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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 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

Began 1/5

Add Student 
Accommodations 

and Assignment Tags 

Began 1/5

Create Proctor 
Groups

Began 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

Began 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 Ordering Materials
• Managing orders and shipment tracking in ADAM
• Administrative Tasks 
• Demonstration Scenarios 

• Absent for a section
• Make-up groups
• Accommodation change



Checklist For Testing Administration

✓ User import 
✓  Accommodations Import 
✓ Test assignment tagging 
✓ Create proctor group import 
• Submitting orders 
• Monitoring tests in proctor dashboard 
• Considerations for make up testing 
• Post testing activities



Order Materials



Why do we need to order materials?

Any student that requires accommodated materials to complete the 
DC CAPE assessment must have materials orders placed by the LEA in ADAM. 
Ordering materials is a two-step process: 

1. Orders are created by an LEA Test Coordinator or School Test 
Coordinator

2. 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 
placed without a completed ARF will not be approved by OSSE.

• Orderable Items Reference Sheet
• Test Kit 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

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



Order Creation: Order Items

3. Keep the DC CAPE Spring 
2026 Orderable Items 
Reference Sheet and the 
Test Kit Materials List handy
a. You can search for Items 

by number or by 
description

4. Fill in and verify the quantity 
amounts you need

5. Click on Go To Confirm 
Order



Order Creation: Confirm Order

6. Notice the option to 
Edit Details

7. Notice the option Edit 
Items

8. Verify everything is 
correct, and click 
Confirm Order



Order: Manage Orders

To manage orders, go to Orders > Manage Orders. You can search by Order Name, or use the filters 
Organization, Status, and Distributions. 

Statuses
• Waiting for approval: Awaiting approval from OSSE
• Ordered: With Pearson for packing
• Rejected: OSSE has rejected this order. Notes are available for review to resubmit a new, 

corrected order. 
• Canceled: Internal Pearson status



Order: Shipment Tracking

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

Tracking Statuses
• In Progress: Pearson system processing
• Fulfillment: With Pearson for packing
• In Transit: Shipped and enroute
• 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 paper testing 
materials in ADAM?

A. Confirm that the testing window has 
opened

B. Ensure student accommodations are 
correctly enter in ADAM

C. Wait for OSSE to pre-approve the order

D. Create make-up proctor groups



Administration Tasks 
– Before Testing



The STC must complete the following tasks before testing begins:

• Print cards in ADAM for Test Administrators proctoring the assessments

• Print cards in ADAM for Students to log into TestNav

• Review and understand Test Administrator log in process

• Review and understand Student log in and log out process

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

• Test Coordinator Manual
• Accessibility Features & Accommodations Manual

Admin Task – What needs to be done before testing?

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

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

• Test Code

• Proctor Password

• Seal Codes for each section

Proctor cards contain the testing 
information that provides each Test 
Administrator with the needed 
information to log into ADAM. 



Admin Task: Test Administrator Login
Schools should bookmark the following URL:
https://ltr.adamexam.com/#/proctor
This website is where Test Administrators will access the 
proctor dashboard. 

Test Administrators will be prompted to enter their name 
before entering the proctor dashboard.

1

3
2

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 information to log into 
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.

A pop-up menu will appear 
to select a school, and once 
you select a school you will 
be brought to the Print 
Cards page



Admin Task: Student Print Card - Accommodation Roster View

On the Print Cards 
page, you will have 
the option to 
choose the proctor 
groups or toggle 
on the roster view.

The roster view lists 
all students along 
with their 
accommodations, 
if they have any. 



Admin Task– Student Log In

To log into TestNav students will need: 
• Test Code
• Last Name
• Random ID

1 2 3

Setup TestNav on a Chromebook

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


Admin Task– Student Log Out

3

1 2

4

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



Administration Tasks 
– During Testing Scenarios



Admin Task – What needs to be done during testing?
Issues may happen during testing that require LEA/School Test Coordinators 
and/or Test Administrators to act. There are a few questions that we will 
demonstrate how to resolve. 

1. When should a student be reseated?

2. What if a student is absent for a section?

3. What if an accommodation needs to be added or updated?

4. What about make-up proctor groups?

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

• Test Coordinator Manual
• Test Administrator 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/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

In the 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 will need to be reseated between 
sections. Reseating is required when a student exits mid-section or returns after a break 
without submitting.

3

The student logs in and begins Section 1 part 1 ; answers some items and will exit the 
test due to a bathroom break.

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

The student returns. Test Administrator needs to reseat the student  in order to resume the 
test. Click the kabob menu in the Actions column and click reseat. Confirm you are reseating 
the student and allow them to log in. 

2

1



Admin Task: Moving Students to Sections Manually
Most students will progress to each section automatically with no manual movement required. If 
a student is absent, the Move to Section allows for the manual 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 the second part (Calculator) 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



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



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

Present  and submits 
Section 3

3

What is shown on the proctor dashboard? –Student is absent for section 2, moved to 
section 3 and reseated to log in to the test.

21

Student is present 
and submits 
section 1 part 1 and 
section 1 part 2

Absent Section 2



Admin Task: Make-up Proctor Groups

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



Admin Task: What about make-up proctor groups?

3
Previously, the 
student 
completed and 
submitted 
section 1 part 1 
and  part 2. 

What is shown on the proctor dashboard?-Student was absent for section 2, being 
moved to a new proctor group (make-up group) and moved to section 2 and being 
reseated to log in to the test.)

The student was 
absent for section 
2 and will be 
moved to a new 
proctor group to 
make-up section 2

Student is 
provided a new 
Test Code moved 
to section 2 and 
reseated

21



Accommodations Hierarchy

• 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 incorrect 
accommodation entry, the student 
test status needs to be “Not 
Started”. Once the appropriate 
accommodation is edited for the 
student,  the student should be 
rescanned.

• Form Types in ADAM

• Regular (un-accommodated)

• ELA

• Paper-Based Edition

• Closed Caption: English 

• Text to Speech Text plus 
Graphics

• Human Reader/Human Signer

• Math  and Science

• *If TTS is assigned the form 
type column will read “Regular” 
and the Accommodation 
column will read “Text to 
Speech Only or Text 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?

3

Section 1
• Test status : Not Started
• Section progress: None (because they have never logged in)
• Item progress: None

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

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

Student can now log in to Not Started test session. 

2

1 If the test is in another status
(In Progress, Reseat, Exited) –  
an incident form must be 
submitted to OSSE to update 
the accommodation



Knowledge Check

A student was absent for Section 2 but completed 
Sections 1 and 3. What is the correct next step?

A. Do nothing; the system will automatically 
reopen Section 2

B. Reseat the student into Section 1 within the 
original proctor group

C. Move the student to a make-up proctor group 
and move them to Section 2

D. Submit an incident form to 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:
Microsoft bookings link 

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


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/7b18KiYK8H 

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/7b18KiYK8H
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