Day of Testing Checklist: Online Linear Tests

(Regular Online: ELA Grades 3-5, Science, Social Studies, Geometry, Algebra Il, and all accommodated forms)
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Test Administrator (TA)

Receive Student Testing Tickets, Test Code, and Seal Code (when applicable) from STC

Distribute test materials to students and read directions from TAM

Help students launch TestNav and log in, if needed

Monitor Testing

Confirm all students have logged out of TestNav when testing time is up

Communicate with STC at the end of administering each section so they can “Move to Section” for students who do not
complete the section.

Return all materials to STCs

School Test Coordinator (STC)

Provide Student Testing Tickets, Test Code, and Seal Code (when applicable) to Test Administrator

Monitor Proctor Dashboards

Confirm with TA which students need to be moved forward. If a student is not moved forward and has run out of time they will
resume where they left off. To move students forward using Move to Section STCs can either do this for individual students or
Move All to Section, see below

Pick up materials at the end of testing

Fill out testing irregularities as needed



Description: Move Students Individually

e Student will show In-Progress if
they have logged into TestNav.

e |If astudentis in Not Started, they
will still be moved forward.

e |If astudent is in Submitted, they
will not be moved.

Step 1: In Proctor Dashboard locate
student > under actions select Move to
Section

Description: Move Students Individually

Step 2: Select appropriate Section that
student should be moved to and Save

Al 1 Not Started 0 InProgress |
N . . Started
Tester Identifier Orgs Time
Sim 600001934 _pt  Harborwoods Oct 30th,
Prime Sample High 3:01:26 pm

Paused 0 Submitted 0 I Needs Attention 0 Exited 0
@ o
, Test N Item
" Progress Test Status Section Progress Progress
° IN PROGRESS Section 1 (Non-Calculator) 0 16% Answered

Move to Section

Students are either moving to the next section

automatically or manually. Choose the section movement
from the drop-down menu.

+ Automated section movement - student(s) move naturally
through the sections.

+ Choose a specific section - student(s) will start in this section
when they log into TestNav.

Sections

Automated Section Movement
Section | (Non-Calculotor)
Section 2 (Caleulator)

Section 3 (Calculator)

Section 4 (Calculator)

Group Actions:

v 8 B
Actions
Auto Refresh (5 mins) »
@ Exit Session
Test
Duration Accommd & MovetoSection s
00:00:49

Description: Move Students Individually

Step 3: Confirm Section has updated
before student logs back in

R .  Started
Tester  Identifier Orgs " Time
Sim 600001934 _pt  Harborwoods QOct 30th,
Prime Somple High 30126 pm

, Test . ltem
! Progress " Test Status Section Progress Progress
e INPROGRESS = Ssction {Non-Calculator) 0O i nsnered

Test

Duration ~ Accommodation Code  Actions

00:00:49




Description: Move All Students

b StUdentS WI” Show In-ProgreSS If Al 7 Not Started 7 InProgress 0 Paused 0 Submitted 0 INeeﬂsAtlenfmn 0 Exited 0 v =2
they have logged into TestNav.
e |If astudentisin Not Started, they

will still be moved forward. @ | @ mokeish (Smirs) 11070) - | - [ -
e |If astudentisin Submitted, they . . (Sted  Tet Sion  tem et
. Tester Identifier Orgs Time Progress Test Status Progress Progress Duration Accommedation  Code  Actions
will not be moved.
Agron Anderson  600012061_pt Harborwoods Sample Not Started 9 NOT STARTED None ° None
High

Step 1 : I n P rOCto r Da S h boa rd Iocate Adamo Twidell 60000n91_pt Einstein Middle Sample Not Started o NOT STARTED None o None
student > under actions select Move to e
Secti 0 n Adiana Laven 60000193 _pt Einstein Middle Sample Mot Started n NOT STARTED None 0 None

Description: Move All Students

Move ta Section

Students are either moving to the next section

Step 2: Select appropriate Section that o TG Sror cacwn Mo 008 the ssctian movement
* Automated section movement - student(s) move naturalk
students should be moved to and Save v e sections - e

« Choose a specific section - studaent(s) will start in this section
when they log into TestNav.

Sections

Automated Section Movernent

Section 1 (Non-Calculator)

Section 2 (Calculator)
Section 3 (Calculator)
Section 4 (Calculator)

. g
Description: Move All Students
@ ®  AutoRefresh (5mins) 1t07(7) « .
. . " . Started , Test o Section Item Test
step 3 . CO n f| rm Sect 1on h as u p d ate d ¢ Tester " Identifier orgs " Time " Progress " Test Status Progress Progress Duration Accommodation Code  Actions
before students lo g back in Aaron Anderson  600012061_pt  Harborwoods Sample NotStarted @) NotstarTeD” None © None H
High
Adomo Twidell  B000ONSI_pt  Einstein Middle Somple Notstated (@) NoTshmEn None @ x H
school
Adiana Laven 60000193 _pt Einstein Middle Sample Not Started o NOT STARTED None 0 None
School







