id new_proctor_group_name

PV Grade 10 Math Administration Dist25ch3 €% FA PV Grade 10 Math Unassigned
PV Grade 10 Math Administration Dist28ch3 a€* FA PV Grade 10 Math Administration Unassigned

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.

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

Create Proctor Group via CSV

Follow the instructions to create/modify proctor groups.

StepI:

Select if the template file should include all students
in the administration, only those students not already
in a proctor group(unassigned) or only create new
proctor groups (no students), then click the button to
download the template file.

2z Al 3&: All Unassigned =% No
Students Students Students

Click to download template

The file download is named using a fixed template and UUID
(e.g.proctor_group_template_86193745-c3bb-4c53-b945-
21b49343ad4a.csv)

Step 2:

* Open the file using Shests, Numbers, or Excel.

* In column 'testing_crg_id), set the testing school for
each student

* 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.

o If an existing name is used, students are added to
that group

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

values)

Step 3: Upload the modified file into ADAM.

Choose afile or drop it here...

‘ Browse ‘
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Remove Students from a Proctor Group (LEA Assessment Directors, School Administrators)
If you need to move a student to an existing Proctor Group, follow the steps below.

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

Aspire
;

A Home
& System

= Test Management

Administrations

& Rostering

ilil Reporting

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

PV Grade 10 Science Administration Dist2Sc.. & S8 (a :

&12/08/25 - 11/20/26

4 0 0 PROCTOR A
STUDENTS  * erours I °
Sessions Q view
[ 4
& Export
Test

& Print Cards
Grade 10 Science (2026)

& Print Cards (PG Create Only)

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

3 © Create Group ]8 0 [ ]

PROCTOR & Upload Group 18 162 2= View Unassignad

GROUPS STUDENTS 2 View Unassigne
ASSIGNED UNASSIGNED

@ TESTCODE  N2ZRRT  PASSWORD  7AUSW2

Hide Empty o3 (3)

Name Testing School Students Test Code Proctor Pw Test Progress Actions
Emily GI0 Math Accoms Mountain High “ 7ID6U3 QVamvd [ | [
Tyler's Proctor Group i Elk Creek Elementary 2 BCFQMA DAGGTM & o
Tyler's Mountain Proctor Group h  Mountain High 2 CKACGB MBFTPE a2 o

129



4. Select Edit Proctor Group

€ PVE2E Students

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

& Students (& +
First Name Last Name Frogress Actions

Agnes Walters t E

Aliza Willis L [ ]

Abdullahi Foley ]

Annabel Cunningham i

Adele Montgomery ]

Student Breaks During Testing

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.

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

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

e Teachers/proctors should verify that the test tickets are for the correct test (reading, math or
science) and then pass out test tickets.

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

e Remove or cover visual aids in the room.

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

e lLaunch 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.

TestNav Not Signed '"u
CE—]
Si tNav
Question Samplers and Tutorial 3 o

K

To begin a test you wil need to enter a test code

Test Code

JITESTAUDIO @ TEST MICROPHONE

NEXT

e Proctors navigate to ADAM to Proctor a Test.

.,,.A DA M Login to Proctor a Test

ssment Delivery and Management

Enter Test Code

uuuuuuuuu

Take a Test Enter Proctor Password

Password

passwor N ADAM Proview
3 Submit.
Login
(owledges you have read and agree to the Pearson License
Poli

e Teacher/proctor reads test direction scripts exactly as written from the TAM for the appropriate
test (reading, math, or science). Teachers/proctors 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

Prepare the room for testing

Prepare the room’s computers for
testing

Create Proctor Groups in ADAM using
Proctor Password and Test Code
provided by administrator.

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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Provide proctor approval as students
start their tests

Monitor the test session

Monitor students and room during
breaks

Advise test administrator of any
testing irregularities

Teachers/Proctors as
assigned

Monitor halls

Assist the teacher

Assist the district or school test
administrator as needed

After testing

Teacher/Proctor

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
Administrator

Account for all test materials and
secure them

Review reports of any irregularities
and follow through as necessary
Return materials to Pearson after all
testing is completed

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
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https://ltr.adamexam.com/

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

ADRAM

Assessment Delivery and Management

Login

vsername B Take a Test

Username I

B Proctor a Test I

Password

Password # Try New ADAM Preview

Clicking the login button acknowledges you have read and agree to the Pearson License
Agreement and Privacy Policy.

& Forgot Password?

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.
Note: To find this screen to create a new proctor group, go to Test Management -
Administrations — select the administration — Proctor Groups (View) and then select the Create
with a Code button.

New Proctor Group

e trying to proctor for

Proctor Group Name

smith Sample Proctor Group - Gr. 9 English

Select Your District

Columbus School District X v

Select Your School

Mountain High X W

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.

:&A PV Grade 10 Reading Administration Dist02Sch01 @) @
spire

B8 Print Cards & seal Code(s) Test Code: 78DC6P "
19 { evorsmeo
sessions ACtions: | ALLSESSIONS
Al 19 Not Started 19 In Progress 0 Paused 0 Submitted 0 | Needs Attention o Exited 0
Search... -} Auto Refresh (5 mins)  1to19 (19) n
. a
started Test Section Item Test

@] Identifier * First Name Last Name orgs Time Progress Test Status Progress Progress Duration Accommodation  Code  Actions I
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m]

PV Grade 10 Reading Administration Dist02SchQ

B8 Print Cards & seal Code(s)

19

Sessions
Al 19 Not Started 18 In Progress

Search.
" Identifier * First Name " LastName orgs

[

PROCTOR GROUP:
PVUT_Reading_Gri0_TTS_F2_AIC

PROCTOR NAME:

(]

PVUT_Reading_Grl0_TTS_F2_AIC PVUT_Reading_Gri0_TTS_F2_AIC

TESTING SCHOOL:
PVBE_Dist02Sch01
TEST:

Grade 10 Reading
TEST CODE:

7BDC6P

PROCTOR PASSWORD:
CCS3R5

KIOSK ONLY:

No

TEST WINDOW:
12/17/25 - 1/20/26

. started
7 Time

. Test

" Progress ' TestStatus

136

section
Progress

Test Code: 7BDC6P "

Actions:  ALLSESSIONS

ited 0

Q

Auto Refresh (5 mins)  1to19 (19)

. ltem Test

" Progress Duration Accommodation  Code  Actions



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.
oy

. PV Grade 10 Reading Administration Dist02Sch01 o
Aspire

B8 Print Cards A seal Code(s)

19

SE

&, Edit Proctor
Test Code: 7BDC6P .”

Actions:  ALLSESSIONS

Al 19 Not Started 19 In Progress 0 Paused 0 Submitted 0 | Needs Attention 0 Exited 0
search... - Auto Refresh (5 mins)  1to19 (19) -
a
started Test Section item Test
o Identifier First Name Last Name orgs Time Progress Test Status Progress Progress Duration Accommodation  Code  Actions |

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

Iu e

group by either clicking the Display symbo

"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.
an

; PV Grade 10 Reading Administration Dist02Sch01 °
Aspire

B rint Cards

Seal Code(s):

14 Seal Code 1: 3396
Al 1 NotStarted 14 InProgress 0 Paused 0 Submitted 0
Search.
Started Test
0 Identifier ~ First Name Last Name orgs Time Progress

E]

3. The Display button “
TestNav.
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Test Status

| Needs attention

Section

Progress

o

& Edit Proctor E]

Test Code: 78DC6P .”

ALLSESSIONS

Exited 0

[~ Auto Refresh (5 mins)  1to14 (14) .

Item Test

Progress Duration  Accommodation  Code Aclionsl

” will give a large display of the test code for students to use to login to



4. Along with your Test Code you should have received all 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.

Isobelle Anderson

Grade 10 Math

st Code 25KBAT

Last Mame Anderson

SSID 100002265

EE UT Spring 2026 - Grads 10 Math (2026)
Surnvl Gr 10 Math 1

UTAH
Brendan Barnes

Grade 10 Math

Test Code 2SKBAY

Last Name Barnes

SSID 100002255

EE UT Spring 2028 - Grade 10 Math (2028)
Surrvl Gr 10 Math 1

5. As students complete the login process, they will start showing in the Proctor Dashboard with
the Progress status of Needs Attention.

6. You can approve students one at a time by clicking Approve Session button to the right of the
student or approve all students waiting for approval by clicking the Approve All Sessions button.

ctions:
Al 14 Not Started 7 InProgress 0 Paused 0 Submitted 2 | Needs Attention 1 Exited 4

[~ Auto Refresh (5mins)  1to14(14) « <

4 Tester Identifier  Orgs Started Time: Test Progress Test Status Section Progress Item Progress Test Duration Accommodation Code  Actions
Abubakar Patel 100002274 Mountain High Not Started (] NEEDS ATTENTION None None 1

Actions
Aleksander Hartman 100002308 Mountain High Jan 8th, 2:44:56 pm ° SUBMITTED Utah Aspire Plus 81% Answered 00:0319

4 View Session Details
Aliyah Mason 100002256 Mountain High Not Started 0 NOT STARTED None None

®  Apply Participation Code
Anas Andersen 100002295 Mountain High Jan 6th, 71010 pm ° EXITED Utah Aspire Plus 53% Answered 00:0712
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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.

Group Actions:

All Not Started In Progress Paused Submitted I Needs Attention Exited
v & O
14 n 2 o 1 0 0

[~ Auto Refresh (5 mins)  1to14 (14)  «  « -
Started Test Section Test
Tester Identifier  Orgs Time Progress Test Status Progress Itern Progress ~ Duration ~ Accommodation  Code  Actions
Abubakar 100002274  Mountain  Not (x] NOT STARTED Nonhe None 1
Patel High Started
Aleksander 100002306 Mountain Jan Bth, ° SUBMITTED Utah Aspire Plus 82% Answered 00:03:19 1
Hartman High 24456
pm

Aliyah 100002256 Mountain Not 0 NOT STARTED None None 1
Mason High Started
Anas 100002286  Mountain  Jan Bth, o RESEAT None 0% Answered 1
Andersen High 710:10 prm
AnitaSalas 100002271 Mountain  Jan 8th, (»] IN PROGRESS None 0% Answered 1

High 24256

pm

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

e Tester
o The name of the student.
o Identifier
o The Identifier is the SSID used by the student to log into the test.
e 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.
= 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.
e Health
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.

139



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

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.

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 the
student if this status persists.

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.

Hovering over the ltem Progress in the proctor dashboard will clearly list current item for the student.

Test
Progress

o

O 0 0 o

Test Status

SUBMITTED

SUBMITTED

SUBMITTED

SUBMITTED

SUBMITTED

Section Item Test
Progress Progress Duration Accommodation Code  Actions
Progress
None 100% Answered
Current Utah Aspire Plus
Section:
None 95% Answered Current ltern: 43
Answered: 41
Visited: 43
Mo of Items: 43
o A AT
None 100% Answered No of Sections: 2
None 100% Answered 00:48:36
None 98% Answered 00:43:06

For remote testing, 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.
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Testing Information Config Information Actions

Test: Titus Remote Test Test Window: 12/08/23 - 12/31/23 Test Code: XMAHE4 ,*
Administration: Demo Remote Test Administration Proctor Name: [ dfsgdstg sdfgsdly Proctor Password: D3IWZZD
Proctor Group: Group2 Loop05-02SGHL Kiosk Only: No

Testing School: Loop05-02SCHL

Group Actions:

Al 10 NotStated 10 | InProgress O | Submitted O | NeedsAteniion 0 RaisoHand 0
> @D AutoRefresh (1 min) 11010(10) « -
Alexandro Kirlin Alexane Torphy Allen Smitham Amelia TM
1D: STU-0BMAT-Loop01-010207 1D: STU-0BMAT-Loop01-010614 1D: STU-0BMAT-Loop01-010715 1D: MTM126
School: Loop01-01SCHL School: Loop01-01SCHL Schook: Loop01-01SCHL Schook: LoopD1-01SCHL

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.
2. Inthe Actions area, select the Reseat Session button.

° IN PROGRESS None 0% Answered 1 H
Actions
0 NOT STARTED None None
Q NOT STARTED None None MW Submit Session
3+ Exit Session
0 NOT STARTED Hone hene ™ Apply Participation Code

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.
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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

ADAM

Assessment Delivery and Management

Username
@ Take a Test

I B Proctor a Test

& Download Lockdown Browser

© 2019-2023 Pearson. All ights reserved. v12.67

3. Enter the 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

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.
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Enter Proctor Information

Please Enter Proctor Name

Proctor First Name

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.

Testing Information Config Information Actions
Test: Titus Remote Test Test Window: 12/08/23 - 12131123 Test Code: XMAHE4
Administration: Demo Remote Test Administration Proctor Name: [ dfsgdsig sdfgsdig Proctor Password: DaWZZD

Proctor Group: Group2 Loop05-028CHL Kiosk Only: Ho
Testing School: Loop05-02SCHL

Group Actions:

Al 10 NotStated 10 ] InProgress 0 | Submitted O | Neads Attention O Raise Hand 0 Create Temporary Swdent Rl RS v w

@ @ Auto Refresh (1 min) 11010(10) « \» »

Alexandro Kirlin Alexane Torphy Allen Smitham Amelia TM
1D: STU-06MAT-Loop01-010207 ID: STU-06MAT-Loop01-010614 ID: STU-06MAT-Loop01-010715 1D: MTM126
School: Loop01-01SCHL School: Loop01-01SCHL School: 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.
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4.

~Adah Gulgowskl
ID: STU-08MAT-Loop01-010718
School: Loop01-01SCHL

Needs Attention

Section:None

Afton Ratke

ID: STU-06MAT-Loop01-01, v Apply Code

During testing, students can raise their hands using the help tool. You’ll see a hand icon appear

Actions

ne

Ada Wolff

Are you sure you want to approve this student to
continue to test?

m it
L

over the student’s video to notify you they have a question. You can also see how many

students have hands raised by seeing the status bar in the dashboard.

Ada Wolff

ID: STU-06MAT-Loop01-010120

You can communicate with students using the chat feature.

School: Loop01-01SCHL

hand icon.
Proctor Group: Uemo S0Up LOOpUZ-UTSUHL Kiosx Uniy:
Testing School: Loop02-01SCHL
Al 10 Not Started 6 | InProgress 4 | Submitted 0 | Needs Attention 0

Adeline U & - x|
[» BETET " ]

Abagail Zemlak Chat Start Call

1D: STU-085C1-Locp01-010008 Lited v, - T T

School: Loop01-01SCHL L
Adeios U

Adah G |- x

| » QETT "

Chat Start Call
Adah G

Hello, 'm in the lesll a3 12me

o1zPM awesome!

brosdesst
ENT: Now oo

messaga
Type a message.. >

thanks for the help s

. .72.. .

sxsspu You have left the video call

0- - l i

ox11ou Abagad Zemiak is not
available

o312em Abagad Zemiak s available.
Abagail 2

laminand now @

Type a message. >

Abagail Z

[ » NETT -

Chat Start Cat |
ANNOUNCEMENT: e
Hollo Students s

meeeu  Hithere

broadeas

ANNOUNCEMENT:
Hello Students

ANNOUNCEMENT: Now
mossage

Type a message

Raise Hand 1

Start Call

Craate Temporary Student [REL I =3

¢ @D AutoRefresh (1 min)

Ada Woltf
10: STU-D6MAT-Loop01-010120
School: Loop01-01SCHL

Bm: 1 Saction:None
Ahmed Mayert
1D; STU-08SCH.00001-010215
Adeline U Y
el e

You’ll see the chat with the blue

11010(10) «

Adaline Upton
ID: STU-06MAT-Loop03-010012
School: LoopD1-01SCHL

InProgress . &
Section:None
Albin Kuphal

1D STU-06MAT-Loop01-010514
Schaol: Loop01-01SCHL

Announcements History 5 x

The proctor can initiate a video call with the student to address the student’s questions or

concerns.

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

g== [

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

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
1D stage_studentz11463
School; district-01-School-01

Camera not working.

No Image available. |

Actions

~  Apply Code

() Reseat Session

M Submit Session

InProgress = %3

~ [Exit Session

[ RN LA N Bl
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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 use their last name, SSID and test code to log back into TestNav.

Abagail Zemlak
1D: STU-065CI-Loap01-010006
School: Loop01-01SCHL

| Actions

Network Down. v Apply Code
NO lmage avallable' () Reseat Session

MW Submit Session

~ Exit Session

EXITED H L
Section:sectioni Item: 3

Adridn José Ortega Gutiérrez

NOTE: If the proctor loses connection, the student will receive a notification stating: “Warning — Exiting
the test in <7> seconds. There was a problem with your Proctor’s network connection.

= oot [lle ¢ 2 00 8 8 ¢l8x 808868

AU s | SECTen

Warning

New 5 the winter of our disconten| low: Choase -

Made glorious summer by this sug .
And all the clouds that Iourd UPON  Thars wes s prabiom wén your Proctors ratork comeets
In the deep bosom of the ocean bt

p— |
er on 3 LEAVE
fENDED
Idantfy the missing word inthisfamoush,

NrE———

Help Tool @ REC ¥ -

TS Hei Toal Wi e avalanio whil

Yol can maus of Minimza (i ool

Leein
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Remote Proctoring — Sign-in for Students
Students will experience the following screens for signing into their remote test session. This will help
proctors understand the student experience and what they see during login.

1. The student will need to start TestNav. The first screen will ask the student to enter their Test Code.
The test code should either be provided by their proctor or it will be on their Student Testing Ticket.

TestNav Not Signed In & +

SIGNIN

Question Samplers and Tutorial

JITESTAUDIO & TEST MICROPHONE

NEXT

2. The next screen will ask the student to enter their Last Name and their SSID. They must enter it
exactly as it appears on their student testing ticket. They may now click the Next button.

o

BACK

3. The test will start to load.

A
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4. The student will now see a screen that says, “Waiting Approval”. The proctor must allow the student
into the session.

TestNav NotSigrein e

Waiting Approval...
Please vl for groctor o et you

5. Once the proctor allows the student into their session, they will be asked to perform series of
System Checks. The student will need to click the Begin button to start the System Check.

TestMNav Carohynn Weimann & =

System Check

Let's check your internet 1 p peakers (or
headphones) and camera to see if they are ready for testing.

You can click on any check marked step at the top of the wizard
to retry it, like the Internet and Microphone steps below.

Help Tool @REC (M) -

This ks Tootwil be avaitis whie o 0

you e i, terat [r— Spaskars Caners

= -

6. The first check will check the student’s internet connection. The student will need to press the
button labeled Press to test Internet speed.

ese Testhay

TestNav Gorol

Holp Tool @ REC & - |

This Help Tool wil bs avaiabis whis
you are essing

Hyou no hip, you can siact e
Raise Mo buton. The test montor
48 oty U e S0t o |
o foatro on i i

O S——
step 10f4 Gancal

Lasva your camera on the sntro &
time you are testing.
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7. If their connection passes the test, the student will receive a message stating, “Your internet speed
is good.” The student will click the Next button.

TestNav

Help Teol @ REC ¥ -

This Holp Tool wil be avaable whila
You are tesiing.

1f you need help, you can select the
Raise Hand button. The tast manior
wal contact you using the chat o
video feature on this fool.

You can move:or minimize this fool,

Laave your camera an the niire
time you ara testing

Testian

Carolyne Weimann &

Speakers Gamera

‘Your intarmet speed
s good.

Clicx Next 1o continue

Step 1014

iz

8. The next check will check the student’s microphone. The student will need to select their
microphone from the dropdown box. Once they’ve selected their microphone, the student will need
to press the button labeled Press to test Microphone.

TestNa

Help Tool @ REG o -
This Holp Tool wil b avallatio whil
you ars tosing

11 you need help, you can select the
Raise Hand bution, The test montor
Wil contact you using the chat or
Vitao faturs on this ool

ou can move o minimize i 1ol

Leave your camena on the entee.
i you are testing

= Teatiav

Pross to

st
Microphone

ZoomaudioDavica (Vitual)

Stap2of4

Cancel Nost
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9. The student needs to speak in their microphone and confirm the green bar is showing when they
speak. If they see the green bar, they can follow the directions and select Yes from the options.

soe Toata.

TestMNav Caroiyne Wemann &

Heip Tool @ REG 3 -

This e Tool i b avatabia whie

ak?

wil contact you using the chat or
vetea feature on s toal.

Vons 40 e o - -
Step2of4 Cancel

Laave your camera on the enire
time you ore tosting,

10. The student will see a message stating their microphone is working. They can now press the Next
button.

CED) = Testhay

TestNa Cordyne Woimam| b=

ook Pro Mirophons (Bl.. [~ |

Help Tool @ REC & -

This Help Tool wil be availabie whis Your micraphone i
s g, working gret
. Pressto s

test Ciick Next 1o eontinue
Microphone

e ————
Swp2afs ol | e |

Loava your camera on the eniiro
time o0 aro testrg

11. The next check will check the student’s speakers. Select the speakers for their audio output from the
dropdown box.

ece Teathtoy
TestNav Carolyne Weimann &~
O o )
Intemet Microphone Speakers Camera

Help Tool @ REC ¥ -

This Help Tool will be available while
you are testing,

A

ZoomAusiaDevica (Virtual)
1f you neod halp, you can select the

Raisa Hand buston, The fost monitor
wil contact you using the chat or
Video foature on U 100

You can move or minimize this ol

Siep3ofa Cancel
Leave your camera on the entre
i you are testing.
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12. TestNav will play music. If the student hears the music, they can select the Yes option.

"ese = TestNav

TestNav Garoiyne Weimann &=

ntemet Microphone Spoakers Gamera

Help Tool @ REC ¥ -
4)

This Help Tool will be available while Press o
S v e Do you hear music playing?

speakers
Hyou e help, you can seect e or o 1 e
Rals Hand button. The tost moritor haadphoses) )
wil contact you using the chat or
vidso featurs on this ool
You can move or minimize this tool.

Step3of4 | cancel l Next

Leave your camera on the entire
time you are lesting

13. They will get a message stating their speakers are ready, and they can press the Next button.

eve = TestNav

TestNav Garolyne Weimann | &=

Internet Microphone Speakers Camera

Help Tool @ REC i! _ MacBook Pro Spaakers (Builtin) E\
This Help Tool wil be available while Your speakars (or
you are testing. headphones) are ready.

i voed ol o s st s Click Next to continue.
Raise Hand butten. The test monitor
wil cantact you using the chat o
video feature on this tool

You can move or minimize this tool.
- [

Leave your camera on the entire
time you are testing.

14. The next check will check the student’s camera. Select the camera for their video from the
dropdown box.

TestNav Carcoyne Wamann &+

repTool @REC [ -

This Hei Tool il e aalatle whe
¥ou e esting

Stopaots Caneel Nent
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15. Click the Press to test Camera button. The student should see themselves in the video. If they do,
they can select the Yes option.

= TestNav
TestNav Carolyne Weimann &+

A4 - b -
Internet Microphone: Speakers Camera
Help Tool @ REC ol - FacaTime HD Camera [
This Help Tool will be available while
you are testing. Press to
test 3 _
If you need help, you can select the Camera ¢ yourself? Y
Raise Hand bution. The test monitor
will contact you using the chat or OYes QN

video feature on this ool

You can move or minimize this tool.

Step 4of 4 Cancel Next
Leave your camera on the entire

time you are testing.

16. The student can now press the Next button.

ese Testhay
TestNav Garotyne Womann &~
Intormat Microphone Spaakers camers
Holp Tool @ REC - - FacaTime HD Camera [
This Help Tool il bs avallsbio whis R—
you are testing. Press to
-t Glick Noxt 1o continue
f you nead help, you can select the Canera
Rnise Hand button. The test montor a
‘will contact you using the chat or |

video feature on this tool,

You can move or minimize this tool
Step 4 of 4

Leave your camera on the entire
fima you are festing,
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17. That will be all the system checks the student will need to conduct. They will receive a You are ready
to take your test message. They will now press the Next button and be taken to the Start Test
screen in TestNav.

=5t Nav Garolyno Womann &=

Help Tool @ REC -

This Holp Tool wi be svalabie whia
You are testrg

i o s i You are ready to take your test!
Rasa Hand buton. Tha test montas

Wl coninct you using the chat or Please ensure your camera is on for the duration |

Video feaura on his tool of the test. Your camera will be used to allow the %
test monitor 1o see you while you are testing.

Vou can e o mniizs s ool
The red dot followed by "REC" at the top of your

:"’“" your D'”':’"'V“"'v"“’“ help tool indicates you'are being recorded. v I

im you are testing,

The video content is only captured during tﬂSﬂgF g -
and will be deleted when you complete your tes

18. If at any point during the System Check process the student is having issues, they can click the Raise
Hand button and get assistance from their proctor.

ED Testhay

estNav Garolyne weimann &=

Welcome, Carolyne Weimann!

Heip Tool @ RE = MATT_Form_One_OE
[ ﬁ Thers s 1 sscton
ThisHolp Tool wi e svelaEle i sun

you are testng There are 4 questions in section 1

You wil have 2 hours to campieto s test
¥you need haip, you can select the

Raiso Hand bution. The tas: monitar

Wil contact you using the chat o

Vi foature on tis ol

ou can mave o minimize ths toot

Loave yaur camern on the et
ima you are testing.
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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 jtalics. 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’s 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 accommaodation.

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)

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 the 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.
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Pause to make sure that all students have entered their identifier.

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 to the
test. Once everyone has 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 sesidn de los estudiantes

La persona que supervisa la prueba debe leer las siguientes instrucciones a los estudiantes explicandoles
como deben iniciar la sesién 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
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 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 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 Matematicas grado [9 o 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 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 Empezar.

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 Matematicas grado [9 o 10]. Este es tu codigo de seguridad.
Por favor, escribelo segtin se indica en tu pantalla y selecciona el boton 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 boton de Enviar respuestas
finales, selecciénalo 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.
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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 the 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 to
the test. Once everyone has 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 students’ 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 the 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 to the
test. Once everyone has 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 sesidon 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
seglin 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 cédigo 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 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 botdn 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 Lectura grado [9 o 10] y que ese es tu nombre. Si todo
esta correcto, selecciona el botdon 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 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 boton 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 the 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 with 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 to
the test. Once everyone has 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 students’ 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 the 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 to the
test. Once everyone has 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 sesidon 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 sesion 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
seglin sea necesario.

Si su grupo de supervision fue creado previamente y el cédigo 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 cédigo 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 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 informacidon exactamente como aparece en tu boleto de la
prueba; luego selecciona el botdn 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 0 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 electréonicos 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 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 Ciencias grado [9 o 10]. Este es tu cédigo 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 boton 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 the 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 with 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.

182



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 to
the test. Once everyone has 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 students’ 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.
Please refer to the accommodations section for Enabling instructions for requesting Paper Tests.

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 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 under Enabling Instructions for the
corresponding accommodation on pages 71-93.
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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 Scott Roskelley at scott.roskelley@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 three 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. Askthe student to log out of the test.
2. Update the accommodation for the student in ADAM and wait for the top of the next hour
before the next step. (Refer to directions on pages 71-93)
3. Reseat the student in the proctor dashboard. (Refer to the Reseating section)
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4. Have the student log back into the test.

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 and wait for the top of the next hour
before the next step. (Refer to directions on pages 71-93)
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.

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 and does not need to be entered. If you need to
mark a different participation code for your student’s test, follow the steps below.

Apply Participation Codes Through Administrations — Recommended for codes entered individually

prior to administration
1. Within ADAM, go to Test Management and select Administrations.
A/wl

£t Home
% System

& Test Management

Administrations

2 Rostering

il Reporting

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

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

PV Grade 9 Reading Administration - Dist2S.. & ™

- & H

W@12/08/25 - 11/20/26 ACTIVE
2 8 q PROCTOR

STUDENTS ~ * GROUPS  *
Sessions
VA &

& Export

Test ) B print Cards Orgcmzytion
Grade 9 Reading ( PVBE_Dist025ch03

3. Inthe list of students, locate the student you need to apply the code to by using the Search box
at the top.
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4 EEUT Spring 2026 - Grade 10 Math (2026): Students

FORM TYPE
° a0
. View by Form Type: | All (40 v
SIubENTs ACCOMMODATED REGULAR v e 40)
| soarch. T 1t625 (40) . 2
.
First Name LostName  Orgs. Testing School Test Progress Test Status Form Type Form Auth Fields (Family Name, Identifier) TestCode  Accommodation ~ Code  Actions
cie erench €€ Enterprisa High None =) NOT STARTED Reguiar Gracle 10 Meth - 25MAIOUTONENDODIOA0! eranch, 100001985
Mathew swoonoy €€ Enterprise High Nene o NOT STARTED Roguiar Grade 10 Mt - 25MAIOUTONENDODIOA0! Sweaney, 100001934
Neve mcdaniel EE Seaside High School Nene o NOT STARTED Regular Grade 10 Math - 26MAICUTONENOOOI401 Mcdaniel, 100002146
Cloni Cameron €€ Entarprisa High Nene [ T8 S, roguiar Grade 10 Moth - 28uAIOUTONENDODIOAO Cameron 100001955
& EE UT Spring 2026 - Grade 10 Math (2026): Students
FORM TYPE
° 40
¥ View by Form Type: | Al (40 v
sfupents ACCOMMODATED REGULAR v v (40
soarch T 11025 (40) - I
-
FistNome ¢ lostName  Orgs Testing School TestProgress ¢ TestStatus FormType & form Auth Fields (Family Name, Identifier) Accommodation  Code  Actions

fiso aronch £ Entorpriso High Nono o WGTSRED)  Roguior 61000 10 Math - 26MAIOUTONENODOI001 aranch, 100001985
Mathew swoonoy €€ Enterprise High None = NOT STARTED Roguiar Grade 10 Math - 26MAIOUTONENODDIOA0! Sweenay, 100001834 Actions
Neve wedaniel £ sooside High School  None o B SIES Regular Grade 10 Math - 26MAIOLTONENDOOI0A0! Medoriel 100002148 B Delete Session

8 Rescan session
Elori Cameron €€ Enterprise High Nene o ) Reguiar Grade 10 Math - 26MAIOUTONENDDOI0A0! Cameron, 100001955

-

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.

Apply Participation Code =

Please choose an participation cede to apply to Sahar Roth

6. 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.

€« EEUT Spring 2026 - Grade 10 Math (2028): Students

FORM TYPE

40

0

> View by Form Type: | Al (40] v
STUDENTS ACCOMMODATED REGULAR v i (a0)
Search. T 11025 (40) - 2 0.
FirstNama 4 LostNama  Orgs. Testing School TestProgress 4 TestStatus Auth Fisids (Family Name, identifier) 4 Form Auth Fields (Family Name, identifier)  TestCods ~ Accommodation Cods  Actions |
tiso sranch €€ Entorprisabigh Nono o WGTSTARTED)  roguior (Gr0de 10 MOTh - 2BIAIOUTONENDOOIOA0!  Branch, 100001985 o
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Apply Participation Codes in Bulk for a Student’s Tests Through Session Explorer
1. Within ADAM, go to Operations and select Session Explorer.

2. Enter your student ID in the Student search field in the filters or apply filters and then click
Search at the bottom.

Session Explorer
Student
100001892
est information
Test Program v
TestName

Test Code v

Report Filters

Organization v
Status v/
Recommodations

Accountabllity Codes v

3. You will see all the administrations that the student is eligible for on the screen.

Session Explorer

ssssssssssss
=
O~ . Swdentid  * StudentNome Test Name Test Progress Test status orgs Reporting Orgs Testing school Accommodation Participation Codes ~ Actions.

clearsearch O 2500062 PFRS TIENARCIUT PVLASTIENAACIUT | & Grado >} NOTSTARTED|  PVEE.DSI250h0I  PVBE_DS250n0I  PVBE_DRM025chl B

Student Search v

O 50085 PERSTIENAREYUT PVLASTTENARRYUT | & Grade [ NOTSTARTED | PUBE_DSIO2SCNOl  PVBE_DSIO250h0]  PuBE_Dist025cn0l »
ntkame or
n Soarch v/ O 25002 PERSTIENARHIUT PYLASTIENARHIUT | &, Grodel0science (2028) @) NOTSTARTED | PUBE_DSO25chOl  PBE_DistO25ch0l  Nono
SST—— O 2500304 PERSTIENARPDUT PYLASTIENAAPDUT | &, Grodel0science (2028) @) NOTSTARTED | PUBE_DS25chOl  PBE_DistO25ch0l  Nono s
Tost Program v
O 2500204 PVFRSTIENARHVUT PVLASTIENAAHVUT &, Gradel0science (2028) @ NOT STARTED PUEE_Dist02SchO]  PVBE_Dist025ch0  Nene 2

Utah Aspiro Plus Spring 2028

4. 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.

87 4 swdento Student Nar

Tosth Tostprogress 4 Teststotus orgs Reporting Orgs Testing School At
NOTSTARTED
(01 STARTED. n
NOTSTARTED
NOTSTARTED|  PVBE_DWStO2SchOl  SVBE_DSIO25ch0l  Nono ®

5. Select the Bulk Apply Participation Codes option in the kebab menu button in the upper right-
hand corner of the screen.

B L sudontd  + stdentName Tosthame Tostprogioss 4 Toststatus ongs Roporting Orgs TestngSchool  Accommodation  + Partcipaton Codes  Actions
2500062 PVFRSTIENAACIUT PVLASTIENAACUT &, [} NOT STARTED. PVBE_Dist02Sch0l  PVBE_Dist025ch0l 3

2500155 PVFRSTIENAAFYUT PVLASTIENAAFYUT | &, Q NOT STARTED. PVBE_Dist02SchOl  PVBE_Dist02Sch0l  PVBE_Dist02Sch0l 2 f
O 2509 PUERSTIENAAHIUT PYLASTIENAAHILT | &, Grade 10 Science (2028) @) NoT sTATED PVEE_DIst025ch01  PVBE_Dst2SchO  Nono

O 2500884 PUFRSTIENAAPDUT PYLASTTENAAPDUT 2, Gradel0seience (2028) @ NOT STARTED PYEE_Disto2SchOl  PVEE_DiiO2sch0l  Nang s
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Session Explorer  Show History

[T Export Selected Sassions

(2 Export Selectad Session Sections

b Bulk Apply Participation Codes

d4 Bulk Uplood Reporting Orgs

6. Select the code you want to set for your student(s) from the dropdown list and click the Bulk
Apply.

Modify Accountability Code x

Please cheese an accountability code to apply to Amber Hodges
and 1 other test session.

~

101 - Absent - Did Not Take Test

103 - ELFirst Year in U.S. April 15 or Later Student Did Not Test
104 - EL First year in U3, Befare April 15 Participation Only

106 - Student Refuses to Test

107 - Excused - Health Emergency

11l - USBE Excused - USBE Approval Needed

112 - Student Transferred Befare Testing Window

200 - Standard Participation

201- Accommodated

202 - Moiified

204 - Parental Exclusion

205 - £L Second School Year in U.S, Student Tested

208 - Test System Interruption - USBE Approval Needed

7. You will now see that the code has been applied to the student(s).
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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.
202 Modified Student took the assessment with non-allowed modifications
which interfere with the validity/reliability of the test.
Participating with a non-allowable accommodation results in a
Modified code.
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.
210 Accommodated (no Student took the assessment with allowable accommodations,

language
accommodation)

but not a language accommodation.
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211 Language Student took the assessment with allowable language
Accommodation only | accommodation.

212 Multiple Student took the test with multiple accommodations, one of
Accommodations, which was a language accommodation.

including language
accommodation

213 Invalidated Due to LEA determines that the test was spoiled or invalid (e.g., Student
Academic Integrity - cheated; student took photos of test questions).
Student

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.

216 Invalidated Due to LEA determines that the test was spoiled or invalid (e.g., Test
Academic Integrity — administrator broke protocol)
Test Administrator

*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.

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.
If you damaged/misplaced any materials, please place an Additional Order for needed items in ADAM by
navigating to “Orders, then to Manage Orders, then Create Orders and indicate which materials are
needed. If you need additional help, refer to the Placing an Additional Order section of this manual.
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Materials Pickup (LEA Assessment Directors, School Test Administrators)
Call UPS at 1-800-823-7459 prior to the final day for pickup, May 20, 2026

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.

193



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, 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 (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 22",
2026.

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, mathematics, and science will be available
within 24 hours.

Progress Report
Use the progress report to see status of students testing and the progress of your proctor groups.
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Accessing the Progress Report for School Administrators
To access your school’s progress report, follow these steps:

1. From the main menu, select Reporting and then Progress.
i

Aspire

A Home

@ system

& Test Management
B Rostering

{iii Reporting

Activity

Report Assets

Performance

& Operations

it Orders

2. Use the filters at the top to filter by Program and Scope/Org and click on the Filters button and
then select the Content Area and Grade(s).

Progress Report Home ~ Progress Report
Program:

Utah Aspire Plus Spring 2026

. ; discope  PVBEDisto2
Session Status Score Status

28 5 0 23 0 0
TOTAL SUBMITTED STARTED NOT STARTED

SCORE COMPLETE TOTAL SCORE PENDI

NG

Search Tests

& Export - Export History
| Content Area:

Grades: Testing Windows:
Science X

v 09% Search Testing Windows.

Grade 9 ACT Composite Prediction

1Tests
: I
Grade 9 Science
28 5 ° 23
Grade 09 Science  Spring 26 STUDENTS SUBMITTED STARTED
Dec 4,2025 - Nov 20,2026

NOT STARTED

3. You will see information on progress for the students’ tests in your organization. You will see Total,
Submitted, Started, Not Started and Score Complete.

Progress Report

Home  Progress Report
Program:

Utah Aspire Plus Spring 2026

N Zuscope | PVBEDist02
v 1
Session Status Score Status
TOTAL SUBMITTED STARTED NOT STARTED SCORE COMPLETE TOTAL SCORE PENDING
Search Tests Y Filters & Export - Export History
Grade 9 ACT Composite Prediction 1Tests
. —
Grade 9 Science
28 5 0 23
Grade 09  Science  Spring 26 STUDENTS SUBMITTED
Dec 4, 2025 - Nov 20,2026

STARTED NOT STARTED
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4. You can also see a breakdown of the progress by Proctor Groups in your school. Hover over the
Progress bar to see a detailed view on each progress status.

Progress Report

Home  Progress Report

Grade 10 Math v MZD PV School 1 v
Proctor Group & X Sessions Progress
M2ZD G0 Math Unassigned 0/0/37/37
Spanish ofo/z2/2

Accessing the Progress Report for District Administrators and District Level Users
To access your district’s progress report, follow these steps:

1. From the main menu, select Reporting and then Progress.
A

Aspire

A Home

2 system

% Test Management

B Rostering

il Reporting

Progress

Activity
Report Assets

Performance

& Operations

il Orders

2. Use the filters at the top to filter by Program and Scope/Org and click on the Filters button and then
select the Content Area and Grade(s).
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Progress Report

Home  Progress Report
Program:

Utah Aspire Plus Spring 2026

h iscope | PVBE-DIst02
v 1
Session Status Score Status
TOTAL SUBMITTED STARTED NOT STARTED SCORE COMPLETE TOTAL SCORE PENDING
Search Tests Y Filters & Export - Export History
Content Area Grades: Testing Windows:
science % v 09 % v search Testing Windows... v
Grade 9 ACT Composite Prediction 1Tests
: —
Grade 9 Science
28 5 o 23
Grade 09  Science  Spring 26 STUDENTS SUBMITTED STARTED
Dec 4, 2026 - Nov 20, 2026

NOT STARTED

3. You will see information on progress for the students’ tests in your organization. . You will see Total,
Submitted, Started, Not Started and Score Complete.

Progress Report

Home Progress Report
Program:

& Scope PVBE_Dist02
Utah Aspire Plus Spring 2026

Session Status

28 5 0 23 0
TOTAL SUBMITTED

STARTED NOT STARTED SCORE COMPLETE TOTAL SCORE PENDING
search Tests Y Filters & Export ~ Export History
Grade 9 ACT Composite Prediction 1Tests
. —
Grade 9 Science
28 5 [} 23
Grade 09 Science Spring 26 STUDENTS SUBMITTED
Dec 4, 2025 - Nov 20, 2026

STARTED NOT STARTED

4. You can also see a breakdown of the progress by the schools in your district. Hover over the
Progress bar to see a detailed view on each progress status.

i Progress Report

Home  Progress Repo

Grade 10 Math v MZD PV District 1

14 2 84 100

org & X sessions Progress
MZD PV School 1& 8/1/42/8
MZD PV School 2 & 51142/ 49
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Activity Report
View the Activity Report to see information on student testing and test session activity.

Accessing the Activity Report for School Administrators
To access your school’s Activity Report, follow these steps:

1. From the main menu select Reporting then select Activity.

2. Atthe top of the screen, you will see Test Session Activity Today in your school.

Test Session Activity Today

~

]62 NEW 6] SUBMITTED O ACTIVE RIGHT NOW

3. Inthe View Test Session Activity area, you can set your date range for when you want to see

activity for. You will see the bar graphs update according to your date range. You will see activity for
new tests and submitted tests per day in your date range.

View Test Session Activity: @ PastWeek  02/27/24-03/05/24 ~

X Export ~

Timezone:

95 70

- New N S
50
40
30
SUBMITTED
20
% | .
0
0229 03/01

02127 02/28

Submitted

-
0303 03104 03105

03/02
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4. Atthe bottom, you can see a breakdown for Sessions by Test. This will show you new and submitted
sessions by test.

Sessions by Test

Test

New Submitted
Grade 10 Math (2025) 3 2
Grade 9 Math (2025) 1 1
Grade 8 Reading (2025) 74 73

5. Inthe bottom right-hand corner, you will see Sessions by Org where you can see new and submitted

sessions in your school.

Sessions by Org

org New Submitted

MZD PV Schoal 1 93 83

Accessing the Activity Report for District Administrators and District Level Users
To access your district’s Activity Report, follow these steps:

6. From the main menu select Reporting then select Activity.

Aspire
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7. Atthe top of the screen, you will see Test Session Activity Today in your district.

Test Session Activity Today 5

]62 NEW 6] SUBMITTED O ACTIVE RIGHT NOW

8. Inthe View Test Session Activity area, you can set your date range for when you want to see
activity for. You will see the bar graphs update according to your date range. You will see activity for
new tests and submitted tests per day in your date range.

View Test Session Activity: @ CustomDate  02/28/24 - 03/05/24 ~ & Export ¥

Timezone:

168 =

B Nev NN Scbmited

03 0303

02128 02129 03/01 02 0304 0305

SUBMITTED 30

143 >

9. At the bottom, you can see a breakdown for Sessions by Test. This will show you new and submitted
sessions by test.

Sessions by Test

Test New Submitted
Grade 10 Math B2 B2
Grade 10 Reading 244 244
Grade 10 Science 156 156
Grade 9 Moth 70 70

10. In the bottom right-hand corner, you will see Sessions by Org where you can see new and submitted
sessions by schools in your district.

Sessions by Org

org + New Submitted
MZD PV School 1 93 83
MZD PV School 2 75 80
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Accessing Performance Dashboard (LEA Assessment Directors, District Level Users, School

Administrators)

To access your online reports, follow the directions below.

1. Within ADAM, go to Reporting and select Performance.

i

Aspire

@ Home
% System
= Test Management

z Rostering

Progress
Activity

Report Assets

Performance

% Operations

il Orders

2. Selecta Program

Performance Dashboard of Utah Customer

Program:

Utah Aspire Plus Spring 2026

Search

L Program Report

B ISR Export

Y Filters

No Scores Available

Home Performance

Sortby: Name A-Z ~

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.

For more in depth navigation instructions and information regarding accessing student reports and
interpretation of student reports, please refer to the Utah Aspire Plus Score Interpretation Guide.
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NOTE: If you are not seeing a report for tests your student have taken or are seeing a Do Not Report
message in Performance reporting under Test Progress, this could be due to the student not
meeting the 85% attemptedness rate. If the student attempted less than 85% of the test questions,
they will not receive a score for that test.

Test Progress

Do Not Report

To verify your student’s attemptedness, navigate to Operations > Session Explorer.

&2 Operations

Session Explorer

Enter your student’s SSID in the Student Search filter box. Click the Search button at the bottom of
the filters.

Student Search »

Student Name or ID

Hover over the Status of the student’s test you’re not seeing a report for. This will show you the
Attemptedness percentage for that student’s test.

Progress
Grade 9 Math Submitted i
Iterm: 27% Attempted High

Grade 9 submitted Morth Davis Jr Mort
Science High High
Grade 9 Submitted North Davis Jr MNort
Reading High High
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Accessing Student Dashboard (LEA Assessment Directors, District Level Users, School
Administrators)

The Student Dashboard is accessed by a student search function. It gives users an overall dashboard
view of a specific student's information. This information includes consolidated views for Performance
reports, test sessions, and the student’s accommodations information. The dashboard allows users to
take action(s) on the information displayed, as applicable with permissions assigned. This includes
printing a PDF of all performance results or viewing individual student reports.

To access the Student Dashboard, follow the directions below.

1. Onthe Navigation Bar, click the Student Search icon.

[+][=] (m)

2. Enter the full/partial name or SSID of the student you are looking for.

B

3. Students matching your request appear under the text you entered.
Note: You can scroll up to see previous results grouped under search text.

Who are you looking for? X

- o

& PVLASTAMNUT, PVFIRSTAMNUT (ID: 9250325): Sessions =
& PVLASTBCBUT, PVFIRSTBCBUT (ID: 9250730): Sessions >
& PVLASTBCXUT, PVFIRSTBCXUT (ID: 9250752): Sessions =

& PVLASTAMBUT, PVFIRSTAMBUT (ID: 9250314): Sessions >

4

4. Click the student you want to access in the Student Dashboard.
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Navigating the Student Dashboard (LEA Assessment Directors, District Level Users, School
Administrators)
Follow the directions below to help with navigation of the Student Dashboard.

1. There are multiple functions of the Student Dashboard. You can use the dashboard for viewing
performance reports, sessions and demographics and accommodations. You can see those
options in the tabs highlighted below.

Student Dashboard

PVLASTAMNUT, PVFIRSTAMNUT # Edit student
ID: 9250326 Grade: 09

0 6 ] ] o 6

CLASSES ASSIGNMENTS SCORED SUBMITTED/NOT SCORED IN PROGRESS NOT STARTED
Performance  Sessions  Demographics & Accommodations
search Tests Q 8 Print

2. Youcan also click select the Edit Student button in the upper right-hand corner to have easy
access to adjust information about your student. This button will take you to the Rostering >
Users menu. You can change accommodations or set the student’s preferred name, for example.

Student Dashboard

PVLASTAMNUT, PVFIRSTAMNUT # Edit Student

ID: 9250326  Grade: 09

[ ]
0 6 o 0 ] 6
CLASSES ASSIGNMENTS SCORED SUBMITTED/NOT SCORED IN PROGRESS NOT STARTED
Performance  Sessions  Demographics & Accommodations
search Tests Q 8 Print

3. Back on the Student Dashboard, you can select the Sessions tab. This will allow you to view all
sessions your students are assigned to and the progress/status of those sessions.

Student Dashboard

PVLASTAMNUT, PVFIRSTAMNUT # Eoit Student

ID:9250326  Grade: 09

0 6 o ° 3

6
CLASSES ASSICNVENTS | scoreD SUBMITTED/NOT SCORED N PROGRESS NOT STARTED

3 Rescan All
form Test Tost partcipation
Adrministration Tost Name Typo form Progress Tost status Duaton  orgs Reporting Orgs  Accommodation * Codes Actions
Grade 9 science-  Reguiar o . ) NoT STARTED PVBE_DIStOISC02  PVBE_Dit0IScho2 "
seours 24SCHSPTONENGIOI0308
Grade 8 Reading (2025) Reguar  Grade 9Reading ) NOT STARTED PVGE_DIStOISChO2  PVEE_DistIScho2 n
Distorscho2 26RDOSUTONENGOOICIO!
Grade 9 Math (2026) Reguiar =) FETE—— PVBE_Dist0ISch02  PVBE_Dist0ISch02 3
Reguior ) e S, PVBE_DIOSch0Z  PVEE_Dist0Sch02 .
Question Sarmp GradesReadng - Reguiar o5 Reading [ NoT STARTED PVBE_DISIOISCO2  PVBE_Dit0IScho2 "
securs seours 2EROHSPTONENOID0I03
Question Sampler Grade 8 Math - Secure  Question Sampler Grade §Math Reguar  GradeSMath [ NOT STARTED PVGE_DIStOISChO2  PVEE_DIst0IScho2 3
seours 2VAHSPTONENDIOIOA08
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4. You can select the kebab menu on the right side of the screen in the Actions column and select
Print Card to print a testing ticket for the student.

Student Dashboard

PVLASTAMNUT, PVFIRSTAMNUT

ID:9250326  Grade: 09

° 6 o o o 6
Performance  Sessions  Demographics & Accommodations.
3 Rescan Al
Form Test Tost Participation
Administration TestName Type form Progress Tost status Duation  Orgs ReportingOrgs  Accommodation * Codes Actions
Question Sampler Grade 8 Science. Question Sampler Grade 9Sclence - Regular  Gradie 8 Science [ T PUBE_DistOISch02  PVBE_DistOISch02 ©
Scure Secure 24SCHSPTONENOIOICS08
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