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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 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

Timeline

Create Users

Add new users
School Test
Coordinators
Tech Coordinators
Special Populations
Coordinators

Began1/5

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

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

Add Student
Accommodations
and Assignment Tags

Add Assignment Tags
HSELAI, HSELAII
ALGI,ALGIl, GEO
BIO

Add Accommodations

Began1/5

Create Proctor
Groups

Add students to Proctor
Groups

Began2/23

Order Window

PaperTesting Materials
ordering ends (Fri) 5/8

Human Reader Script
ordering ends (Fri) 5/15

Return Materials ordering
ends (Fri) 6/5

Began 3/2

0

) IEEEEE) )



Learning Objectives

» Introduction to Ordering Materials
« Managing orders and shipment trackingin ADAM
« Administrative Tasks
« Demonstration Scenarios
« Absent forasection
« Make-up groups
« Accommodationchange



Checklist For Testing Administration

v Userimport

v Accommodations Import

v' Testassignment tagging

v' Create proctor group import

- Submitting orders

- Monitoring tests in proctor dashboard
- Considerations for make up testing

« Posttesting activities



Order Materials



Why do we need to order materials?

/Any student thatrequires accommodated materials to complete the \
DC CAPE assessment must have materials orders placed by the LEAin ADAM.
Ordering materialsis a two-step process:

1. Ordersare createdbyanLEATest Coordinator or School Test
Coordinator

Q. Orders are approved by OSSE /

Ordering materials in ADAM became available on 3/2. The Accommodations
Registration File (ARF) must be completed for each student who needs
accommodated paper materials before placing the materials order. Orders

Kplaced without a completed ARF will not be approved by OSSE. P

 Orderable ltems Reference Sheet
 TestKit Materials List



https://dc.mypearsonsupport.com/assets/pdf/DC%20CAPE%20Spring%202026%20Orderable%20Items%20Reference%20Sheet-Updated12.17.25.pdf
https://dc.mypearsonsupport.com/assets/pdf/DC%20CAPE%20Spring%202026%20Orderable%20Items%20Reference%20Sheet-Updated12.17.25.pdf
https://dc.mypearsonsupport.com/assets/pdf/Test%20Kit%20Materials%20List.pdf
https://dc.mypearsonsupport.com/assets/pdf/Test%20Kit%20Materials%20List.pdf

Order Creation: Order Details

Create Order

1. Click on Orders in the left
navigation menu
2.Click onManage Orders
a.Click on Create Order
in the top right e
b.Fillinthe required fields ~ ~~-~ e
and verify contact
information and e
address

c.Click Go to Order
Items

387- B74-2983

sp@pearson.com

Test order




Order Creation: Order Items

3. Keepthe DC CAPE Spring *crote o
2026 Orderable Items oz
Reference Sheet and the — -
Test Kit Materials List handy ...
a. Youcansearchforltems | eareroaos o

by number or by
description

4. Fillinandverify the quantity PR — 0

5. Click on Go To Confirm R °
Order e [e= |

PEARSON RETURN INSTRUCTIONS SHEET

SHIPPING CARRIER RETURN INSTRUCTIONS



Order Creation: Confirm Order

Create Order

o Order Details

6. Notice the optionto
Edit Details

/. Notice the option Edit
Items

EE district 1 (ee_d1)

Draft Order

Order Mame
Test

Order Type
Additional

Order for
ee_Schoold (ee_s4)

8. Verify everythingis
correct, and click

Confirm Order

Ship To
schoaol

ltem Number

DCO00N338

Back to Order Items

e Order ltems

Ship To Contact
sP
387- 874-2983

sp@pearson.com

Shipping Addrass
7884 Noel st
Stockgarden
GA 44789 Us

ltem Description

DC CAPE TAM 2026 SPRING CET

o Confirm Order

Ordered By

Sharrell Porter

sharrell.porter@pearson.com

Date Needed

03/06/2026

Reason For Order
Test order

Quantity

Cancel

[ edit Details

& Edit ltems

Confirm Order



Order: Manage Orders

Manage Orders

Order
Search

Results

Order Order

Number Name Type
68d- TEST _ DO Additional
1770138123 NOT FILL
58d- TEST_DO Additional
1770138212 NOT FILL

ORDER

To manage orders, go to Orders > Manage Orders. You can search by Order Name, or use thefilters

dcspr26

dcspr2é

Organization

Al

Administration
Code District

Acadia
Healthcare

Status
All
Updated
Ordered for By

Acadia Kourtney
Healthcare Mikesell
Millcreek of
Arkansaos
Fordyce AR
Accotink Kourtney
Academy Mikesell

Therapeutic Day
School

Home Manage Orders © Create Order

Distributions

All

1to2(2) -

Updated Need by
Y on Date Status Updates
02/03/2026 02/03/2026 Canceled
02:43 PM 01:00 AM

02/03/2026

ooy Canceled 5
£83 V

Organization, Status, and Distributions.

Statuses

. Waiting for approval: Awaiting approval from OSSE

. Ordered: With Pearson forpacking

. Rejected: OSSE hasrejected this order. Notes are available for review to resubmit a new,
corrected order.

. Canceled: Internal Pearson status

Order #68d-1770138123
Order Name

TEST _ DO NOT FILL

Order Type

Additional

Admin Code

dcspr26

Distriet

Acadia Healthcare (11-5102)

Order for
Acadia Healthcare Millcreek of
Arkansas Fordyce AR (1368)

Ship To
school

[tem Number
DCO00N338

DCO00N340

Ship Te Contact
DC CAPE Test Coordinator
870-352-8203 X175

kourtney.mikesell@pearso
n.com

Shipping Addrass
1810 Industrial Dr
Fordyce

AR 71742-TM0 US

Item Description

DC CAPE TAM 2026 SPRING CEBT

DC CAPE TAM 2026 SPRING PBT

Ordered By
Kourtney Mikesell

kourtney.mikesell@pearson.com

Date Needed
02/03/2026

Shipment Method Code
UPSGC

Feason For Order

THIS IS A TEST

Distribution

DC CAPE SPRING 2026 AQ
(701-007A0)

Quantity




Order: Shipment Tracking

Shipment Tracking

Home Shipment Tracking

Order

Search

Organization Shipment Status

& Export

All All

Results

Ito 2 (2) -

Order Number

Order Name

Administration Transaction Number of

Order Type Code District Ordered for ¥ Date Status Packages Destination

To track shipping, go to Orders > Shipment Tracking. You can search by
OrderName, Org, or Shipment Status.

Tracking Statuses

In Progress: Pearson system processing
Fulfillment: With Pearson for packing

InTransit: Shippedandenroute

Delivered: Was delivered to address specified in the order
Error: Internal Pearson status

Canceled: Internal Pearson status




Knowledge Check and Demonstration

Which action should be completed before
submitting an order for papertesting
materialsin ADAM?

A. Confirmthatthe testing window has
opened

B. Ensure studentaccommodations are
correctly enterin ADAM

C. WaitforOSSEto pre-approve the order

D. Create make-up proctorgroups



Administration Tasks
- Before Testing



Admin Task - What needs to be done before testing?

/The STC must complete the following tasks before testing begins: \
* Print cardsin ADAM for Test Administrators proctoring the assessments

« Printcardsin ADAM for Studentstologinto TestNav

« Review andunderstand Test Administratorlogin process

\. Review and understand Studentloginandlog out process /

4 )
Practice tests are available to interact with and view the student
experience in ADAM and on the DC Support Portal.

N\ J

« Test Coordinator Manual
« Accessibility Features & Accommodations Manual



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/DC1167410_DC%20AF&A%20Manual_Webtag.pdf
https://dc.mypearsonsupport.com/resources/manuals/DC1167410_DC%20AF&A%20Manual_Webtag.pdf

Admin Task: Proctor Print Cards

MATH.07.SP.R -demo3

EE - DC Spr 26 Grade 7 Math

S P

Proctor Password

ZWA4PK3

lest Code
‘ DNEB2C

Seal Code 1: 6337 Seal Code 2: 9691
Seql Code 3: 1618 DC Spr 28 Grade 7 Math

Use these credentials to login to this proctor group
A

Proctor cards contain the testing
information that provides each Test
Administrator with the needed
informationtologinto ADAM.

School Test Coordinators will
print cards for Test
Administrators, and those staff
will loginusing the credentials
provided:

« TestCode
e ProctorPassword
« SealCodesforeachsection



Admin Task: Test Administrator Login

(1 ARAM

Login

Password

Login to Proctor
a Test

Schools should bookmark the following URL.:
https://Itr.adamexam.com/#/proctor

This website is where Test Administrators will access the
proctor dashboard.

Test Administrators willbe prompted to enter theirname
before entering the proctor dashboard.

eEnter Proctor Information

Flease Enter Proctor Name

Proctor First Name

Proctor Last Name



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

Admin Task: Student Print Cards

Student print cards are testing tickets, and each provides the
student with the needed secure informationtologinto
TestNav. Navigate in ADAM to Test Management >
Administrations, then use the search field or scroll to find the
Administration card needed, click on the kabob menu next to
Students and click Print Cards.

EE - DC Spr 26 Grade 7 Math g A
m02/04/26 - 06/01/26 ACTIVE
4 5 . PROCTOR

STUDENTS  * GROUPS
Sessions Q, view
|

& Export

Test I 8 Print Cards Organization
DC Spr 26 Grade 7 # Pearson State

Keect a School \

Select the school you will print student admin cards for.

Cancel

A pop-up menu will appear
to selectaschool,andonce
you select aschool you will
be brought to the Print
Cards page

DC CAPE
Cammie Saw
DC Spr 26 Grade 7 Math
lest Code DNEB2C
Last Name Saw

Random ID 6162987545

EE - DC Spr 26 Grade 7 Math
MATH.O7.SPR -demo3




Admin Task: Student Print Card - Accommodation Roster View

OnthePrint Cards

= Proctor Groups: 2 Administration: EE - DC Spr 26 Grade 6 Math
] B8 B @ =} S i Sequential  Stacked = Pages: & -
p a g e yo u WI | | h ave Proctor Group: EE - DC Spr 26 Grade 6 MuthlUnosmgﬂedI
) | seal CodeI: 9384 Seal Code 2: 1615 Seal Code 3: 4260 |
the optionto
C h O O S e t h e p rO Ct O r Administration: EE - DC Spr 26 Grade 6 Math
g rou ps Or togg |e Proctor Group: MATH.08.SP-demo
. TeSt COde PrOCtor POSSWOFd H# Student Last Name Accommodations
On the rOSte r VIeW- ZS PC 7 4T3 E | Lolly Antonoczyk Antonoczyk
M A Q 2 Sherie Cowley Cowley
3 Jordon Dessant Dessant
I SealCodel: 9384 Seal Code 2: 1615 Seal Code 3: 4200 I "- EI Di Antonio Di Antonio
. 7 5. Ines Farnsworth Farnsworth
T h e ro St e r VI eW | I St S 6. Meridel Geharke Geharke
#  Student Last Name Accommodations 7 Sigmund Hexam Hexam
a | | Stu dents a |Ong 1 Etti Billie Billie 8 Starlin Jimson Jimson
2 Cobbie Bowry Bowry 9 Olenolin Juden Juden
= h h = 3 Amie Conyer Conyer Text-to-Speech Text plus Graphics 0 Fanechka Kenington Kenington
Wlt t e I r Transadaptation - Spanish I Abrahan McCullouch McCullouch
. 4. Dave Nurden Nurden 2 Luz Mundall Mundall
a C C O m m O d at I O n S 13 Ebeneser Papierz Papierz
J 14 Neale Rappport Rappport

if they have any.



Admin Task- Student Log|n

o .

District of Columbia

To begin a test you will need to enter a test code

Test Code

TJBGCW

JJ TEST AUDIO & TEST MICROPHONE

X7

o

DC Spr 26 Grade 7 Math

Enter your information before continuing.

Last Name

Onions

Random ID

9238400384

BACK

NEXT

(3

A

Confirm

Click Next when you are ready.

Test

DC Spr 26 Grade 7 Math

Your Name

Doralin Onions

QuUIT

Tologinto TestNav students will need:
- Test Code

« LastName
« RandomID

NEXT

Setup TestNavon a Chromebook



https://dc.mypearsonsupport.com/assets/pdf/TestNav%20-%20NEW%20Chromebook%20Support%20for%20SY%202025-26%20.pdf

Admin Task- Student Log Out

End of Section 1 Qection Exit Warning

Use the Review button above, or the list below, 1o go back and review your answers
When you are done, use the Submit button below to submit your answers. . . . )
You are about to leave this section and will not be able to return once you exit.

Are you sure you want to leave?
Submit >

Unanswered guestions are marked with a dot.

- Exit Test
Yes No

I want to exit this test and finish later.
@ Question 1 @ Question 2 @ Question 3

@ Question 4 © Question 5 © Question &
Guest Save and Return Later
© Question 7
Sign out of TestNav

After the student completes each section of the assigned assessment, they will need to log out
correctly by doing the following:

1. Clickthereview button atinthe top navigation and select “End of Section” ; Click Submit

2. Inthe “Section Exit Warning” pop-up window; Click Yes

3. Inthe topright corner (student name) click the dropdown ; Click “Sign out of TestNav”

4. Inthe “Exit Test” pop-up window; Click Save and Return Later

Note: Inthe Proctor Dashboard the student test status will be ‘Exited’. If this is the end of the test and

they have submitted all sections, it willshow as ‘Submitted’. Alltests will be auto-submitted after the
testing window closes.




Administration Tasks
- During Testing Scenarios



Admin Task - What needs to be done during testing?

/Issues may happen during testing that require LEA/School Test Coordinatoh
and/or Test Administratorsto act. There are a few questions that we will
demonstrate how toresolve.

1. When should a student bereseated?
2. Whatif astudentis absentforasection?

3. Whatif anaccommodation needs to be added orupdated?

Kﬁf. What about make-up proctor groups? /
4 )

Monitor testing for scheduling make-up tests.
Prepare fortechnology scenarios (i.e. reseating, moving to new sections,

moving to new proctor groups)
- _/

-

J

« Test Coordinator Manual
« Test Administrator Manual

- J



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

Admin Task: Status Review

» [Not Started| Student has not logged
into TestNav at all for any section

Test Progress Test Status Section Progress ltern Progress Test Duration Accommodation Code  |Actions ¢ In Progress] The student has logged
@ FRp— None 0% Ansered 258 8 : into TestMNav at least once but has
: not submitted the final section
9 MNOT STARTED Nona More -] . i}
« |Exited: Student has been exited and
© NOTSTARTED Hone Hone 5 will need to be reseated in order to
(] EXITED Section | 70% Answered 007149 B ; continue
o I e None . « Reseated: The student has been
reseated and can now re-enter the test
° B e ) + Submitted The student has submitted
(] RESEAT Section 1 30% Answered 00:00:24 ] ; the final =ection
() NOT STARTED None None « Paused: N/A for DC CAPE
o [ e - . « Needs Attention: N/A for DC CAPE

NOT STARTED MNone Mone B

© Inthe accommodation

column when you hover over
the numbers you will see a
list of the accommodations




Admin Task: When to reseat a student?

What is shown on the proctor dashboard? - Students willneed to be reseated between
sections. Reseatingisrequired when a student exits mid-section orreturns after a break
without submitting.

The studentlogsin and begins Section 1part1; answers some items and will exit the
test due to abathroom break.

9 The student returns. Test Administrator needs toreseat the student in order toresume the
test. Click the kabob menuin the Actions column and click reseat. Confirm you are reseating
the student and allow them to login.

9 The student willneed to be reseated each time they need to resume testing.



Admin Task: Moving Students to Sections Manually

Most students will progress to each section automatically with no manual movement required. If
astudentis absent, the Move to Section allows for the manual selection of which section a
student should launch next when they loginto TestNav.

Forgrades 6,7,ALGI, ALGIl,and GEO, ensure whenreseating and moving students that they are
only being moved to the beginning of a section, not the second part (Calculator) of Section 1.

Note: If you have manually moved a student to a new section, but the studentlogsinto TestNav
anditis not showing the correct section. Follow these steps:

—

L A

Exit the student correctly

Open Move to Section, select Automated Section Movement
Click Save

Open Move to Section again, select desired section.

Click Save

Reseat the Student and allow them to loginto correct section

Move to Section

Students are either moving to the next section

automatically or manually. Choose the section moveme

from the drop-down menu.

nt

through the sections.

Choose a spec

vhen they log into TestMNaw.

. s Fy L . .
fic section - student(s) will start in this sect

= Automated section movement - student(s) move naturally

an




Admin Task: Moving Students to Sections Manually

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

Details

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 adifferent section.

A student willremainin the section they were manually moved to unless one of the above

actionsis taken.

Tesct:

2025 Practice Test - Grade 7 Math

Section Information

Section ID

Sectionlpl

Sectionlp2

Section?

Section3

ar=1

Name

S o

l =)

e LRl - e
Section 2 | Calculator)

=1c

ction1- Part1 [.I‘JC'H Ca '3LI|C:'_3|'::'

ction 1- Part 2 (Calculator)

ction 3 (Calculato

0

Section Type

Linear

Linear

Linear

Linear

Test Start Time:

Feb18th, 4:29:23 pm

Seal Code

24

Test Submitted Time:

Start Time

Felx 18th, 4:30:42 pm

Fel 18th, 4:34:24 pm

Feb 18th, 4:37:00 pm

Mot Started

Test Staotus:

EXITED

Manual Section Move: 4

End/Exited Time
Feb 18th, 4:3414 pm
Feb 18th, 4:3612 pm
Feb 18th, 4:38:39 prn

Mot Started



Admin Task: What if a student is absent for a section?

What is shown on the proctor dashboard? -Student is absent for section 2, moved to
section 3 andreseatedtologintothe test.

1 2 (3

Studentis present

and submits - Present and submits
sectionlpartland » BT SEEen 2 Section 3

sectionlpart 2



Admin Task: Make-up Proctor Groups

For thisdemo LEA, a make-up proctor group is recommended when students miss
sections of tests ormiss the test time/days expected. They may need to move the
studentinto a make-up proctor group. To keep track of these groups, follow the
proctor group naming convention below.

Naming Convention Sample Code

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

Lastname.Firstname Doe.lane

Add Students

€ EE-DC Spr 26 Grade 7 Math: Create Proctor Group
student name... Show additicnal filters

Proctor Group Config o .
3 i ; | ; et o - |2) Students In Proctor Group 1 to 20 (44)

First

Froctor Group Mame Name Last Mame Identifier Organization  Test Status

NOT STARTED

MATH.O07.5P.M -demod

NOT STARTED

NOT STARTED




Admin Task: What about make-up proctor groups?

Whatis shown on the proctordashboard?-Student was absent forsection 2, being
moved to anew proctor group (make-up group) and moved to section 2 and being
reseatedtologintothetest.)

Previously, the
student
completedand
submitted
sectionlpart]
and part 2.

(2

—

The studentwas
absent forsection
2 and will be
moved to a new
proctorgroup to
make-up section 2

©
—)

Studentis
provided a new
Test Code moved
to section 2 and
reseated



Accommodations Hierarchy

« FormTypesinADAM

- Whatisaform?  Regular(un-accommodated)

« Aformistheversion of the test e ELA
assignedto a student

. « Paper-Based Edition
If an accommodation needsto be

changed because of anincorrect * Closed Caption: English
accommodation entry, the student . Textto SpeechTextplus

test status needsto be "Not Graphics

Started”. Once the appropriate ,
accommodationis edited forthe * HumanReader/Human Signer
student, the student should be « Math and Science

rescanned.
« *IfTTSisassignedtheform

type column will read “Regular”
and the Accommodation
columnwillread “Text to
Speech Only orText to Speech
plus graphics”




Accommodations Hierarchy

1. Paper

2. *Transadaptation - Spanish

3. Closed Captioning of Multimedia
4, Text-to-speech (TTS)

5. Human Reader/ Human Signer

*Note: If Transadaptation - Spanish TTS is
needed select both.




Admin Task: What happens if an accommodation is updated?

Whatis shown on the proctor dashboard? Demo of proctor dashboard will display
studentin Not Started status without the accommodation needed, before student login
to the test the accommodation needs to be added to the student profile.

o Section] If the testisin another status
« Teststatus:Not Started (InProgress, Reseat, Exited) -

- Section progress: None (because they have neverloggedin) Al et 2

. submitted to OSSE to update
* Itemprogress: None the accommodation

Test administrator notices the student does not have the correct accommodation.
LEA test coordinator or School test coordinatoris contacted and updates the student profile with
correctaccommodation.

e Studentcannowloginto Not Started test session.




Knowledge Check

A studentwas absent for Section 2 but completed
Sections1and 3. Whatis the correct next step?

A.

Do nothing; the systemwill automatically
reopen Section 2

Reseat the studentinto Section 1within the
original proctor group

Move the student to a make-up proctor group
and move themto Section 2

Submitanincident formto OSSE before taking
any action



Next Steps



Training Schedule

Next Training Meetings:

 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

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 ra 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
nformation 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:

https://forms.office.com/r/7b18KiYK8H

Thankyou all foryour
time, engagement, and
thoughtful contributions.

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


https://forms.office.com/r/7b18KiYK8H

	Slide 1: DC CAPE Training #4 
	Slide 2
	Slide 3: We thank you for the feedback!
	Slide 4: Training Schedule
	Slide 5: Timeline
	Slide 6: Learning Objectives
	Slide 7: Checklist For Testing Administration
	Slide 8
	Slide 9: Why do we need to order materials?
	Slide 10: Order Creation: Order Details
	Slide 11: Order Creation: Order Items
	Slide 12: Order Creation: Confirm Order
	Slide 13: Order: Manage Orders
	Slide 14: Order: Shipment Tracking
	Slide 15: Knowledge Check and Demonstration
	Slide 16
	Slide 17
	Slide 18: Admin Task: Proctor Print Cards
	Slide 19: Admin Task: Test Administrator Login
	Slide 20: Admin Task: Student Print Cards
	Slide 21: Admin Task: Student Print Card - Accommodation Roster View
	Slide 22: Admin Task– Student Log In
	Slide 23: Admin Task– Student Log Out
	Slide 24
	Slide 25: Admin Task – What needs to be done during testing?
	Slide 26: Admin Task: Status Review
	Slide 27: Admin Task: When to reseat a student?
	Slide 28: Admin Task: Moving Students to Sections Manually
	Slide 29: Admin Task: Moving Students to Sections Manually
	Slide 30: Admin Task: What if a student is absent for a section?   
	Slide 31: Admin Task: Make-up Proctor Groups
	Slide 32: Admin Task: What about make-up proctor groups?  
	Slide 33: Accommodations Hierarchy
	Slide 34: Accommodations Hierarchy
	Slide 35: Admin Task: What happens if an accommodation is updated?  
	Slide 36: Knowledge Check
	Slide 37
	Slide 38: Training Schedule
	Slide 39: Support Portal Resources
	Slide 40: Survey and Thank You

