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2
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Chelsea Charland, Deputy Director of 
Assessments
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Test Security
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Kourtney Mikesell, Project Manager

Kai Bouma, Project Manager
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We thank you for the feedback!
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• Please be advised that we have turned off your video and audio 

capabilities to preserve bandwidth. Feel free to share any ideas or ask 

any questions by typing them in the chat. We have planned pauses 

throughout this presentation for questions.

• We will be recording this meeting. The presentation will be posted to 

Support Portal.

• We appreciate all feedback in the survey at the end. 

• All questions in the chat are captured and may get answered during 

the presentation or in correspondence following this meeting.



DC CAPE Essentials

• DC Support Portal

• Administration Resources
• Test Coordinator Manual

• AF&A Manual

• Test Administrator Manual

• Quick Reference Guides

• Training Videos
• DC CAPE Updates  

• DC CAPE Training #1

• DC CAPE Training #2

• DC CAPE Training #3
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Agenda
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1 | Timeline of events

2 | Assignment Tags & Accommodations

3 | Proctor Group Creation

4 | Ordering Materials

5 | Day of Tasks

6 | Q & A



Timeline of events
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January February March April May

Create Users:
 Available now -5/30

LAMs and STCs load 
accommodation files 
into DC CAPE 2/12 -3/4

LAMs and STCs create 
proctor groups 
beginning 2/24 Testing windows open: 

Paper-based 3/31-5/16
Computer-based 3/31-5/23

Order Window Closes: 
Paper testing 5/9
Human Reader Script 5/16
Return materials by 5/30

LAMs and STCs load 
assignment tags into 
DC CAPE 2/12 -3/4

Order window opens 
for accommodated 
materials 3/4 ; 
Materials will begin to 
arrive in schools by 
3/17

*Note: These dates are available in the Test Coordinator Manual
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Ms. Abreu Leaps 
into DC CAPE



Ms. Abreu Tries to Put It All Together
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Task Name Required for STSP Required for ADAM

Identification of Key 
Personnel and Role 
Assignment (User 

Upload)

X X

Assignment Tag X X

Accommodations 
Registration File

X X

Proctor Groups X X



Ms. Abreu Gets Help
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Helpful Resources

• School Test Security File

• OAP

• Data Manager

• Registration Representatives



Time to Try!
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Ms. Abreu was able to work with her Data Manager and the 
Director of Student Services to get a complete roster of 
students. Although her LEA has students enrolled in grades 3-8, 
she knows that some of the middle students take advanced 
coursework, so she will need to upload their Assignment Tags 
into ADAM.
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Assignment Tags



Assignment Tagging: Individual Student 

1. Start at Rostering > Users

2. Search for the user by name or ID

3. In the Actions column click the Edit icon

4. In the side navigation panel click on Assignment 
Tag(s)

5. Choose the appropriate tag(s) 

• Algebra I

• Algebra II

• Biology

• Geometry

• HS ELA I

• HS ELA II

6. Click Save

*Note: Any student taking a HS course test must have 
assignment tags to be assigned a test.
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Assignment Tagging: Bulk Upload

1. Start at Rostering > Users

2. Search for the appropriate Org.

3. Choose the Role : Student

4. From the results select the top 
checkbox to Select All

5. Click the kabob menu in the top right 
corner and select Student Assignment 
Tag Upload

6. Click to download template button

7. Open the spreadsheet file
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Assignment Tagging: Bulk Upload

8. Place a “1” in the appropriate column 
to tag specific students 

9. Save the file

10.Place the file in the upload field 

11.Click Upload.

12.Scroll up and click Upload History to 
view success status

13.Check a few students for confirmation
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Accommodations



Ms. Abreu Feels Accomplished (Sort Of)
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Task Name Required for STSP Required for ADAM

Identification of Key 
Personnel and Role 
Assignment (User 

Upload)

X X

Assignment Tag X X

Accommodations 
Registration File

X X

Proctor Groups X X



Ms. Abreu and Mr. Marquez: Dynamic Duo
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Ms. Abreu and Mr. Marquez worked together 
on the Assignment Tags, and Mr. Marquez was 
excited about Accommodations Tagging too. 
For this, he was able to use the reporting 
function in Special Programs to download the 
state assessment accommodations for 
everyone in the LEA.

“This will definitely help us complete the 
tagging,” Marquez said. 

“I completely agree,” Abreu replied, “and we 
need to be on the lookout for any paper 
accommodations because I need to order 
those materials.”



Accommodations Hierarchy: Form

1. *Spanish

2. Closed Captioning of Multimedia

3. Text-to-speech (TTS)

4. Human Reader/ Human Signer

If Spanish TTS is needed select both. 
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• What is a form? 

• A form is the version of the test assigned 
to a student

• If an accommodation needs to be 
changed because of an inappropriate 
form the student test status needs to be 
“Not Started”. Once the appropriate 
accommodation is edited for the student,  
the student should be rescanned.

Note: Accessibility features and accommodations must be entered in ADAM before 
submitting the School Test Security Plan to OSSE. School Test Security Plans are due 15 
business days before the first day of test administration.



Accommodations Hierarchy: Rescan

1. *Spanish

2. Closed Captioning of Multimedia

3. Text-to-speech (TTS)

4. Human Reader/ Human Signer

If Spanish TTS is needed select both. 
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• What does it mean to rescan?

• You now have the ability to see the form type 
assigned in the accommodations dashboard, 
the student dashboard, and the student 
section of the proctor group. 

• Be mindful a student will be assigned a TTS 
form or a Human Reader form. If both are 
selected, TTS will be assigned. 

• If a student is assigned an incorrect form type 
you can edit it from the student dashboard or 
in the student user setup area.

• If a student is in a status other than “Not 
Started,” contact OSSE for support.

Note: Rescan is available in the individual student dashboard and in the user setup section  
where you can edit an individual student profile.



Accommodations: Individual Student  

1. Start at Rostering >Users

• Search for Student name or ID

• Click Edit in Action column

• Click Accommodations

• Click Edit

• Click the checkbox for the 

appropriate accommodation for the 

appropriate subject

• Click Save in the top right corner
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Accommodations: Individual Student  

2. In the left panel click Administrations

• You can rescan an individual test 
session by clicking the kabob menu 
and clicking “Rescan Session”

• You can “Rescan All” sessions by 
clicking the button at the top

3. If you need the accommodation applied 
immediately a rescan is required and can 
be applied from the administrations 
section

• If not needed immediately a rescan 
deploys automatically 
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Accommodations: Bulk Upload

1. Start at Rostering > Users

2. Search for the appropriate Org.

3. Choose the Role : Student

4. From the results select the top checkbox to 
Select All

5. Click the kabob menu in the top right corner and 
select Student Accommodation Upload

6. Scroll down and click to create template

7. Scroll up and click Template History and click the 
download button
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Accommodations: Bulk Upload

8. Open the spreadsheet file

9. Place a “1” in the appropriate cell to add 
accommodations specific students for each 
subject. Students maybe listed 3 times. 

10. Save the file (it should remain a .csv file)

11. Place the file in the upload field 

12. Click Upload.

13. Scroll up and click on Upload History to view 
status as Success. 

14. Confirm a few students. 

* Note: Sessions are bulk rescanned automatically and updated 
accommodations are applied to students
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Proctor Groups



Ms. Abreu Feels Accomplished (Sort Of)
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Task Name Required for STSP Required for ADAM

Identification of Key 
Personnel and Role 
Assignment (User 

Upload)

X X

Assignment Tag X X

Accommodations 
Registration File

X X

Proctor Groups X X



Ms. Abreu Lays It All Out
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Proctor groups are the final step but involve all the pieces I’ve 
just done and then some. Not only do I need to know what test 
a student is taking and what supports they may need to access 
it, but I can also consider all the elements of scheduling like:

• Time
• Locations
• Preventing again interruptions
• Test administrators
• Hallway monitors



Ms. Abreu Lays It All Out
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I hope I’m doing this all right, Ms. Abreu thinks to herself. I 
have a list of which students are testing in which classroom 
with a specific proctor and a specific day or time. I know which 
subject and section they’re taking on any day and I even have 
the naming convention ready to go. I guess I’m ready to get 
those groups in ADAM, order any materials I need, and am 
even closer to submitting my STSP. 



Proctor Group: Individual 

1. Start at Test Management > 
Administrations
• On the administration card, click the 

kabob menu next to Proctor Groups 
and click on View

2. Click the Create Group button

3. On the Proctor Group Config page, 
create the proctor group name using the 
naming convention from Section 3.2.3 of 
the DC CAPE Test Coordinator Manual 

• Select your District
• Select your School
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1

This method could be used for makeup groups, editing proctor groups, or deleting a proctor group.



Proctor Group: Individual 

• Click the plus (+) symbol and a pop-up 
window will open to begin adding 
students
• Click the plus (+) symbol next to 

each student you want to add. You 
can search by name, identifier, or by 
additional filters

4.  Close the Add students window

*Note: Be mindful of the student icon to the left of a student 
name. It means they are in another proctor group. Hover over 
it to see the name of the proctor group 
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Proctor Group: Individual 

5. Click Submit and receive the success pop-up 

confirmation.

*Notes: 

• The Actions column allows you to delete 

individual students from a proctor group. 

When a proctor group is empty, this delete 

option will appear on the proctor group 

management page. 

• The Proctor Group Config page can also 

be accessed from the proctor group 

management page in the student section by 

clicking Edit Proctor Group
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Proctor Group: Bulk 

1. Start at Test Management > 
Administrations
• On the administration card, click the 

kabob menu and click on View

2. Click the Upload Group button

3. On the Create Proctor Group via CSV 
page, select All Students. Press the Click 
to download template button

4. Click the Template History button in the 
top right corner to download the 
template
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Proctor Group: Bulk 

5. On the Create Proctor Group via CSV page 
follow Step 2 to fill in the spreadsheet.
• For column H, testing_org_id should 

have no spaces 
• For column I, 

new_proctor_group_name should 
follow the Naming Convention

6. On the Create Proctor Group via CSV page 
follow Step 3 to upload the modified file

7. Confirm success by clicking the Upload 
History button in the top left corner.
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Order Materials
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Order Creation: Order Details

1. Click on Orders in the left 
navigation menu

2. Click on Manage Orders

a. Click on Create Order in the 
top right

b. Fill in the required fields and 
verify contact information and 
address

c. Click Go to Order Items
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Order Creation: Order Items

1. Keep the DC CAPE Spring 2025 
Orderable Items Reference Sheet and 
the Test Kit Materials List handy

a. You can search for Items by 
number or by description

2. Fill in and verify the quantity 
amounts you need

3. Click on Go To Confirm Order
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Order Creation: Confirm Order

1. Notice the option to Edit Details

2. Notice the option Edit Items

3. Verify everything is correct, and 

click Confirm Order
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Order Shipment Tracking
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To track shipping, go to Orders >Shipment Tracking. You can search by Order Name, Org, or Shipment Status. 

Tracking Statuses

• In Progress: Awaiting approval

• Fulfillment: With Pearson for packing

• In Transit: Shipped and enroute

• Delivered: Was delivered to address specified in the order

• Error: Either cancelled or there was an error with the order. Please see order notes or contact 

OSSE.Assessment@dc.gov for assistance.

mailto:OSSE.Assessment@dc.gov


Order Reports
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To view and export and order report, click Orders>Reports.

1. Notice the option to search by Item and filter by Org and Distribution

2. Notice the tabs to view other information

a. Item Summary

b. Items Details

c. Orders Summary

d. Order Details

3. Notice each column can be sorted as needed
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Day of Tasks



Ms. Abreu Feels Accomplished (Sort Of)
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Task Name Required for STSP Required for ADAM

Identification of Key 
Personnel and Role 
Assignment (User 

Upload)

X X

Assignment Tag X X

Accommodations 
Registration File

X X

Proctor Groups X X



Ms. Abreu Wonders
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But what will testing look like?
 



Administration Day of Tasks

School Test Coordinators will print 

cards for Test Administrators
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Once printed Test Administrators 

will use this information to log in

• Test Code

• Proctor Password

• Seal Codes for each section

• Verify the Proctor Group name 

with the corresponding test 

name



Administration Day of Tasks
Test Administrator Log in

43

Bookmark the URL:  https://ltr.adamexam.com/#/proctor

Test Administrators will be prompted to enter their name 

before entering the proctor dashboard

1

2

3

https://ltr.adamexam.com/#/proctor


Administration Day of Tasks

Roster view with accommodations

44

Print cards for Students



Administration Day of Tasks

• Reminder of checklists 

provided in: 

• Test Coordinator Manual

• Test Administrator Manual

45



Administration Day of Tasks
Student Log in
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To log into TestNav students will need: 

• Test Code

• Last Name

• Random ID

After each section students will need to log out correctly: 

• Click the review button at in the top navigation and select 

‘End of Section’ ; Click Submit 

1 2

3



Administration Day of Tasks
Student Log out
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After each section students will need to log out 

correctly:

1. Click the review button at in the top navigation 

and select ‘End of Section’ ; Click Submit 

2. In the “Section Exit Warning” pop-up window; 

Click Yes

3. In the top right corner (student name) click 

the dropdown ; Click “Sign out of TestNav”

4. In the “Exit Test” pop-up window; Click Save 

and Return Later

Note: In the Proctor Dashboard the student test 

status will be ‘Exited’. If this is the end of the test and 

they have submitted all sections it will show as 

‘Submitted’. All tests will be auto-submitted after the 

testing window closes. 

1 2

3 4



Administration Day of Tasks
Moving Students Manually to Sections
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Most students will progress to each section automatically 

with no moving required. In order to handle absent students, 

however, Move to Section allows the selection of which 

section a student should launch next when they log into 

TestNav.

For grades 6, 7, ALG I, ALG II, and GEO, ensure when 

reseating and moving students that they are only being 

moved to the beginning of a section, not a Non-Calculator or 

Calculator part of Section 1.

Note: If you have manually moved a student to a new section, but the 

student logs into TestNav and it is not showing the correct section. Follow 

these steps: 

1. Exit the student correctly

2. Open Move to Section, select Automated Section Movement 

3. Click Save

4. Open Move to Section again, select desired section.

5. Click Save

6. Reseat the Student and allow them to log in to correct section



Administration Day of Tasks

• Walkthrough and Demo
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Ms. Abreu Cheers for You
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Q & A
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Contact us for support: 

OSSE: 
202-304-3269
OSSE.assessment@dc.gov

Pearson: 
866-688-9555
https://dc.mypearsonsupport.com/support-
webform.html 

mailto:OSSE.assessment@dc.gov
https://dc.mypearsonsupport.com/support-webform.html
https://dc.mypearsonsupport.com/support-webform.html


Survey

53



Thank you
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