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Technology Setup

2024 Guam District-Wide Summative Assessment

Technology Setup

Please follow this quick guide to ensure your school is ready for the test
administration.

Setting Up for an Infrastructure Trial
Prior to beginning the Infrastructure Trial, School Test Coordinator (STC), and Technology Support Staff will need to
coordinate roles and responsibilities for preparing your schools to conduct the trial.

Step 1 - Configure Internet firewalls, content filters, and
spam filters.
Network Requirements and Guidelines
Internet firewalls, content filters, or spam filters must be
configured to allow access to the Pearson domain. Verify
content filter/firewalls and allow the appropriate sites,
including, but not limited to:
* testnav.com:80
* testnav.com:443
*.pearsonte: ntent.com:80
* pearsontestcontent.com:443

MNext, configure the common applications listed below

NOT to launch en any student test taking devices during

testing sessions:

O Anti-virus software performing automatic updates

O Power management software on laptops warning of
low battery levels

O screen savers and sleep mode

O Email with auto message notification

O calendar applications with notifications, such as
Google Calendar

3 Pop-up blockers

O Set automatic updates (iTunes)

O MAC 05X Three finger tap gesture on MacBook

O Other apps (e.g., Game Bar, Grammarly, etc.)

For additional TN requirements visit the following link:
TestNav em Requirements

* thawte.com
*.google-analytics.com (optional)
Allow local file access to home directory.

Step 2 - Download TestNav Apps on each Testing Device
The TestNav App can be downloaded from
Download TestNav

Step 3 - Security
For the Guam assessments, eligible devices must have the
administrative tools and capabilities to “lock down” the
device to temporarily disable features, functionalities, and
applications that could present a security risk during test
administration.

Schools can test the security lock down settings following “ACT
these steps: wre ACT
1. OpenTestNav and navigate to the Guam sign in page, once ACT ween
open click the user icon in the top right and choose “App ACT see
Check” from the menu. 853%: i ——
= q,anw:e:\: - - b -

e

o Sigr\adlnﬂ =N o=
I Sign in to TestNav I

l Choose a different customer

v App Checkwill verify connection to TestMav. Detailed
instructions can be found at: Run App Check

— _
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Training Administrations in ADAM
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«  The purpose of the Infrastructure Trial
for STCs is to conduct a simulation of
the steps that need to be taken to
successfully administer the Guam
District-Wide Summative. Infrastructure
trials are designed to identify any gaps
with your setup BEFORE the start of the
actual test window. Please follow all
steps in this guide to fully complete the
Infrastructure Trial, all the way through
to launching the Training Test.

* A'generic" training test (G3 ELA) was
assigned across all Training
Administrations. Students
will access/launch this test but will not
have to take the test.

s important to note that the Training

\\ Administration cards have a purple

hue. This differentiates them from the
operational Test Admin Cards. No
activity should happen outside of the
Training Administrations tab.

«  Let's kick-off the Infrastructure Trial by

Logging into ADAM and navigating
T~ (o Test Management, then Training
Administrations.




Proctor Groups A
~ TN

PROCTOR GROUPS

Proctor groups in ADAM are
groupings of students, created by
School Test Coordinators, that will
De testing together and/or be | ek | (i
tested by the same test
administrator or proctor.

\ /
Students can be grouped by: ) o~
= Administration consideration Y prv—y popee— vy e
(i . e . S m a | | g rO U p) Test: English Language Arts PT Training Test  Organization PDT Disctrict
| S u bj e Ct Sessions




. Creating Proctor Groups

Open View Proctor Groups. All students will be
assigned to the Unassigned proctor group by
default. You will need to create proctor groups for
your proctors for the purpose of this infrastructure

trial.

To create a proctor group :

1. Select Create Proctor Group.

2. Complete the Proctor Group Config.

3. Add students to the proctor group by clicking
the + button. Select students that will be
participating in the infrastructure trial. (note:
make sure that you are selecting enough
students to test all the devices that will be used
during the test window. Students should only
take 1 infrastructure Trial Test)

4. Click Submit to save the new proctor group.
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Proctor Group Upload A

As an alternative to creating each proctor group in the ADAM, STCs can
use the Upload Proctor Group option to create proctor groups through
a bulk file upload.

Guam 2024 Training Test Administration 2 Proctor Groups Home - Training Administrations - Proctor Groups
e —
wo -
MName Testing School Students Test Code Proctor Pw Progress Actions
G 024 Training Test Administrat U gried M 1250 K TV3Th4 t
Grad ] PVFE Dist K t t
G Trial M8  PVFE Dist2 Sch2 1 A AWF DYTXRE t t




Proctor Group Upload

After selecting Upload Proctor Group, you'll be taken to a new screen that provides
step-by-step instructions on downloading the template file, updating the file, ana
uploading into ADAM.

Create Proctor Group via CSW

Follow the instructions to Cl'eclte,-"mocliry proctor groups.

Step 1: Step 2:

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

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

file.

s |Incolumn new_proctor_group_name, assign a proctor
. [ n for each student.
282 AllStudents 58§ All Unassigned Students group name for ed H _
o [f left blank, the student will e moved into the

Unassigned Proctor Group.

click to download template ¢ If an existing name is used, students are added to
that group
A

The file download is nomed using the Admin Name and Date. » Save the modified file as a csv (comma separated values)
(e.g, PDT ELA Grade 3 Proctice Test
Admin 3t':::i:||‘|_f35_f3'_2:21.::9\.-'}

Step 3: Upload the modified file into ADAM.

Refer to ADAM Training for Choose a file or drop it here... Browse
Principals and School Coordinators
for more details.




Add Students to Existing Proctor Groups

Guam 2024 Training Test Administration . B

1. Go to Test Management and O —
select Training Administrations. S——

2. In the appropriate
administration card, B
select View under Proctor I

Proctor Pw Progress Actions

Name Testing School Stuueins Test Code
| O I l p ; . Guam 2024 Training Test Administration Unassigned None 0 ATKCBT UWUZIK No Students Students
No Students Students  Proctor

Julia Westbrigde Elementary 0 EVTTTV XVE3KU

3. Select Students under Actions. ST o l

4. Select Edit Proctor Group. S
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Prlntlng Test Cards

L ocate the administration card, and then
select Print Cards in the STUDENTS section.

Select the proctor group or groups you want

to print.

a)

You can select various formatting options:

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

D) Toggle title pages for each proctor

group - Select to include title pages for
each proctor group. This prints a roster
for the proctor (The Proctor Roster List).

Toggle borders - Select whether to
include dashed borders (guides for
cutting the cards).

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

4. Select the Print button.
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Get Teachers Involved ’K
Student Cards

Proctor Roster List

Page 2

Administration: PDT: Grade 3 English Language Arts PT Administration
Proctor Group: PDT: Grade 3 English Language Arts PT Administration Proctor Group

Student 6 PDT Student 7 PDT

GJH7AV 35B45M e

._ PDT __:._... [ A .__. PDT

1D 66666 Student 1D 77777

Student 6 PDT PDT Medical Supports

Student 7 PDT PDT i i

Student 8 PDT PDT

Student 9 PDT PDT Student 8 PDT Student 9 PDT

Student A PDT PDT Dynamic Text To Speech o ) _ _ ) _
ode GJH7AV =st Code GJHTAV
ime PDT Last Name PDT

Task 1: Verify the Proctor Roster list contains all the students that need to be in that specific Proctor Group for this
infrastructure trial.

Task 2: Provide the Proctor Roster List and Student Cards to the Teachers. They will login using their Launchpad
Account to access ADAM and administer the training test from the Proctor Dashboard (see Teacher Training videos).



Working in the Proctor Dashboard

The Proctor Dashboard is the one-stop-shop for teachers to allow students into the

test, monitor student progress, create temporary student records, and update student

statuses as needed.

Testing Information Config Information Actions

Test: English Language Arts PT Training Test Test Window: 03/02/24 - 05/1/24 Test Code: FWAMTR

Administration: Proctor Name: @  proctorname Proctor Password: KGEXHY

PDT G3: English Language Arts PT Training Test Administration Kiosk Only: No

Proctor Group: PDT_G3_ELA_T. Sheilo

Testing School: PDT School

In Progress

Al NotStarted InProgress Submitted Needs Attention  Exited

2 AutoRefresh (5 mins)  1t03(3) « « n b
4 Tester Identifier Organization Progress Started Time Health Section Item Accom Actions

Student 1PDT m PDT School n Progress. Mar 2nd, 31973 pm Not Started None None

Student 2 PDT 22222 PDT School Not Started Not Started None None

Student 3 PDT 33333 PDT School n Progress. Mar 3rd, 24610 pm Not Started None None

The Proctor
Dashboard has
three (3) main
sections:

Assessment

Information
Progress Bar

Student
Session List



During Testing — Progress Status Review

The progress column displays the students’ progress as one of the
following:

Not Started - The student has not signed into test.
In Progress - The student has signed into the test. No action is needed by the proctor.
Submitted - The student has completed the test and submitted their answers.

Reseat — The proctor has reseated the student(s). The student has not yet signed back into the
session. No action is needed by the proctor.

Needs Attention - The student login in TestNav, needs Proctor approval to start the test.

Exited - Student was exited from a test, the proctor needs to reseated.

12



During Testing — Test Health Review

Health tells the proctor if the student is interacting with the test. Health
can display one of the following values:

Not Started - The student has not signed into the test. No action is needed by the proctor.
Submitted - The student has completed the test and submitted their answers.

In Progress - The student has signed in to the test. The student has recently interacted with the
test.

Exited - The student has exited TestNav, and a proctor must reseat them before they can log in
to the test again.

Resumed - The student has resumed their test session.

13



During Testing — Actions Review

After the assessment session has started, a set of buttons appears in the Actions column for
each student. Proctors use these buttons to control individual student's sessions:

Approve Session: Proctors can approve the entry of student to the test.

Reseat Session - Proctors can select this if a student exits TestNav before submitting their test or if something interrupts a
student's session. This might include a computer issue, session timeout, or an unexpected error. Reseating allows the
student to re-enter their test code and SSID to continue taking their test.

Submit Session - Proctors can select this if a student finishes their test but does not submit the test before exiting.

Exit Session —-Proctor can exit a student from a session.

14



Student Experience in TestNav

1. Reminder: Students should only participate in the Infrastructure Trial once. This will give them the
experience of launching a test through the TestNav App.

2. Proctor will distribute the Student Test Cards to the students

3. Students will enter the Test Code provided by the STC on a board or by referencing their Student
Test Card

4. Next page will ask the student to enter their Last Name and Student ID (also located on their
Student Test Card).

5. Lastly, the student will confirm Test and their Name, then click Next to start the test.

G ua English Language Arts PT Training Test Confirm
Enter your information before continuing. Click Next when you are ready.
To begin a test you will need to enter a test code.
Last Name Test
Test Code - Enter your last name - English Language Arts PT Training Test
Student ID Your Name
T3 TEST AUDIO Enter your identifier Student 3 PDT
NEXT BACK NEXT QuIT

NEXT

15




Teacher Approves Entry to Test

1. The Teacher can approve students' entry to test individually or all sessions at the same time through the Proctor

Dashboard.

2. Please make sure that all students enter the test, navigate through the test, and submit the test. This ensures that the
devices the students are using for the STC Infrastructure Trial are ready for the actual Test Window.

All Sessions approval

Press the Approve All Session

Approve All A conflrma’Flon
message will appear,
Are you sure you want to approve all students on f . } t
this page to continue to test? | 1I51"':“..-1 WIsn 10
approve the entry of

Cancel all students press

Approve.

Individual session approval

Click on Approve Session,
found under Actions, to
approve the student to enter
v Approve Session their test.

Actions

A confirmation
message will appear
Are you sure you want to approve this student to for final a P proval to
continue to test?
allow the student to

m start their test, press
Approve.

Student 3 PDT

16



1.

Reminder

Accommodations Setup is not part of the Infrastructure Trial. Ensure that the appropriate amount of

time is dedicated to setting up accommodations and designated supports for students that will need
them.

Please reference the Guam Portal Site for additional
guides/manuals: https://guam.mypearsonsupport.com/admin-resources.htmi

17
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