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We thank you for the feedback!

« 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 themin the chat. We have planned
pauses throughout this presentation for questions.

« We willberecording this meeting. The presentation will be
postedto

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

« Allquestionsinthe chat are captured and may get answered
during the presentation orin correspondence following this

meeting.


https://dc.mypearsonsupport.com/index.html

Training Schedule

Next Training Meetings:

Virtual Training #4 Thursday March 5, 2026
OrderMaterials and Admin Tasks

Virtual Learning Lab Wednesday March 11,
2026.

Step-by-step guidance through Proctor
Groups, Ordering Materials, and Admin Tasks

Virtual Training #5 Friday April 24, 2026
Post - Admin Tasks and Accountability Codes

Virtual Learning Lab Wednesday April 29,
2026
Post -Admin Tasks and Accountability Codes

/
Book Time with the OSSE team:

-

~



https://outlook.office365.com/book/OSSEAssessmentOfficeHours@o365.dc.gov/?ismsaljsauthenabled

TI meline Testing Window
PaperBased Testing - Mon. 4/6/26 -Fri.5/15/26

Computer Based Testing-Mon. 4/6/26 - Fri. 5/22/26

Create Users Add Student Create Proctor Order Window
Accommodations Groups
and Assignment Tags

« PaperTestingMaterials

Addnew users « AddAssignment Tags « Addstudentsto Proctor ordering ends (Fri) 5/8

Schoo! Test « HSELAI,HSELAII Groups « HumanReader Script

Coordlnators « ALGILALGII,GEO ordering ends (Fri) 5/15

Tech Coordinators -« BIO : .

Special Populations « Return Materlals ordering

Coordinators « AddAccommodations ends (Fri) 6/5

Begins 1/5 Begins 1/5 Begins 2/23 Begins 3/2

0

) IEEEEE) )



Learning Objectives

* |Introductionto Proctor Groups

» Creating Proctor Groups

» Proctor Dashboard Tour

« Navigating scenariosinthe
Proctor Dashboara



Proctor Groups



What are Proctor Groups?

Proctor groups are groupings of students who will take the same test at the same
time and place. For each grade level and subject/course, test coordinators will be

able to create the proctor groups with students in them individually and in bulk. Each
assessmentis scheduled to eligible students at your school in a default ‘unassigned’
group. Students must be moved into proctor groups (‘test sessions’) to be assigned a

test code andrandomlD to access their assessment.

N

/

(

N\

\
You have awindow of time to complete this task. It is available foryouto start 2/23.
Proctor groups need to be completed two weeks before your planned testing start
and submitted as part of your DC CAPE school test security plan.

_/

Test Coordinator Manual ; page 19 —-proctor group naming convention



https://dc.mypearsonsupport.com/resources/manuals/DC1167409_DC_TCM_Spring26_Webtag.pdf

Proctor Group Naming Convention

Inthe Test Coordinator Manual on page 19 the proctor group naming
conventionis outlined. Test administrators are the staff members
conducting the administration of the assessment. Use the following naming
convention for the proctor group name and Test Administratorin ADAM.

Naming Convention Sample Code

SUBJECT.grade/course TAinitials.regular(R)/makeup (M) ELA.04.AB.R

Lastname.Firstname Doe.Jane




Proctor Group Guidance

* Not all students who feed into ADAM will participate in DC CAPE / \
Students not expected

assessments - Participation and Performance Policy 101 _

« Tostreamline the registration process and maintain clarity with student to participatein
proctor group assignments in ADAM, test coordinators have two computer-based
options forthose students who are not expected to test: DC CAPE Assessments

- Default Unassigned Proctor Group: Test Coordinators may _
choose to leave these students in the default unassigned proctor « Any recently arrived EL
group. status (DClElLA QNLY)

e Those participating

*  "No Online Assignment” Proctor Group: Test Coordinators can alternate statewide
create anew proctor group labeled "No Online Assignment” and assessments
move any students inthese categories into this group. This option e Those who have an OSSE
provides a clear designation for students who are not expected to approved medical
participate inthe computer-based DC CAPE assessments. Test exemptiononfile
Coordinators may choose this option to ensure all students are e Those completing DC
accounted forin their testing plans. CAPE paper-based

« Please ensure that the chosen approach aligns with your LEA or assessments

PP 9 y
nonpublic school policies and procedures regarding assessment
administration. Should you have any questions or require further \ /
clarification, please email forassistance.

Proctor Group Guidance Document Link



https://osse.dc.gov/sites/default/files/dc/sites/osse/publication/attachments/2024-25%20OSSE%20Assessments%20Participation%20and%20Performance%20Policy_FINAL.pdf
mailto:OSSE.Assessment@dc.gov
https://dc.mypearsonsupport.com/assets/pdf/Proctor%20Group%20Guidance%20(2).pdf

Proctor Group: Individual

1. Startat Test Management
>Administrations

« Ontheadministration card, click the
kabob menu next to Proctor Groups
and click on View

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

2. Clickthe Create Group button

3. Onthe 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

« SelectyourDistrict
« SelectyourSchool

4} Home

| © Create Group

= Test Management

I Administrations

Training
Administrations

& Rostering

Naming Convention

L. Upload Group

Sample Code

SUBIJECT.grade/course.TAinitials.regular(R)/makeup (M) ELA.04.AB.R

Lastname.Firstname

Doe.Jane



https://dc.mypearsonsupport.com/resources/manuals/DC1167409_DC_TCM_Spring26_Webtag.pdf
https://dc.mypearsonsupport.com/resources/manuals/DC1167409_DC_TCM_Spring26_Webtag.pdf
https://dc.mypearsonsupport.com/resources/manuals/DC1167409_DC_TCM_Spring26_Webtag.pdf
https://dc.mypearsonsupport.com/resources/manuals/DC1167409_DC_TCM_Spring26_Webtag.pdf
https://dc.mypearsonsupport.com/resources/manuals/DC1167409_DC_TCM_Spring26_Webtag.pdf
https://dc.mypearsonsupport.com/resources/manuals/DC1167409_DC_TCM_Spring26_Webtag.pdf
https://dc.mypearsonsupport.com/resources/manuals/DC1167409_DC_TCM_Spring26_Webtag.pdf
https://dc.mypearsonsupport.com/resources/manuals/DC1167409_DC_TCM_Spring26_Webtag.pdf

Proctor Group: Individual

« Clickthe plus (+) symbolanda Add Students x

pop-up window willopen to —
begin adding StUdentS Show additional filters

e Clickthe plus (+) SymbOI Elk Creek Elementary

next to each student you
wa nt tO add. You can (2) students In Proctor Group o8 (8) « n ;
Sea rCh b>/. r?a me’ I.dent Ifler’ 4First Name < Organization Identifier Last Name Test Status Accommodation  Actions
or by additional filters
Aadam Elk Creek Elementary 100000485  Castro NOT STARTED v
4 Close the Add StUdentS Anastasia Elk Creek Elementary 100000487  Mcdonald NOT STARTED +

window \
Cheryl Elk Creek Elementary 100000489  Kennedy NOT STARTED v

*Note: Be mindful of the student

iconto the left of astudent name. It & |orode Westorigde 100000875 Mosley EXITED +
5 Elementary
means they are in another proctor
group. Hoveroverit to see the name &3 | Brookyn  Westbrigde 100000378  Simon NOT STARTED +
Elementary

of the proctor group.



Proctor Group: Individual

5. Click Submitandreceive the proctor Group Contig

success pop-up confirmation.

Proctor Group Name

ELA.04.DS.demo

*Notes:

Testing School Setup
« The Actions column allows youto e
delete individual students from a

Billings School District
proctor group. When a proctor )

group is empty, this delete
option will appear on the proctor e
group management page. & students 4
- The Proctor Group Config page e ostome
canalsobe accessed fromthe
prOCtor group management Aadam Castro NOT STARTED
page inthe student section by
clicking Edit Proctor Group cancel [

192025 Pegrson All rights reserved. vi.2.23]



Proctor Group: Bulk Upload

1. StartatTest Management > o e
Administrations

4} Home

© Create Group

« Ontheadministrationcard, click
the kabob menu and Next to

= Test Management |

X Upload Group I

Proctor group click on View | Administrations

Training
Administrations

2. Clickthe Upload Group button

& Rostering

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

Follow the instructions to create/modify proctor groups.

Stepl:

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.

4. Click the Template History buttonin BT mavemies | g

Students Students Students

the top right cornerto download the
te m p | a.te The file download is named using a fixed template and UUID

(e.g.proctor_group_template _86f33745-c3bb-4c53-b045-
21b49343ad4acsv)

Step 2:
® Open the file using Sheets, Nurmbers, or Excel
® In column ‘testing _org_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
s Save the modified file as a .csv (comma separated



Proctor Group: Bulk Upload

5. Openyourspreadsheet andfillin e

the last two columns G : i
existing_proctor_group_name testing_org_id new_proctor_group_name
e ForcolumnH, testi ng_org._ id 2025 Practice Test - Algebra | (Version 3) Unassigned SunshineMiddleSchool  ALG.08.SP.R
2025 Practice Test - Algebra | (Version 3) Unassigned SunshineMiddleSchool  ALG.08.RF.R
° For CO | u mn | , 2025 Practice Test - Algebra | (Version 3) Unassigned SummervilleMiddleSchool

new_proctor_group_name
should follow the Naming

Conve ntion SUBJECT.grade/course.TAinitials.regular(R)/makeup (M) ELA.04.AB.R

Naming Convention Sample Code

Lastname.Firstname Doe.lane

6. Onthe Create Proctor Group via
CSV page press the Browse button
to place the modified file to upload |
IntO ADAM | Choose afile or drop it here...

/. Confirm success by clicking the
Upload History buttoninthe top
left corner.

tep 3: Upload the modified file into ADAM.

No of
Name Proctors Status Percentage

2025 Practice Test - Grade 3 6 @ [ w00 |

ELA_01_08_2025.csv 4,



Proctor Group - Bulk Upload (Troubleshooting)

e

chtm' Group import initiated,
Pleuse check the Upload History

Upload Status

Click the upload history button to confirm the status of your
upload.

Success means all profiles were tagged

You candownload thefile to view the errors onyour spreadsheet.

for the status

Upload History

After you click Upload, Click the download file button next to the file name.
agreen flag thatreads
“Success Proctor Group Upload History

importinitiated” willappearin
the bottomright corner of the '

File Name
screen. Search & Refresh 1to 6 (8)
Best practiceisto view Rows Created
Upload History tO See |f Name in File Status Percentage by Created
your file Successfu”y proctor_group_import955d0aed-41f-4b00-aacg- 54 @ tE:;rng} é;ﬁ;ﬁl—zoz—n
. . 3c0d4387def9csv 4, rng 1712 am

uploaded orfailed. If it

i i roctor_group_import4c3345c3-cf6d-4f61-b220- 75 qi LEATIg], 2026-02-11
falled’ C“Ck the ) E:&‘-emomia;csv F & LEATW‘; 08:06:07 am
download button to view

the errormessagesinthe
last column.




Proctor Group- Bulk Upload - (Troubleshooting)

testing_org id new_proctor_group_name |Errors
Session not found

ELA.04.LL-demol Session D is required
Session not found

Session not found

The last columnin the spreadsheet will be labeled “Errors”:

« Eachrow will tell you where to make corrections

« The only columns that should be updated are
testing_org_id and new_proctor_group_name



Knowledge Check and Demonstration

Atest coordinatoruploads a
proctor group CSV file and

sees “Success Proctor Group Abulk uploadfails and the error
importinitiated” message. file is downloaded. Which
What is the best next step? column should you look at to

find howto correct it?
A. Assume the uploadis

complete and proceed
with testing

B. Refreshthe page and
continue working

C. Check UploadHistory to
confirm the file
processed successfully

D. Re-uploadthefiletobe
safe

first_name

admin_name
new_proctor_group_name
Errors

OOm>



Proctor
Dashboard



The Proctor Dashboard

4 )

The Proctor Dashboardis where Test Administrators monitor student
testinginrealtime. Forstudentstoreceive online assessments, they must
loginto TestNav. A proctor will provide the Test Code, and Random ID and

\ monitor student assessment progress from the Proctor Dashboard.

Testing Window - Monday April 6,2026 - Friday May 22,2026

« Test Administrator Manual
« Test Coordinator Manual



https://dc.mypearsonsupport.com/resources/manuals/DC1167407_DC_TCM_CBT_Spring26_Webtag.pdf
https://dc.mypearsonsupport.com/resources/manuals/DC1167407_DC_TCM_CBT_Spring26_Webtag.pdf
https://dc.mypearsonsupport.com/resources/manuals/DC1167409_DC_TCM_Spring26_Webtag.pdf
https://dc.mypearsonsupport.com/resources/manuals/DC1167409_DC_TCM_Spring26_Webtag.pdf

Navigate to the Proctor Dashboard

AN 1. startinthe left navigation at

= Administrations Current 20 Past O View. 28 = QHide Filter Test Management > CliCk On
(P @ Administrations
— 2. Findthe appropriate Admin

EE - DC Spr 26 Grade 3 ELA @ .

. ’ Card; use the Filters as
#01/27/26 - 06/01/26
& Rostering : ﬁ needed
3. Nextto Proctor Groups click
the kabob menu and click
DC Spr 26 Grade 3 ELA Pearson State View

Sessions
click to Load




Proctor Group Management Page

Onthe proctor group management page, you will see alist of proctor
groups. Keep inmind you can use the search bar to find a specific group.

Inthe actions columnyou can

V i e W : € EE- Grade 3 ELA - Write and Revise Informational Texts :FIABJ: Proctor GI‘OUPS
« Students - whereyou can 3 s a8 =
crocTon 2 Upload Group oo 1 137 2 View Unassigned
see therandomlID to help O

withloginto TestNav, where
you can edit the proctor

rrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrr

group (adding or removing S .

students :
* Proctor-view the students

as theyinteract with the * Note: If the proctor group is empty, you will see

tests on the proctor a delete buttontoremove it fromthe list.

dashboard Some actions are limited by role.



Proctor Dashboard

EE - DC Spr 26 Grade 3ELA @

& Edit Proctor n

B8 Print Cards & seal Code(s) Test Code: XAEZ4Z .”
SESSIONS Actions:  ALL SESSIONS
. . . =2 o
All Not Started In Progress Paused Submitted I Needs Attention Exited
4 4 ] 0 0 0 0
Search.. (o Auto Refresh (5 mins)  1to 4 (4) .

1. Atthetopyouwill see the test name, followed by an “i” icon, and the
Edit Proctor button

2. Nextyouwill see the Print Cards on the left, Test Code on the right,
and directly below that the Actions options



Proctor Dashboard

*8&'  PROCTOR GROUF: Enter Proctor Information
ELA.03.5P. R- demo

2  PROCTOR NAME:
sp

f&h TESTING SCHOOL: Proctor First Name
ee__SchoollO

Plecse Enter Proctor Mame

FFGC[DF First Name

Bl TEST:
DC Spr 26 Grade 3 ELA

&2  TEST CODE: Proctor Last Name
XAEZAZ

Proctor Last Name
& PROCTOR PASSWORD:

Irj GURGZIF

L] KIOSK ONLY:

- m
| TEST WINDOW:

01/27/26 - 06/01/26

E€30
I

1. Whenhovered overthe “i” icon more information will show including
the Test Code and Proctor Password
2. Ifyouneedtochange the name of the proctor, click Edit Proctor



Proctor Dashboard

As studentsloginand begin testing, proctors will see detailed information

about testing progress. More information can be viewed as you hover your
mouse over various features on the screen. The Actions column will show

iIndividual session details and the option to reseat students as needed.

Auto Refresh (5 mins)

1tc 10 (10)

Test Status

Section Progress

Itemn Progress

Test Duration

Accommeodation

Search...

Identifier First Name Last Name Orgs Started Time Test Progress
ee_600000162 All Curuclis ee_S5Schooll Mov 21st, 121616 pm o
ee_B00000131 Cart Marfield ee_Schooll Mot Started 9
ee_B00000136 Callin Selliman ee_Schooll Mot Started 9
ee_B00000212 Genevra Allon ee_Schooll Mov Zist, 4540 am a

Matthus Johnigan ee_Schooll Mot Started 9
ee_B00000213 Mildred Sergant ee_Schooll Mov Zist, 12:28:30 pm e
BE Randee Pitrallo ee_Schooll Mov 2Ist, 12:23:35 pm e

Rhett Beat ee_Schooll Mot Started 9
ee_B600000264 Rick MacKeever ee_Schooll Mot Started 9
ee_B600000237 Uriah Larby ee_Schooll Mot Started

©

SUBMITTED

MNOT STARTED

MNOT STARTED

EXITED

MOT STARTED

IN PROGRESS

RESEAT

MNOT STARTED

MNOT STARTED

MNOT STARTED

Mone

Mone

Mone

Section 1

MNone

Section 1

Section 1

Mone

MNone

MNone

100% Answered

MNone

MNone

70% Answered

HNone

10% Answered

MNone

HNone

HNone

00:02:58
0049
Q00024

Code

Actions




Proctor Dashboard- Status Meanings

Possible combinations of Test Progress and Test Status:
« If Test ProgressIs Not Started, the possible Test Status value is: Not Started

. ETeséProgress is Started, the possible Test Status values are: In Progress, Reseat, and
xite

« If Test Progressis Submitted, the possible Test Status value is: Submitted

Progress: Progress: TestNav Progress:
Not Started Started Status Submitted
9 NOT STARTED ° IN PROGRESS » o SUBMITTED
° RESEATED .
° EXITED v
-+
C

The session has been marked to begin
again.
TestNav Status: ' Reseat

RESEAT



Proctor Dashboard - Actions

[:] 1. These options, if any, become available
Actions for a student and will vary
based on theirtest status.
 Both Reseat and View Session

Details can be seen per student

(2 -  Orforthe whole group to update all

. S sessions atonce.

“ 2. These options become available once a
studentlogsinto the test and begins
Randee Pitrollo answering questions.
Are You sure you want o éseat his students 3. When a studentisreseated, you will see

a pop-up window to confirm.

) =



Proctor Dashboard - View Session Details

Session Details

Grade 3 ELA - Write and Revise Informational Texts (FIAB)

Section Information

est Start Time: e
Now 21st, 11:45:40 am -

IN PROGRESS

End/Exited Time

Section ID Name Section Type Progress Seal Cod Start Time
Linear e lov 2
ITEMS
Seque rogre
REMAINING
g  sboc200-80480 | REMAINING
REMAINING
10 REMAINING
. sbac-200-95982 ANSWERED

ov 21st, 1:47:43 am

AAAAAAAA

ov 21st, 1:47:52 am

1.

2.

3.

View Session Details can be

seen perstudent

* YouseetheTest Status
update

« Thispopulatesonce a
studentlogsinto the testand
begins answering questions.

When the studentis In Progress,

the Current Iltem shows at the

top of the list.

As items are Answered, a

timestampis provided also.



Knowledge Check and Demonstration

A student’s Test Progressis
listed as Started. Which Test
Statusvalues are possible?

A.
B.

C.
D. Pausedor Completed

Not Started

In Progress, Reseat, or
Exited
Submitted

A student’'s Test Progress

shows Submitted. What does

thisindicate?

A. The student exited the
testand must be reseated

B. The studenthasnotyet
loggedin

C. The student has
completed and
submitted the
assessment

D. The proctor must take
actiontoresume the test



Next Steps



Support Portal Resources

DC

' Home Technology Setup Administration Resources ¥ |  Test Design Training ~ Practice Tests Contact Support
CAPE |

Summative

Interim Pilot

Access this DC CAPE Portal

Welcome to the DC CAPE portal, the site for Test Coordinators, Technology Coordinators, and

t r a i n i n g a n d a | | Test Administrators to prepare for, and administer, the DC CAPE Assessments.
otherresource
materials on the

Overview

The District of Columbia Comprehensive Assessments of Progress in Education (DC CAPE) is the new name for DC’s general statewide

assessment system. Beginning in the 2023-24 school year, DC CAPE includes the DC ELA assessment (DC ELA), the DC Math assessment (DC

Math) and the DC Science assessment (DC Science). Together, these assessments create a comprehensive system that provides important
information on students’ progress and proficiency relative to DC’s educational standards.

DC CAPE assessments are administered in these grades and courses:


https://dc.mypearsonsupport.com/admin-resources.html

Survey and Thank You

Survey Link:

Thankyou all foryour
time, engagement, and
thoughtful contributions.

Your collaborationis truly
appreciated, and|look
forward to continuing
ourwork together.


https://forms.office.com/r/Vr1fLy1hPj
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