MCAS Infrastructure Trial
Readiness Guide

ELEMENTARY AND SECONDARY

EDUCATION

2017 Spring Grades 3-8 ELA and Mathematics
Administration

MCAS Infrastructure Trial Readiness Guide — Spring 2017 1



/" ELEMENTARY AND SECONDARY

EDUCATION

Document Revisions
Revision Date Version Description
2/17/2017 [ 1.0 | Initial Version

contact the Department’s Student Assessment Services with policy questions:
Telephone: 781-338-3625
Email: mcas@doe.mass.edu
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Email: mcas@measuredprogress.org
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Glossary of Important Terms

PearsonAccess"™™ is the online test management system for principals, test coordinators, and
technology coordinators to manage user accounts, manage student registration, assign student
tests, and set up MCAS computer-based testing sessions. PearsonAccess"" is a secure site and can
be found at http://mcas.pearsonaccessnext.com.

The PearsonAccess" Training site is an online portal that provides an opportunity to practice Test
Administrator and Technology Coordinator tasks. This is the site that will also be used to run the
Infrastructure trial in preparation for testing. The Training site is also a secure site that requires a
username and password and is available at http://trng-mcas.pearsonaccessnext.com/.

Proctor Caching software is available to all MCAS schools and is strongly recommended for all online
testing. Precaching is the process of loading or “caching” test content to a designated proctor caching
computer located at the school or district. Student devices will then pull test content directly from the
caching computer rather than Pearson servers. This greatly reduces the strain on the school’s network and
provides a more seamless testing experience for students in the event of internet disruptions. Proctor
caching software can be installed on a desktop computer. Minimum requirements and direct download can
be found at http://mcas.pearsonsupport.com/technology-setup/. Note: Proctor Caching software
only needs to be downloaded on the precaching computer and does not need to be installed on
student devices.

TestNav is the online testing platform used by students to take the computer-based MCAS
assessments. Additional information regarding technology requirements and setup instructions can
be found in the TestNav 8 User Guide at http://mcas.pearsonsupport.com/ technology-setup/.
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About This Guide

This guide is intended to provide a comprehensive list of tasks involved in conducting an Infrastructure

Trial.

Section \ To be used by

1.0 Implementing an Infrastructure Trial
This section will provide instructions and information on contacting MCAS
Support with questions or technical issues.

District Test
Coordinator
Principal or School
Test Coordinator

2.0 PearsonAccess™ Training Site

and provides instructions on configuring the Infrastructure Trial
Environment.

This section discusses the MCAS PearsonAccess"* Training site. o ol b
3.0 Technology Set Up
This section covers all of the technology aspects of the Infrastructure Trial, | , Technology

Coordinator

4.0 Creating Sample Students
This section describes how to create sample students in the
PearsonAccess"* Training site for an Infrastructure Trial.

District Test
Coordinator
Principal or School
Test Coordinator

5.0 Setting Up a Test Session

This section provides all the necessary information and steps for setting
up sessions for an Infrastructure Trial and managing student assignments
for sessions.

District Test
Coordinator
Principal or School
Test Coordinator

6.0 Conducting a Test Session

This section provides all the necessary information and steps for
conducting an Infrastructure Trial including printing Student Testing
Tickets and instructions about starting, monitoring, and stopping sessions
in the MCAS PearsonAccess"™ Training site.

Principal or School
Test Coordinator
Test Administrator

7.0 Follow-Up
This section includes instructions for providing your District Test

Coordinator feedback regarding the Infrastructure Trial.

All Users
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Infrastructure Trial Overview

What is an Infrastructure Trial?

An Infrastructure Trial is an opportunity for districts, schools and students to prepare for computer-based
MCAS testing by simulating test-day network utilization. This trial will help to confirm that all testing devices
are properly configured, that school and district networks can handle online testing, and ensure that all staff
members are familiar with their role in administering an online assessment. This trial is also an opportunity
to introduce students to TestNav8 and practice using the online interface. Unlike a live assessment, this trial
will not use real student information. Instead you will create sample students in the PearsonAccess™*
training site. All other steps will follow operational testing procedures and can be used to familiarize staff
with the site.

Please Note: Students taking the Infrastructure Trial will not receive a score at the end of testing. Students
can take a scored practice test on the MCAS Resource Center.

The Infrastructure Trial confirms that:
e TestNav is configured correctly
e Devices can successfully run TestNav
e Network can bear the full load
e Participating staff know what to do during an MCAS computer-based assessment
e Students are familiar with the computer-based tools and format

How long does an Infrastructure Trial take?

Depending on the size of your school or district, it may take 1-2 weeks for setup prior to running the
infrastructure. This time includes training staff, creating sample students, creating sessions, and configuring
your network. Once the setup work is complete, the Infrastructure Trial should take approximately 60
minutes to administer.

Why Administer an Infrastructure Trial?

Conducting an Infrastructure Trial provides the school with a scheduled opportunity to practice
administering a test in a low-stakes environment that can help identify possible problems and avoid delays
during operational administration of the MCAS assessments. Running the trial will help identify gaps in
communication, technology, and training that will need to be addressed prior to live testing.

Who should be involved?
All staff members that will be involved in live testing should be involved in the Infrastructure Trial.
This may include:

e District Test Coordinators

e Principal or School Test Coordinators

e Test Administrators

e Technology Coordinators

e Students

When should | conduct an Infrastructure Trial?

You should plan to conduct an Infrastructure Trial after you have confirmed site and staff readiness, but
before the start of your testing window. The Department recommends this take place at least a month before
testing.
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Where do | start?

The Infrastructure Trial is conducted using the PearsonAccess" Training site at trng-
mcas.pearsonaccessnext.com. You should first check with your District Test Coordinator to see if the
Infrastructure Trial will be performed at the school or district level. Next, you will need to ensure that all
staff members participating in the Infrastructure Trial have received user accounts for the training site
and have the appropriate roles. To find a user in PearsonAccess™™*, select Users under the Setup
dropdown. Here you can either search by last name, or select the Show All button located next to the
search button. To see a user’s assigned role, click on the € icon and select the Roles tab. Refer to the
User Role Matrix and the Guide to Importing Users into PearsonAccess Next on the Department's Test
Administration Resources page for more information about creating users and assigning roles.

All instructions required to run an Infrastructure Trial are included in this guide. Additional
resources, which include Pearson’s general guides for TestNav and Proctor Caching, are
available at http://mcas.pearsonsupport.com/technology-setup/
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1.0 Implementing an Infrastructure Trial

Tasks in this section will be performed by:

District Test Coordinator | Principal or School Test Coordinator

1.1 Create a Communication Plan

A key best practice for a successful computer-based testing experience is developing a communication
plan for all staff that have a role in administering computer-based tests. If you are a District Test
Coordinator, you need to make sure that you establish communication with your technology staff early,
before testing is scheduled, as well as during the testing window.

Develop a communication plan that contains the following elements:

Contact information for district or school technology staff so you can reach them during testing
MCAS Service Center contact information (800-737-5103 or mcas@measuredprogress.org)

Note: To insure that technical issues get resolved as quickly as possible, it is recommended that the
Technology Coordinator calls the MCAS Service Center when issues arise.

1.2 Scheduling the Infrastructure Trial

To ensure a successful Infrastructure Trial, your plan should include the following activities:

Consult with the Technology Coordinator and confirm that all the student testing devices meet
the requirements needed to participate in the Infrastructure Trial.

Designate appropriate testing locations.

Have technology staff perform a Preliminary System Test.

Train all staff involved in the Infrastructure Trial.

Identify all students who will participate in the Infrastructure Trial. A trial can be conducted
with any number of students, but it is recommend that you select the maximum number of
students you expect to be testing at the same time so that your trial approximates the
actual anticipated load on your network.

Assign students and testing locations to Test Administrators.

Have students practice TestNav 8 navigation and tools by using the tutorial found at
http://mcas.pearsonsupport.com/tutorial/.

Once test sessions are created and the technology set-up is completed, schools will need approximately
60 minutes to administer the Infrastructure Trial per class/group of students.
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2.0 PearsonAccess"* Training Site

Tasks in this section will be performed by:

All Users

The MCAS PearsonAccess"™ training site will be used to set up and administer the Infrastructure Trial.
The MCAS training site will be used to create sample students, create online test sessions, setup proctor
caching configurations, and monitor student test progress.

2.1 Login to the PearsonAccess™*! Training Site

To facilitate quick access to the Training Site, the Department created user accounts, for school and district
test coordinators, principals, and technology coordinators in each organization. New accounts were
based on user information as of late January, 2017, in the PearsonAccess Next operational site. If
needed, additional accounts can be created using the Guide to Importing Users into PearsonAccess Next,
available on the Department's Test Administration Resources page.

Log in for the first time
After you receive the email containing your username, complete the following steps:
Click on the link within the email.
Create a password; you will be prompted to enter it twice, and then click Set Password.
Click OK.
To return to the training site, go to http://trng-mcas.pearsonaccessnext.com.
Click Sign In and enter your username and password.
Read the Privacy Policy and Terms and Conditions of Use, then click Accept.

ounkwnNeE

Note: Users that have access to the production site will also need access to the Training
Center. User accounts between the two sites must be managed by district and school
staff.

To reset your password (if needed)
1. Goto http://trng-mcas.pearsonaccessnext.com
2. Click the Forgot Password link.
3. Enteryour username (which is typically your email address) and then click Request Password Reset.

Locked Accounts
You have only five chances to enter the correct username (which is your email address) and password

on the login screen. If the fifth attempt is unsuccessful, your account will be locked. If locked, use the
Forgot Password option on the home screen.

For additional information regarding PearsonAccess"" including how to create user
accounts, please refer to the PearsonAccess™* User Guide located on the MICAS
Resource Center at http://mcas.pearsonsupport.com/technology-setup/
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3.0 Technology Setup

Tasks in this section will be performed by:

Technology Coordinators

This section covers all of the technology aspects of the Infrastructure Trial and provides instructions on
configuring the Infrastructure Trial environment.

3.1 Setting Up for an Infrastructure Trial

Prior to beginning the Infrastructure Trial, district and school technology staff will need to coordinate
roles and responsibilities for preparing schools to conduct the trial.

1. Configure Internet firewalls, content filters, and spam filters.
Internet firewalls, content filters, or spam filters must be configured to allow access to the Pearson
domain. Verify content filter/firewalls and allow the appropriate sites, including:

* testnav.com:80

* testnav.com:443

* pearsontestcontent.com

* usertrust.com

* comodoca.com

* thawte.com

* google-analytics.com (recommended, but not required)
Set browsers to allow pop-ups

Allow local file access to home directory

Next, configure the common applications listed below NOT to launch on any student test taking devices
during testing sessions:

Anti-virus software performing automatic updates

Power management software on laptops warning of low battery levels
Screen savers and sleep mode

Email with auto message notification

Calendar applications with notifications, such as Google Calendar
Pop-up blockers

Set automatic updates (iTunes)

Windows Accelerator

Microsoft OSX Three finger tap gesture on MacBook

For additional details on firewall and content filter instructions by device, see the Full
Technology Specifications at http://mcas.pearsonsupport.com/technology-setup/

MCAS Infrastructure Trial Readiness Guide — Spring 2017
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2. Download TestNav Desktop Apps

If you plan to use iPads, Chromebooks, or Androids for the test administration, you will need to
download a device-specific TestNav application to run MCAS assessments. The TestNav apps are
available through the Apple Store, the Google Chrome Web Store and Google Play. These can also
be found at http://mcas.pearsonsupport.com/technology-setup/.

For testing environments that use these devices, the Infrastructure Trial can be conducted using the
secure TestNav app. Instructions on setting up and managing iPad, Chromebook, and Android
devices are availableat https://support.assessment.pearson.com/x/HgACAQ.

For Windows, Mac OS X and Linux operating systems, a desktop app has also been developed and
should be used in almost all cases. Firefox ESR 45 (32-bit) is the only browser that will be supported
for the Infrastructure Trial or for live testing. Because of this limitation, the Department strongly
recommends the TestNav app for all users. Details regarding the TestNav desktop app can be
found at http://download.testnav.com. If a student is testing using a Screen Reader or other
Assistive Technology, Firefox must be used.

3. Security
For MCAS online testing, eligible devices must be able to operate in a “lock down” state to
temporarily disable features and applications that could present a security risk.

Schools can test the security lock down settings following these steps:

a. Ifusing the Installable TestNav Desktop app, open TestNav and navigate to the
Massachusetts sign in page, then click the user icon in the top right and choose “App Check”
from the menu.

* Asuccess message should display within a few seconds.

¢ Ifanerror message is received please review the device setup instructions for Installable
TestNav at
https://support.assessment.pearson.com/x/HgACAQ or contact the MCAS Support Center.

b. |If using browser-based TestNav, navigate to https://ma.testnav.com, then sign in to
TestNav on a student-testing device with the following credentials.

e Username = username
e Password = password
e Asecure form with one item should load successfully.

e Ifthe form does not launch or an error is received, please review the setup instructions for
browser-based TestNav at https://support.assessment.pearson.com/x/HgACAQ or contact
the MCAS Service Center.

4. Download and Install Proctor Caching Software
Although it is not required, the Department strongly recommends installing and using Proctor
Caching software to locally deliver test content to online testing. Proctor Caching software is loaded
by the school or district to a designated computer (not testing device), which acts as a local server
to deliver test content to student devices.

Most desktop computers can serve as the proctor caching device. Minimum requirements can be
found at http://mcas.pearsonsupport.com/technology-setup/.
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The newest version of the ProctorCache software can always be found at the MCAS Support Page
http://mcas.pearsonsupport.com/technology-setup/ (under the TestNav8 Downloads page). A user guide is
also available in the same location to describe installation and use of proctor caching.
ProctorCache software is free for all users.

Once installed, the proctor caching software provides access to a diagnostic monitoring web page
which allows school personnel (if caching at the school level) and district personnel (if caching
at the district level) to view the status of cached content and to monitor caching connections from
testing workstations.

Locate the proctor caching computer's IP address, type http://<IP address>:4480 in your
browser, and hit Enter to view the proctor caching interface. You will see three tabs: Tests,
Clients and Help. Select the Tests tab for information about test content and caching status.
Select the Clients tab to monitor client connectivity.

TEs TN A V. ProctorCache Tests Clients settings @ Help

5. Configure TestNav for Precaching Content
The TestNav8 Configuration will notify TestNav where to access test content from the precaching
machine during the testing window. During setup/configuration, you may also change the
default save location for encrypted backup files for TestNav.

To configure TestNav, select TestNav Configurations from the Setup menu on the
PearsonAccess"* homepage.

Training PearsonAccess"®* Massachusetts > 2016 - 2017 > Spring 2017 MCAS Gr. 3-8 ~

# ™ = e
Home Testing Reports Support

Import / Export Data

Students

Classes

Organizations TESTING
Users

Orders & Shipment Tracking

TestMav Configurations .
Select an action =
Precache By Test
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To create a TestNav configuration for your organization, click on the Create/Edit Configurations from
the Select Tasks dropdown; click Start to launch the configuration.

3 & ~ = (7]
Home Sefup Testing Reports Support

TestNav Configurations

= Tasks 1 Selected

Select Tasks -

Bl Create / Edit TestNav Configurations

[[] Delete TestNav Configurations

[ Import/Export TestNav Configurations

You will then need to follow these steps:
1. Complete Details Fields
a. Enter aConfiguration Name.
b. Select the school/organization which will use this configuration from the Organizations
drop-down menu.

Create / Edit Configurations

1 Create / Edit Configurations [ +]
Configurations (0) Details
Configuration Mame*
Create Configurations |
Organizations®

2.Default Precaching Computer Configuration
a. Fillin the following fields:

e Computer Name for the proctor caching machine.

e Internal network IP address of the proctor caching machine

e Port number for the proctor caching machine (4480 for Pearson supplied
ProctorCache software)

e [f you will be using a non-Pearson supplied caching solution, you will need to
uncheck the box next to “Uses Pearson Precaching Software” and make sure
you're using the correct port for the non-Pearson caching solution.

e Next, you will set the Response File Backup Locations for the

MCAS Infrastructure Trial Readiness Guide — Spring 2017 13
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students’ encrypted backup files for Windows, Mac, or Linux
workstations. Options to use an SFTP file backup location for mobile
devices is also available. Youmay use the Pearson default locations
(i.e., the Pearson folder in the user’'s home directory). When possible,
the Department recommends that a secondary save location be
designated.

e C(lick Create to complete the configuration. The Success green
status message will appear, acknowledging that your configuration
has been added.

Tasks for Procter Caching

CONFIGLRATIONS (0) oETALS

New Cache Configuration n

Cothguraton Name

epailateny

Default Precaching Compiter

Computes Hame Response File Baciup Locations

» Asdrens

Winosws. Premary Locaton O

Windows, Secondary Lecanen O

MAS, Primary Location O

MAZ, Seccndary Lecanon O

Marod, Chromed s anag 108 Seconsary Locanon O

Ungx, Prmary Locancn O

Linux, Seconsary Locason O

3. From the Create/Edit Configurations screen you can edit configuration name, add additional
organizations, edit settings and add proctor caching computers to the configuration. Click Save
when finished updating information. Click the Exit Tasks button to return to TestNav
Configurations screen.

MCAS Infrastructure Trial Readiness Guide — Spring 2017
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Precaching Content
The simplest way for Technology Coordinators to precache test content is to use the Precache By
Test function in PearsonAccess™*.

1. Under Setup, select Precache By Test

Training PearsonAccess"®* Massachusetts > 2016 - 2017 > Spring 2017 MCAS Gr. 3

& — (2]
Testing Reports Support

Import / Export Data
Students

Organizations

Users TESTING

TestNav Configurations

Precache By Test

Select an action hd Select an action hd

2. Next select one or more tests to cache and the precache servers you are using. Click Precache.

Precache By Test

Brganization Teat (select one of more) Precathe Servers (select one)

| MCAS (15387456 Grade 10 ELA | Fogh School Litrary (Pearson supplied) © | Precacne |
Gracde 11 ELA

¥ Grace 3 ELA
Grade I Mathematics
Grage 4 ELA
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3. A confirmation message will open to confirm the computer to which you are precaching test

content. Click Precache.

The designated precaching computer (HS Library at 192.168.100.14:4480) is running Pearson-supplied
precaching software, so this is being used to cache the test content.

Number of forms: 99
Total number of content elements: 16958
Size: 348,832 KB

Click below to start the caching process

Precache

Note: This window will automatically close 30 seconds after the caching process begins.

4. A new window with the proctor caching diagnostic screen will open with the status.

Tes TN A Y. ProctorCache Tests Cllents

8 He

Tests Test By oo N oo |

Grade 4 CLASLIReracy Grade 4 ELAREpracy - LEELDHTORG L0000 BOK w Jar 13, J0LG
Grade 4 ELASLiferacy arade 4 ELALEsraCy LGEL DS TERRIR10100 oK it Jan 13, 3016
Grado 4 ELASLiforasy fazade 4 ELAGRARmacy - LGELR4FTALSISEGI0N BOK 43

Grade 4 ELASLtgrasy Grada 4 ELAAReraey - LEELOSFTAERI0 0100 $0K

Grade 4 ELASLilerasy Geade 4 ELAN Rergey - LEELOSFTOEDL 010300 $oK i3

Grade 4 ELASLileracy Geade 4 ELAN pergey = LEELDaFTAEDT S 3300 BoK &0 Sar 15, DO1E

15:07 aM
18:03 AM
18:03 AM
18:03 AM
18:08 AM

13:03 AM

For more information on how to precache test content, reference the TestNav User
guide at http://mcas.pearsonsupport.com/technology-setup/

MCAS Infrastructure Trial Readiness Guide — Spring 2017
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3.2 Preliminary System Test

Prior to students taking part in the Infrastructure Trial, the Technology Coordinator should
perform a Preliminary System Test. The Preliminary System Test is an informal, small-scale
Infrastructure Trial that is recommended to help ensure systems are set up and in place before
students participate. Technology Coordinators should work with the Principal or School Test
Coordinators to follow the steps in Sections 4.0 and 5.0 to create sample students and a test
session. Then, technology staff will log into several student devices to confirm that they are able
to connect to the precaching computer.

3.3 Conducting an Infrastructure Trial

The following section describes the roles and responsibilities of the Technology Coordinator during
the Infrastructure Trial.

1. Ensure proctor caching software is running.
Locate the proctor caching computer's IP address and, in your browser, type http://<IP address>:4480
and hit Enter to view the proctor caching interface. You will see four tabs: Tests, Clients, Settings,
and Help. Select the Tests tab for information about test content and caching status. Select the Clients
tab to monitor client connectivity.

2. Monitor network performance for slowdowns or ISP bandwidth usage.
a. If testing devices are using a wireless connection, monitor the connections and verify that
access point placement is sufficient for online testing.
b. Provide technology support as needed to Principal or School Test Coordinators and Test
Administrators.

3.4 After Conducting the Infrastructure Trial

The following section describes the roles and responsibilities of the technology staff after conducting the
Infrastructure Trial.

1. Purge cached test content.
Purging test content is recommended, but not required. If content is not purged, it will show in the
proctor caching interface in the next online administration.

In your browser, type http://<IP address>:4480 and hit Enter to view the proctor caching interface.
From the Tests tab select the content to purge. To delete, reload or refresh test content, a password
is required. The default password is t35t1n6.

TES TN A V. ProctorCache Tests Clents  Settings @ Help

Tests SR

2. Conduct follow up on any identified issues.

Following the Infrastructure Trial, there may be things that require technical follow up and resolution
prior to the test administration. Feedback from staff and students regarding TestNav performance, device
connectivity, network performance, and access point placement, should be used to conduct follow up
activities with the Infrastructure Trial team.

MCAS Infrastructure Trial Readiness Guide — Spring 2017
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4.0 Generate Sample Students

Tasks in this section will be performed by:
District Test Coordinator | Principal School Test Coordinator

To reduce setup time for the Infrastructure Trial, real student data should not be used. Instead, the
training site provides a simple means of creating sample students that can be used. These sample
students must be set up prior to running the Infrastructure Trial.

4.1 Generate Sample Students

Sample students must be created within the training site in order to administer an Infrastructure
Trial. The number of sample students to be created should be based on the maximum number of testing
devices that will be used concurrently during testing. Create at least 10% additional sample students
so you will have extra student testing tickets in the event of any login complications. Each ticket is valid
for one login attempt, unless the student is resumed in PearsonAccess"™*.,

Note: This feature only exists in the MCAS Training site.
To create sample students in the Training Site:

1. Login to the MCAS Training site at http://trng-mcas.pearsonaccessnext.com.
2. Verify the correct Administration is selected on the top right hand corner of PearsonAccess"*

Training PearsonAccessext M  Massachusefls > 2016 - 2017 > Spring 2017 MCAS Gr. 3-8 ~  MCAS (15987456) ~ & ~

@& & ~ = (2] 2016 - 2017~
Home Setup  Testing Reports Support
February 2017 MCAS Biology

Spring 2017 MCAS Gr. 3-8

SETUP TESTING REPORTS

Select an action = Select an action = Select an action =

3. Click the Setup dropdown and select Students

Training PearsonAccess™xt W Massachusells > 2016 - 2017 > Spring 2017 MCAS Gr. 3-8 ~

[ =
Testing  Reports  Support

Import / Export Data

Students

Organizations

Users TESTING

TestNav Configurations

Precache By Test

Select an action Select an action
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4. Select Generate Sample Students from the Select Tasks Dropdown and click Start.

Training PearsonAccess™*t

® & ~ = o
Home Setup Testing Reports Suppaort

Students

= Tasks 1 Selected

Select Tasks

_| Create / Edit Students

_| Reqgistration B
ring 2017 MCAS Gr. 3-8 ~

[ Enroll Students

[ Register Students '

[ Manage Student Tests

[l Delete Students

= 2ar Hide No Results
l¢/ Generate Sample Students

SASID 0 SASID* First Name*

5. Populate the Sample Student fields

a. Organization: Select your school/organization

b. Group: Select Create New Group and enter a group name that includes the grade,
subject and, if necessary, location. This will be used later to add students to a session.
Student Grade: Select the grade the students are currently in.
Test: Select the appropriate test from the dropdown.
Test Format: Select Online
Number of Students: Number of students to be added to the Group. It is
recommended that you create at least 10% more students than needed in case you
need extra logins.

Training PearsonAccess™*t

S o a0

Tasks for Students

Generate Sample Students

Generate Sample Students

Organization*

E=i—

Use Existing Group
New Group Name

Student Grade*

Test’

CER—

Test Format*

Number of Students*

Between 1 and 99
“Required

6. Click the Generate button
7. Repeat steps 1-6 for every group of sample students to be created.
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5.0 Creating a Test Session

Tasks in this section will be performed by:

District Test Coordinator | Principal or School Test Coordinator

5.1 Create a Sample Test Session

After sample students have been created, the District, Principal or School Test Coordinator will need to
create online test sessions. It is strongly recommended to have a unique test session for each testing
group/lab/class that will be testing. It is also recommended that the name of the session contain the
time (period), location and name of the Test Administrator. Test sessions are grade and subject specific,
they cannot contain more than the one designated test.

To create a sample test session:
1. Inthe training site, go to the Testing tab and click Sessions.

Training PearsonAccess™!

w & = (7]
Home Setup Reports Support

Student Tests
Rejected Student Tests

SEessions

Students in Sessions

2. From the Select Tasks drop-down menu select Create/Edit Sessions and click Start.

Training PearsonAccess™x*t

@ E+3 ~ = (2]
Home Setup Testing Reports Support

SesSIONS o to Students in Sessions »
= Tasks 1 Selected

Select Tasks

[ Create [ Edit Sessions

[CJ Precaching Test Content ‘

[l Delete Sessions

(] Add/Remove Students in Sessions '

Show Students in Sessions & Control Sessions
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3. Complete the test session details by entering the Session Name and selecting the Organization
from the drop-down menu.

4. Next, complete the Test & Form section. Select Test Assigned and choose the appropriate practice
test from the drop-down.

DETAILS

New Session

Session Name* Organization®

ON NAME TEST SCHOOL 1(1234... = |*

Test & Form Scheduling
Test Assigned” Scheduled Start Date”
Test N &
Proctor Reads Aloud Scheduled Start Time
Form Group Type* 01:00 AM EST ©

Add v

Lab Location

Use Custom TestNav Settings

Precaching Computer*

Add v
A pre-caching computer is required when there is one or more available.

Find by Name or ID in TEST SCHOOL 1 (12340021) ~
Students

Add students to session

5. Set Form Group Type to Standard.

6. Select the Precaching Computer from the drop-down menu. If there are no options in the
dropdown, see section 3.4 Configure TestNav of this guide to create the configuration.

7. Enter Scheduled Start Date and Scheduled Start time. Please note that these are used for
planning purposes and will not restrict you from testing outside of the selected date and time.

8. Under Students you can click in the box to add individual students, or add previously created

Groups by changing the blue dropdown to the Group option
9. Click Create

Find by Group in TEST SCHOOL 1 (12340021) ~

‘ 4TH GRADE ELA - TEST SCHOOL 1 (12340021)

* Required

MCAS Infrastructure Trial Readiness Guide — Spring 2017



-l
MASSACHUSETTS DEPARTMENT OF
ELEMENTARY AND SECONDARY
EDUCATION

5.2 Add Additional Sample Students to an Already Created Session

If students were not added to the session when it was created, or if you want to add additional students to a
session, you can add them using the steps below.

1. Inthe training site, go to the Testing tab and click Students in Sessions.

w %

Home Setup

— e
Reports Support

Student Tests
Rejected Student Tests

Sessions

Students in Sessions

Select an action -

2. Select Add a Session and search for the name of the session you will be working with.

Students in SessionNs oo sessions »

= Tasks 0 Selected

Session List Add a specific session to the left or sear
Add a Session Y Filter
‘ grade] |
‘ 2 ftems of 2 ‘
[ ) GRADE 8 ELAROOM 106 -

[ GRADE 8 MATH ROOM 103
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3. Select the checkbox next to the name of the session and click Add Selected

Students in Sessions o to Sessions »

== Tasks 0 Selected

Select Tasks ¢ m

Session List Add a specific session to the left or seard
lchios i  Filter >
grade
2 items of 2
[0 GRADE 8 ELA ROOM 106 -
0 GRADE 8 MATH ROOM 103

Find Students |

Search -~
Filters |
Organization .
Select one or mor Last Name F
Add Selected .
SASID t a filter to view results.

4. Then, select Add Students to Sessions from task menu. Click Start.

T

Training PearsonAccess™*t Masg

a ] 4 = @
Home Setup Testing Reports Support

Students in SessIoNS coto sessions »

= Tasks 1 Selected

Select Tasks - Start -
M O siudent Test Statuses I —
) Mark Student Tests Complete
) Resume Student Tests Add a specific session to the left or sea

/' Retake Student Tests
2 students

| ¥ Add Students to Sessions

" Remove Students from Sessions

Y Move Students between Sessions
) student Tests

' Manage Student Tests

) set Section Start / Resume
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5. Refer to the graphic below to select your session on the Add Students to Sessions page

6. Use Find Available Students to add students to a session.

7. Students can be added by selecting a previously created group or by selecting individual
students. To add students by group, select the By Group button and select the group name you
wish to add to the session. To add students by name, select the Within your organization
button and click the down arrow next to Search and select Show All Results.

Training PearsonAccessnext Massachusetts > 2016 - 2017 > Spring 2017 MCAS Gr.3-8  PT SCHOOL (16451644) &~
Add Students to Sessions
Add Students to Sessions Reset
Session Find available students within PT SCHOOL ~

GRADE 8 ELAROOM 106 (Grade 81 v Last Name starts with Q Search ~

# Show all results

20 available student(s) found i
fS-action clears the search and filter

=] Student Organization |

PT SCHOOL (16451644)

@ STUDENT, NEW (0733308597

(] STUDENT, NEW (2052153640 PT SCHOOL (16451644)

@ STUDENT, NEW (5088152827 PT SCHOOL (16451644)

Li] (
Li] (
Li] (
=] STUDENT, NEW (3271400017) @ PT SCHOOL (16451644)
(] PT SCHOOL (16451644)
Li] (
Li] (
[i] (

()] STUDENT, NEW (0132514055

(9] STUDENT, NEW (6203217423 PT SCHOOL (16451644)

@ STUDENT, NEW (6917676851 PT SCHOOL (16451644)

(
(
(
{
(
{
(
{

3] STUDENT, NEW (0434667509 PT SCHOOL (16451644)

8. Select the student(s) to be added and click the Add button to add students to the session.
Print Student Testing Tickets and Seal Codes

Testing tickets include a login ID and password for each individual sample student. Seal Codes are a
four digit code needed to enter into each unit of the test. This information is necessary in order to log
in to a test for the Infrastructure Trial.

1. Inthe MCAS PearsonAccess"™ Training site, go to the Testing tab and select Students in
Sessions.

Training PearsonAccessM*t

w & = o
Home Setup Reporis Support
Student Tests
Rejected Student Tests

Sessions

| Students in Sessions |

Select an action "7
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2. Select Add a Session and search for the name of the session you will be working with.

Students in SesSIioNS o to sessions »

= Tasks 0 Selected

Session List Add a specific session to the left or sear
Add a Session Y Fiter »
| grade]|
2 items of 2

L GRADE 8 ELAROOM 106

[ GRADE 8 MATH ROOM 103

3. Select the checkbox next to the name of the session and click Add Selected

4. To print Student Testing Tickets, click on the Resources drop-down. You can print all
authorization tickets using the Print all for this session option, or print select students using the
Print selected for this session option. Write the appropriate seal codes on the board.

Students in SesSIiONS o to sessions »

= Tasks 0 Selected

Select Tasks

GRADE 8 ELA ROOM 106

GRADE & ELA ROOM 106 x Seal Codes
Scheduled Sessions

Session List

STUDENT TESTING
TICKETS

Print all for this
session

< i - .
1 Sessions | Clear Print selected for this
session
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6.0 Conducting a Test Session

Tasks in this section will be performed by:
District Test Coordinator | Principal or School Test Coordinator

6.1 Prepare a Session

Sessions must be prepared by the Principal or School Test Coordinator before the sessions can be
started. Preparing a test session assigns the test form for the students, so it is important to make sure
PNP information has been updated so sample students can be assigned anaccommodated form, as

necessary.
1. Inthe MCAS PearsonAccess™ training site, go to the Testing tab and click Students in Sessions.
2. Locate and click the session name from the Session List. The Session Details screen will appear
for the test session selected. If multiple sessions are selected, the option to Combine View and
Prepare All Sessions appears.
3. Click the blue Prepare Session or Prepare All Sessions button.

Training PearsonAccessxt M Massachusetts > 2016 - 2017 > Spring 2017 MCAS Gr. 3-8 ~  PT SCHOOL (16451644) ~ & ~

#w o 4 = 2]
Home Setup Testing Reports Support

Students in Sessions co to Sessions »

= Tasks 0 Selected Students in Sessions 0 Selected Clear

Select Tasks Manage

GRADE 8 ELA ROOM 106

Session List

bl & Resources ~ @ Details ¢ Edit

GRADE 8 ELA ROOM 106 Mot Prepared Z Refresh

Sessions | Clear

6.2 Start a Test Session

After a session has been prepared, the session must be started before sample students are able to log in
to the Infrastructure Trial.
1. Inthe MCAS PearsonAccess™* training site, go to the Testing tab and click Students in Sessions.
2. Locate and click the session name from the Session List. The Session Details screen will appear
for the test session selected. If multiple sessions are selected, the option to Combine View and
Start All Sessions appears.
3. Click the green Start Session or Start All Sessions button in the Session Details screen.

~-

Session List TRAINING SESSION

Add a Session Ignore Schedule & Resources ~ @ Details & Edit

TRAINING SESSION
@® TRAINING SESSION 1

2 Sessions | Clear
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4. After the session is started, the green Start Session button will become a Stop Session button.

6.3 Lock and Unlock Units by Session and Student

Test units will be locked by default in the Students in Sessions screen when the session is started.
Students will not be able to log into the test until the session has been unlocked by the Test
Administrator or, if unlocking by student, until the individual student's test has been unlocked.

Ignore Schedule & Resources - @ Details & Edit

Student Test Status
Key

Session List Add a Session SMITH GR 7 MATH - RM 101

SMITH GR 7 MATH - RM 101 In Progress

Stop Session

SMITH GR 7 MATH - RM 101 (3 Student Tests)

Clear

Compileted, Marked
Complete

6.4 Conduct an Infrastructure Trial at a School

Your School Test Coordinator will provide Test Administrators with a schedule and instructions for
administering the Infrastructure Trial forms. It will take approximately 60 minutes to administer and
review the items.

1. Prepare Testing Devices
Launch the TestNav app on all testing devices or navigate to https://ma.testnav.com/ if using
browser based testing.
2. Direct Test Administrators and students to testing locations.
Direct Test Administrators and students to their assigned computer lab or other testing location.

3. Distribute student testing tickets.
After students are seated, distribute testing tickets containing Username and Password.
4. Provide the students seal codes.
a. For ELA provide only the first seal code. This should be
written on the board and not printed out.
b. For Mathematics both seal codes will be used. Write
one seal code on the board at a time.
5. Conduct test session.
Have the students log into TestNav8. This marks the beginning of the test session.
6. Supervise Test Administration
During each test session, circulate around the room and check to see that students are recording their
answers in the correct session of the computer-based testing environment.
7. Have students log out of the test once they see a stop sign (Mathematics only)
The infrastructure tests are created to match the size of an actual MCAS test by adding in additional
questions that contain only a picture of a stop sign. Once a student reaches the first stop sign, all
guestions have been reviewed and they should exit the test.
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6.5 Monitor Sessions

Once an online testing session has started, there are several tasks the Test Administrator will be
responsible for, including resuming students, resuming students with saved responses, and marking
tests complete. The Test Administrator must have their own device to monitor the session and
perform these actions.

The Test Administrator can use the Students in Sessions page to monitor students as they progress through the test.
The top of the Students in Sessions page contains a status bar for the entire class. Below, each student will be listed
and the Test Administrator will be able to see the status of any particular student, as illustrated in the graphic below.

Session List SMITH GR 7 MATH - RM 101

Ignore Schedule & Resources = €0 Detalls & Edit

Adld 3 Sesson
® SMITH GR 7 MATH - RM 101 ® In Progress SR ek

SMITH GR 7 MATH - RM 101 {3 Student Tests) & ' Siudent Test
Status Hey

Find Students In the selected session(s) above -

Filters Chear Hide 3 Result Displaying | 25 ¥ Manage Columns=
Organization

SASID Last Name First Mame Middie Name Usemame Session Student Test States Form
SASID 2135466531 BRADY MARCIA TS300B0472 @ SMITH GR 7 MATH - Grage 7
1 watics Test

1] R 101 (Grace T Maih) sathem
E171

AATON
T01)

Local Student Code

54163812356 DOE JOHN TEETS64394 @ SMITH GR 7 MATH Resumed v Grage 7
L] RIM 101 (Grace T Math) Mathematics Test
=L E1707MATON

XTO1)

4152517865 MCMURRY MEGAN 9648017967 @ SMITH GR 7 MATH - Grade 7

AATO

OTMATOT)

Group [i] RM 101 (Grade 7 Math) Mathemalics Tes! -
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The following table lists the statuses that may appear for a student in the Session Details and a description
of what each status indicates.

Student Status Key
Status

Description

Ready

The student has not logged in to the session yet, but is ready to log in.

Active

The student is currently in the test.

The student has exited the session, but has not submitted his or her
responses yet. Students in Exited status will need to be resumed by a Test
Administrator to re-enter the test.

The student has completed the test and has successfully submitted his or her
responses.

ot
s

The student’s test has been marked complete by the Test Administrator
rather than being submitted through TestNav.

Resumed

The student is ready to log back in to the session.

Resumed-Upload

The student is ready to log back in to the session and some responses were
not sent to Pearson servers before exiting. When the student logs on to a test
with a Resumed-Upload status, a staff member must be present. TestNav will
prompt the user to locate the saved responses from the designated save
location and uploaded them to TestNav before resuming the test. This insures
no student responses are lost if the testing device was unable to connect to
Pearson servers.

If a student logs out of the session or if the testing device loses connectivity at any point before the test
is completed, the test will need to be resumed before the student can log in again.

6.6 To Resume Students

8. To resume more than one sample student, go to Testing > Students in Session page. Be sure the
session is selected within Session List. Check the box next to the Student Name(s) to be
resumed. Select Resume Student Tests from the task menu. Then click Start.

Students in SessIionNs  coto sessions »

= Tasks 1 Selected

Select Tasks

[[] Student Test Statuses
[F] Mark Student Tests Complete
B Resume Student Tests ® GRADE 4 ELADEMO @+ [ I

| [[] Undo Student Test Submissions
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9. Select the student whose test you would like to Resume. Click Resume

PearsonAccessnen Massachusetts > 2016 - 2017 > Spring 2017 MCAS Gr. 3-8 Massachusetts (MA) &
Resume Student Tests
Resume Student Tests Reset
STUDENTS IN SESSIONS (1) DETAILS
STUDENT NAME (CODE) SESSION (STUDENT TEST) STUDENT TEST STATUS
ASTUDENT, ASTUDENT (8943849203) & @ SMITH GR 7 MATH - RM 101 (Grade 7 Math) -
This act not reve
* Required

10. Afterclicking Resume, a message will display stating “Success, changes saved.” Click Exit Tasks
to return to the Students in Session screen.
11. Theresumed student(s) will now show “Resumed” status.

6.7 Stop a Test Session
Before a session can be stopped, all students within the session must be either in “Completed” or “Marked
Complete” status. You may also need to remove any “Ready” students from the session who received
testing tickets but did not log into the test.

To remove “Ready” students from a test session:
1. Goto the Session Details screen and check the box beside the student(s) to be removed.
2. Select Remove Students from Sessions from the tasks menu and click Start.

Students in Sessions coto sessions »

= Tasks 1 Selected

] Student Test Statuses —

[T Mark Student Tesls Complele

[7] Resume Student Tests ©® GRADE 4 ELA DEMO & #
[] Undo Student Test Submissions

1 Students
[ Add Students lo Sessions Grade 4 ELA/Literacy

B Remove Students from Sessions
[ Move Students between Sessions Gr4ELA -Unit 1
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3. Check the box beside the student(s) and click Remove, a message will display stating “Success,
changes saved” will appear if the student is successfully removed. Click Exit Tasks to return to
Students in Session screen.

Remove Students from Sessions

1 Remove Students from Sessions (+)

-, STUDENT NAME (CODE)

—) STUDENT, NEW (203418834777425290482508129103) ©

* Required

Remove Reset

4. The student is removed from session list.

To mark a student’s test complete for a student who logged on but did not complete and will not
resume testing:

5. Go to the Session Details screen and check the box beside the student to be marked complete.
6. Select Mark Student Tests Complete from task menu. Then click Start.

Students In SessioNS coto sessions »

= Tasks 1 Selected

Selec Tasks :
[7] Student Test Statuses e

B Mark Student Tests Complete
['] Resume Student Tests ® GRADE4 ELADEMO @+

[] Undo Student Test Submissions
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next - 2017 > Spring 2017 MCAS Gr. M. MA) &~

PearsonAccess

Tasks for Studenis in Sessions & Previous lask ~ Next Task »

Mark Student Tests Complete Resume Student Tests

Mark Student Tests Complete Reset

Reason”

Student transferred to another school

# Use the same Reason for checked Students in Sessions

STUDENTS IN SESSIONS (1) DETAILS
STUDENT NAME (CODE) SESSION (STUDENT TEST) STUDENT TEST STATUS
@  ASTUDENT, ASTUDENT (3943849203) @ @ SMITH GR 7 MATH - RM 101 (Grade 7 Math) -

This action is 1

* Required

Mark Complete Reset

8. Once all students in a Ready or exited status have been removed, or are in a Completed or Marked
Complete status, select the Stop Session button on the Students in Sessions page.

Training PearsonAccess™! M Massachusetts > 2016 - 2017 > Spring 2017 MCAS Gr. 3-8 ~  Massachusetts (MA) ~ & ~

L & &
Home  Setup Testing Reports  Support

Students in SessIonNs co o sessions »

= Tasks 0 Selected E Students in Sessions 0 Selected Clear

Select Tasks Manage

See SO niet e SMITH GR 7 MATH - RM 101 Ignere Schedule & Resources ~ @ Details & Edit
@ Combined View @ In Progress 2 Refresh
® GR 7 MATH

@ SMITH GR 7 MATH - RM 101 SMITH GR 7 MATH - RM 101 (1 Student Test) a Student Test Status

Key
Ready
Resumed, Resumed
Upload
B Active
W Esited
B Completed, Marked
Complets

2 Sessions | Clear
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7.0 Follow Up

Tasks in this section will be performed by:

All Staff

Once your Infrastructure Trial has been completed, the computer-based testing team at the school
should review all notes from the Infrastructure Trial. Follow-up steps include:
1. Share any notes regarding the need for support with the District Test Coordinator
2. Ifrequested, confirm with the District Test Coordinator that schools have completed the trial
successfully.
3. Report any issues that cannot be resolved with assistance from the MCAS Service Center to the
District Test Coordinator.
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