
2025 DC CAPE 
Training #5

1



Produced by:

2

Stephanie Snyder, Director of Assessments

Pearson TeamOSSE Team

Chelsea Charland, Deputy Director of 
Assessments

Yolanda Barber, Assessment Specialist, 
Math

Rachel Knaizer, Assessment Specialist, 
ELA

Rohini Ramnath, Assessment Specialist, 
Test Security

Jeff Heathman, Program Manager

Kourtney Mikesell, Project Manager

Kai Bouma, Project Manager

Brendon Bourque, Project Manager

Sharrell Porter, Project Coordinator



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.
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Agenda

1 | Timeline of events

2 | Day of Tasks

3 | Scenarios and Demonstrations

4 | Reports (Progress Report & Session Explorer)

5 | Q & A

6 | Contact Us



DC CAPE Essentials

• DC Support Portal

• Administration Resources
• Test Coordinator Manual

• AF&A Manual

• Test Administrator Manual

• Quick Reference Guides
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DC CAPE Essentials

• DC Support Portal

• Training Videos and Ppts
• DC CAPE Updates  

• DC CAPE Training #1

• DC CAPE Training #2

• DC CAPE Training #3

• DC CAPE Training #4
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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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Day of Tasks



Administration Day of Tasks

School Test Coordinators will print 

cards for Test Administrators

9

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
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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
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Print cards for Students



Administration Day of Tasks

• Reminder of checklists 

provided in: 

• Test Coordinator Manual

• Test Administrator Manual
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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

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. Have the student correctly exit (following direction on previous 

slide)

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

• Once the student has been manually moved to a new section it will show in the 

Session Details
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If a student has been 
manually moved to a section 
due to a makeup, they either 
must be moved to the next 
section manually or set to 
Automated Section Movement 
to advance to a different 
section. 

A student will remain in the 
section they were manually 
moved to unless one of the 
above actions is taken. 



Proctor Dashboard
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1

2

3
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Scenarios and Demos
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When to reseat a student?
What is shown on the proctor dashboard? (Demo of proctor dashboard will display student taking section 1 
and exiting (bathroom break), without submitting, upon return they must be reseated to resume the test. 

2

1
3

Note: Students will need to be reseated between sections. 

Section 1
• Test status : Not Started
• Section progress: None (because they 

have never logged in)
• Item progress: None

Exited section 1 and reseated
• Test status : Reseat
• Section progress: Section 1

• (Actions column) View Session 
progress: Reseat section 1(in progress 
blue arrows)

• Item progress: % answered (hover to view 
more information)

Section 1 –reseat to in progress to exited
• Test status : In progress to Exited
• Section progress: Section 1
• Item progress: % answered (hover to 

view more information)
• Test Administrator will see student 

progress through the test and submit 
section 1

• Student will submit section 1 and exit
• Test status : Exited
• Section Progress: Section 2
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What if a student is absent for a section?

Section 1
• Test status : Not Started
• Section progress: None (because they 

have never logged in)
• Item progress: None

Submitted section 1 and exited correctly
• Test status : Exited
• Section progress: Section 1

• (Actions column) View Session 
progress: Submitted section 1(green 
checkmark)

• Item progress: % answered (hover to view 
more information)

What is shown on the proctor dashboard? (Demo of proctor dashboard will display student 
completing and submitting section 1 and exiting correctly, being absent for section 2, and being 
moved to section 3 and being reseated to log in to the test.)

Section 3
• Test status : Exited
• Section progress: Section 1 
• Item progress: % answered (hover to 

view more information)
• Test Administrator moves student to 

section 3; black bubble with 4 icon 
appears in section progress column

• Test Administrator reseat student
• Student logs in to take section 3 with 

class
• Student submits section 3; will need 

to make-up section 2 with make-up 
proctor group

2

1
3
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What happens when a student does not 
submit a section of the test?

Section 1
• Test status : Not Started
• Section progress: None (because they 

have never logged in)
• Item progress: None

Exits section 1 
Test status : Exited
• Section progress: Section 1

• (Actions column) View Session 
progress: In progress (blue arrows) for 
section 1

• Item progress: % answered (hover to view 
more information)

What is shown on the proctor dashboard? (Demo of proctor dashboard will display student completing, but 
NOT submitting section 1 and exiting incorrectly, completes and submits section 2 and 3 correctly.)

Section 3
• Test status : Exited
• Section progress: Section 3 
• Item progress: % answered (hover to 

view more information)
• Student did NOT submit section 1; 

and will remain as exited on proctor 
dashboard

• Test window closes 5/23 and test will 
be auto submitted in the following 
days

2

1
3

Note: Students will need to be reseated between sections. 
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What about make-up proctor groups?

Section 2
• Test status : Not Started
• Section progress: None (because they 

have never logged in)
• Item progress: None

Missed section 1 and submitted section 2 and 3
• Test status : Exited
• Section progress: Section 3

• (Actions column) View Session 
progress: Submitted section 2 and 3 
(green checkmark)

• Item progress: % answered (hover to view 
more information)

What is shown on the proctor dashboard? (Demo of proctor dashboard will display student completing and 
submitting section 2 and 3 and exiting correctly, being absent for section 1, and being moved to a new 
proctor group (make-up group) and moved to section 1 and being reseated to log in to the test.)

Section 1
• Test status : Exited
• Section progress: Section 3 
• Item progress: % answered (hover to view more 

information)
• School Test Coordinator moves student to make-

up proctor group.
• Use new test code for make-up proctor group. 
• Test Administrator moves student to section 1; 

black bubble with 1 icon appears in section 
progress column

• Test Administrator reseat student
• Student logs in to take section 1 with  make-up 

class
• Student submits section 1 and entire test; Test 

Status: Submitted

2

1
3
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Reports



Progress Reports: Students who have missed  section(s)
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1. Navigate to Reporting > Progress

2. Click the desired Program from the 
dropdown

3. Click on the desired test name.

4. Click on the Progress by Sections tab

5. Then on the right side of the screen click 
on Export Report and the spreadsheet will 
download.

6. Open the spreadsheet file and keep in 
mind you can filter any column desired 
(proctor group, test status, 
section_1_status, etc). This allows you to 
see which students need to take a specific 
section of a test.

3

21



Sessions Explorer: Students who have missed section(s)
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1. Navigate to Operations > Session 
Explorer.

2. Filter the report to the desired 
students.

3. Click Search.

4. Check the students to include in 

the export individually or select the 

checkbox at the top to select all.

5. From the “kabob” menu in the upper 
right, select ‘Export Selected Session 
Sections.’

6. Read the warning on the frequency 
of update and then click OK. 

7. Click Export History

1 2

3
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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
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Thank you
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