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Logistics for This Session 

Å Use the Q&A feature to ask a question.  
Å We will answer some questions aloud at specified times during this training session, and 

we will email the Q&A afterwards.

Å Type your questions anytime, but we may not answer them in real time as some questions 
may be covered during the presentation. 

Å Use the thumbs-up icon to ñupvoteò someone elseôs question. 

Å Email student-specific questions to mcas@doe.mass.edu instead of asking here. 

Å This session is being recorded and will be available in about a 
week in the MCAS Resource Center, along with the slides.
Å Slides were also emailed out beforehand, and are being posted in the chat. 

Å Closed captioning has been enabled for participants who need it. 

mailto:mcas@doe.mass.edu
http://mcas.pearsonsupport.com/training/
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Todayôs Agenda

1. Timeline of Tasks to Complete in PearsonAccess Next

2. Tasks to Complete before Testing
Å Creating Human Read-Aloud/Human Signer Sessions

Å Verifying Accessibility Features and Accommodations

3. Updating Accommodations in PAN 
Å Before and after a Student Signs in

4. Web Extensions

5. Resources, Support, and Next Steps

6. Live ñSandbox Timeò
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Goals for Todayôs Session 

Å Different trainings for 2023 to provide support on 
PearsonAccess Next (PAN) in areas that generated the 
most questions
Å Accessibility and accommodations

Å Note: there are no significant changes to the topics that we will 
be covering today for spring 2023

Å Sessions separated out for tasks before, during, and after 
testing (three sessions this year instead of two)

Å Live ñsandbox timeò at the end of the session to ask for 
additional PAN demonstrations or support 
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Computer-Based Testing (CBT) Components

PearsonAccess Next (PAN) 
Online test management system for principals, test coordinators, and technology 
coordinators to manage user accounts, student registration, and computer-based test 
sessions.  

PAN Session
A group of students in PAN who will be taking the same test together. Each PAN Session is 
grade and subject specific. 

TestNav8 (TN8)
Online testing platform used by students to take the computer-based MCAS assessments

For more information, view the recording of the ñIntroduction to MCAS CBT for 
New Staffò training session from Fall 2022. 

http://mcas.pearsonsupport.com/training/


7

Frequent Questions from Prior Years

ÅText-to-speech (TTS) was not assigned correctly. How do 
we correct this?

ÅWeb extensions were not assigned correctly. How do we 
correct this?

ÅHow do we know a student has a paper-based test?
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1. Timeline of Tasks in 
PearsonAccess Next
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Timeline of Tasks in PAN to Complete Before
Testing for Principals/Test Coordinators

Now

Continue to update 
student info in PAN 

(SR/PNP)

Conduct Preliminary 
System Test/Infr. Trial

Enrollment Transfer Work 
Requests (as needed)

See recommended dates for 
Infrastructure Trial

2 weeks 
before testing

Create PAN Sessions 
and add students

Verify 
accommodations in 

PAN

Recommended: principals/test 
coordinators, but can also be done by  
Å District or School Test Coordinator
Å Tech Coordinator

Up to 2 days 
before testing

Prepare PAN 
Sessions

Print testing 
tickets 

Recommended: 
Principals/test coordinators, 

but all PAN users have 
access to do these tasks. 

http://www.doe.mass.edu/mcas/cal.html
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Timeline of Tasks in PAN to Complete During
Testing for Principals/Test Coordinators

1 day before 
testing

Start PAN Sessions

Recommended: Principals/test 
coordinators, but all PAN users 

have access to do this. 

Test Day

Unlock PAN Sessions

Distribute testing 
tickets to Test 
Administrators

Recommended: test administrators unlock 
PAN Sessions, but all PAN users have 
access to do this. 

During 
Testing

Resolve incorrect 
accommodations

Manage makeup 
testing

Void tests as needed

These tasks should be 
completed by principals/test 

coordinators. 
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Timeline of Tasks for in PAN to Complete After
Testing for Principals/Test Coordinators

After Testing
Mark tests complete

Fill in Not Tested codes

Void tests

Stop PAN Sessions

Recommended: principals/test coordinators stop PAN Sessions, but all PAN 
users have access to this. The other tasks should be completed by 

principals/test coordinators. 
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Timeline of Tasks in PAN to Complete Before 
and During Testing for Test Administrators

Up to 2 days 
before testing

Verify that students 
have the correct test 

forms, including 
accommodations

Note that this should be 
done after Sessions have 

been prepared. 

1 day before 
testing

Start PAN Sessions 

Recommended: 
Principals/test coordinators, 

but all PAN users have 
access to do this. 

Test Day
Unlock PAN Sessions

Distribute testing tickets 
to students

Monitor students in PAN

Resume students who 
exit TestNav 

unexpectedly

Recommended: Test 
administrators unlock PAN 

Sessions, but all PAN users 
have access to do this. 
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2. Tasks to Complete before 
Testing
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Pre-Administration Checklist for Administering 
Accommodations
ÅTest Coordinators: 

o Verify that students with human read-aloud and human signer are 
assigned to separate PAN Sessions.

o Verify that student accommodations have been assigned correctly 
by reviewing the PNP report in PAN. 

ÅTest Administrators: 
o Review Students in Sessions page to verify student 

accommodations.

o Ensure that students with Human Read-Aloud or Human Signer 
are given the student testing ticket, not proctor testing ticket. 
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Poll Question

If I select the Human Read-Aloud accommodation on the 
SR/PNP prior to import, will PAN automatically create the Human 
Read-Aloud Session?

A. Yes

B. No

C.I donôt know. 
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Creating Human Read-Aloud and Human Signer 
Sessions
ÅStudents with the Human Read-Aloud or Human Signer accommodation will 

need to be assigned to separate PAN Sessions with no more than 5 
students (a proctor testing ticket will not be created without these steps).

ÅUse the user interface to create these separate PAN Sessions.

ÅThis process assigns the students in this Session the same test form and 
assigns a proctor testing ticket for the test administrator to access a test to 
read or sign from their own device.

ÅNOTE: Any responses entered using the proctor testing ticket 
will not be saved. Test administrators need to make sure that students 
use their own (student) testing tickets.

ÅReview the module for Creating Sessions on the MCAS Resource Center.

http://mcas.pearsonsupport.com/training/
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Demonstration

ÅCreating Human Read-Aloud and Human Signer Sessions

ÅAccessing Proctor Testing Tickets and Student Testing Tickets

ÅAccessing the PNP report
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Creating Human Read-Aloud and Human Signer 
Sessions

ÅTesting > Sessions > select your 
Session(s), then go to Select 
Tasks, Create/Edit Sessions > 
Start

ÅMake sure your Session is 
selected on the left side of the 
screen, scroll down and check the 
Proctor Reads Aloud box, and 
then select either Human Read-
Aloud or Human Signer in the 
Form Group Type drop-down. 
Click Save.
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Proctor Testing Tickets

* We suggest printing this ticket out on different colored paper or 

highlighting the ticket to ensure only the Test Administrator uses this 

ticket.
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Student Testing Tickets for Human Read-Aloud, 
Human Signer, TTS
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Verify Accessibility Features and 
Accommodations: Accessing the PNP Report
ÅBefore preparing PAN Sessions, verify studentsô 

accommodations:
ÅGo to Reports > Operational Reports > Students and Registrations 

> PNP Report

ÅPreparing PAN Sessions is completed up to 2 days prior to testing. 

ÅDistrict test coordinators, school test coordinators, and technology 
coordinators can access this report in PAN. Test administrators do not 
have access to the report. 

ÅAfter the Sessions are prepared, you can view the Students in 
Sessions page to see accommodated forms listed next to 
studentsô names.  
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Accessing the PNP Report in PAN
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PNP Report
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Verify Studentsô Accommodated Forms Prior to 
Testing (After Sessions Are Prepared)
ÅView the Students in Sessions page to see accommodated forms 
listed next to studentsô names.

ÅIf an accommodated form is not listed (or if the wrong form is listed), 
follow the steps beginning on slide 29 to update the accommodation 
prior to preparing the Session. 

Note: A Spanish bilingual edition is only 

available for the grade 10 Mathematics, 

high school Biology, and high school 

Introductory Physics tests.
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Questions and Answers
Use the ñQ&Aò feature to ask 
questions. 



26

3. Updating Accommodations in 
PAN
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Updating Accommodations in PAN

ÅAfter reviewing the PNP report, you may discover you need to 
update accessibility features or accommodations for certain 
students. 

ÅThese updates should be made before preparing Sessions 
through the PAN user interface. 

o If you need to update accommodations for a large number of students, 
contact the MCAS Service Center. 

ÅNote: If an error is discovered after a PAN Session has been 
prepared, update the accommodations following steps beginning 
on slide 33.
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Demonstrations 

ÅUpdating Accommodations in the User Interface
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Step-by-Step Procedures to Update 
Accommodations in PAN (Before a PAN Session 
is Prepared)

ÅFrom the Setup drop-down, select Students. 

ÅSearch by last name or SASID. 

ÅClick the checkboxnext to the studentôs name. 

ÅFrom the Select Tasks drop-down, select Manage Student 
Tests. Click Start. Click the content area test on the left side.  

ÅAdd or remove the check from the box next to each 
accommodation as needed.

ÅClick Save. 
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Steps to Update Accommodations in User 
Interface (Before a PAN Session Is Prepared)
Manage Student Tests Display Screen
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Next-Generation High School PBT Tests in PAN

ÅFor the paper-based (PBT) editions of all high school tests, each test 
session has its own screen in PAN in Manage Student Tests. Each 
test session should be updated individually by clicking on each on the 
left side of the page.


