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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 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.

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


Training Schedule
Next Training Meetings:

• Virtual Training #4 Thursday March 5, 2026
Order Materials 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:
Microsoft bookings link 

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


Timeline Testing Window 
Paper Based Testing – Mon. 4/6/26  - Fri. 5/15/26
Computer Based Testing – Mon. 4/6/26 – Fri. 5/22/26

Create Users

Begins 1/5

Add Student 
Accommodations 

and Assignment Tags 

Begins 1/5

Create Proctor 
Groups

Begins 2/23

Order Window 

• Paper Testing Materials 
ordering ends (Fri) 5/8

• Human Reader Script 
ordering ends (Fri) 5/15

• Return Materials ordering 
ends (Fri) 6/5 

• Add new users
• School Test 

Coordinators
• Tech Coordinators
• Special Populations 

Coordinators

Begins 3/2

• Add Assignment Tags 
• HS ELA I, HS ELA II
• ALG I, ALG II, GEO
• BIO

• Add Accommodations

• Add students to Proctor 
Groups 



Learning Objectives

• Introduction to Proctor Groups
• Creating Proctor Groups 
• Proctor Dashboard Tour
• Navigating scenarios in the 

Proctor Dashboard



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 
assessment is 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 and randomID to access their assessment.

You have a window of time to complete this task. It is available for you to 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

In the Test Coordinator Manual on page 19 the proctor group naming 
convention is 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 Administrator in ADAM. 



Proctor Group Guidance
• Not all students who feed into ADAM will participate in DC CAPE 

assessments – Participation and Performance Policy
• To streamline the registration process and maintain clarity with student 

proctor group assignments in ADAM, test coordinators have two 
options for those students who are not expected to test: 
• Default Unassigned Proctor Group: Test Coordinators may 

choose to leave these students in the default unassigned proctor 
group. 

•  "No Online Assignment" Proctor Group: Test Coordinators can 
create a new proctor group labeled "No Online Assignment" and 
move any students in these categories into this group. This option 
provides a clear designation for students who are not expected to 
participate in the computer-based DC CAPE assessments. Test 
Coordinators may choose this option to ensure all students are 
accounted for in their testing plans. 

• Please ensure that the chosen approach aligns with your LEA or 
nonpublic school policies and procedures regarding assessment 
administration. Should you have any questions or require further 
clarification, please email OSSE.Assessment@dc.gov for assistance. 

• Any recently arrived EL 
status (DC ELA ONLY) 

• Those participating 
alternate statewide 
assessments 

• Those who have an OSSE 
approved medical 
exemption on file 

• Those completing DC 
CAPE paper-based 
assessments 

Students not expected 
to participate in 

computer-based 
DC CAPE Assessments

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. Start at Test Management 
>Administrations
• On the administration 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. 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

3
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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

• 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. 



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



Proctor Group: Bulk Upload

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

the kabob menu and Next to 
Proctor group 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

3



Proctor Group: Bulk Upload

5. Open your spreadsheet and fill in 
the last two columns
• For column H, testing_org_id
• For column I, 

new_proctor_group_name 
should follow the Naming 
Convention

6. On the Create Proctor Group via 
CSV page press the Browse button 
to place the modified file to upload 
into ADAM

7. Confirm success by clicking the 
Upload History button in the top 
left corner.

5
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Proctor Group – Bulk Upload (Troubleshooting)

After  you click Upload, 
a green flag that reads 
“Success Proctor Group 
import initiated” will appear in 
the bottom right corner of the 
screen. 

Upload Status 
Click the upload history button to confirm the status of your 
upload. 
Success means all profiles were tagged
You can download the file to view the errors on your  spreadsheet. 
Click the download file button next to the file name.

Best practice is to view 
Upload History to see if 
your file successfully 
uploaded or failed. If it 
failed, click the 
download button to view 
the error messages in the 
last column.



Proctor Group– Bulk Upload – (Troubleshooting)

The last column in the spreadsheet will be labeled “Errors”:
• Each row 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

A test coordinator uploads a 
proctor group CSV file and 
sees “Success Proctor Group 
import initiated” message. 
What is the best next step?

A. Assume the upload is 
complete and proceed 
with testing 

B. Refresh the page and 
continue working

C. Check Upload History to 
confirm the file 
processed successfully

D. Re-upload the file to be 
safe

A bulk upload fails and the error 
file is downloaded. Which 
column should you look at to 
find how to correct it?

A. first_name
B. admin_name
C. new_proctor_group_name 
D. Errors



Proctor 
Dashboard



The Proctor Dashboard

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

The Proctor Dashboard is where Test Administrators monitor student 
testing in real time. For students to receive online assessments, they must 
log in to TestNav. A proctor will provide the Test Code, and Random ID and 
monitor student assessment progress from the Proctor Dashboard.

• 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

1. Start in the left navigation at 
Test Management > click on 
Administrations

2. Find the appropriate Admin 
Card; use the Filters as 
needed

3. Next to Proctor Groups click 
the kabob menu and click 
View

1 2

3



Proctor Group Management Page
On the proctor group management page, you will see a list of proctor 
groups. Keep in mind you can use the search bar to find a specific group. 

In the actions column you can 
view:
• Students – where you can 

see the randomID to help 
with login to TestNav, where 
you can edit the proctor 
group (adding or removing 
students

• Proctor– view the students 
as they interact with the 
tests on the proctor 
dashboard

* Note: If the proctor group is empty, you will see 
a delete button to remove it from the list. 
Some actions are limited by role.



Proctor Dashboard

1. At the top you will see the test name, followed by an “i” icon, and the 
Edit Proctor button

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



Proctor Dashboard

1. When hovered over the “i” icon more information will show including 
the Test Code and Proctor Password

2. If you need to change the name of the proctor, click Edit Proctor



Proctor Dashboard
As students log in and 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 
individual session details and the option to reseat students as needed. 



Proctor Dashboard- Status Meanings

Possible combinations of Test Progress and Test Status:
• If Test Progress Is Not Started, the possible Test Status value is: Not Started
• If Test Progress is Started, the possible Test Status values are: In Progress, Reseat, and 

Exited 
• If Test Progress is Submitted, the possible Test Status value is: Submitted



Proctor Dashboard – Actions

1. These options, if any, become available 
Actions for a student and will vary 
based on their test status.
• Both Reseat and View Session 

Details can be seen per student 
• Or for the whole group to update all 

sessions at once.
2. These options become available once a 

student logs into the test and begins 
answering questions.

3. When a student is reseated, you will see 
a pop-up window to confirm.

1

2

3



Proctor Dashboard – View Session Details

1. View Session Details can be 
seen per student 
• You see the Test Status 

update
• This populates once a 

student logs into the test and 
begins answering questions.

2. When the student is In Progress, 
the Current Item shows at the 
top of the list.

3. As items are Answered, a 
timestamp is provided also.

1

2

3



Knowledge Check and Demonstration

A student’s Test Progress is 
listed as Started. Which Test 
Status values are possible?

A. Not Started
B. In Progress, Reseat, or 

Exited
C. Submitted
D. Paused or Completed

A student’s Test Progress 
shows Submitted. What does 
this indicate?
A. The student exited the 

test and must be reseated
B. The student has not yet 

logged in
C. The student has 

completed and 
submitted the 
assessment

D. The proctor must take 
action to resume the test



Next Steps



Support Portal Resources

Access this 
training and all 
other resource 
materials on the 
DC Support Portal

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


Survey and Thank You

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

Thank you all for your 
time, engagement, and 
thoughtful contributions. 

Your collaboration is truly 
appreciated, and I look 
forward to continuing 
our work together.

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