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Testing School Update in ADAM 
 

The purpose of this document is to provide guidance for updating the testing organization in ADAM. This may be needed if a 
student has moved from one organization to another organization before testing or during testing. 

 

Users with rights to edit proctor groups can add students to a new proctor group IF the student has not yet started 
testing. If the student has started testing the users with rights to the student will be able to move the student to a 
new proctor group. For example, if the student moved to a different school within the LEA only the LAC role or above 
will have the ability to move the student to a different proctor group. If the student moved from one LEA to another 
LEA only the state or Pearson will have the ability to move the student to a different proctor group.  
 
See the steps below. 
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Testing Organization Change Before Testing 
Steps Screen Shot 

If a student has moved from one organization to 
another, has not started testing, and was in a proctor 

group follow these steps: 
• As a reminder transfer process in LaunchPad does 

NOT impact testing in ADAM 
• Student remains in original proctor group from 

prior testing school  

 

 
 

 

 

• To view student, click on Student Icon under 

Actions 

• Testing School will still show as prior organization 

until student is moved into a new proctor group 

 

 

 

• Student can be moved into new proctor group by 
clicking on Student Icon under Actions 
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• Edit Proctor Group  

 

 

• + to add students 

• This will open up Add Students window 
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• Locate students by search bar and click + sign to 
add student to the proctor group 

• Close out of Add Students page 
• Submit to finalize 

 
 

Once the student is in the new proctor group the STC 
can print the testing ticket and the student can test.  
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Testing Organization Change During Testing – Within LEA 
Steps Screen Shot 

If a student has already logged into the assessment 
and has moved to a new school within the LEA, 
please follow these steps: 

The LAC role will be the only person who can 

complete these steps 
• Test Management > Administrations > Locate 

correct administration 

• In the administration click kabob menu for 
Proctor Groups > View 

• Search for appropriate proctor group that student 
will be added to and select Student icon under 

Actions 

 
 

 

 

• Edit Proctor Group  
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• + to add students 
• This will open up Add Students window 
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• Locate students by search bar and click + sign to 
add student to the proctor group 

• Close out of Add Students page 
• Submit to finalize 

 
 

Once the student is in the new proctor group the STC 
can print the testing ticket and the student can test.  
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Testing Organization Change During Testing – To Another LEA 
Steps Screen Shot 

If a student has already logged into the assessment 
and has moved to a new LEA, please follow these 
steps: 

• The LAC or STC should reach out to MSDE or the 

call center 

• Provide the SASID and the name of the NEW 
proctor group 

• MSDE or Pearson will move the student 
 

Once the student is in the new proctor group the STC 
can print the testing ticket and the student can test.  

 
 

 

 

 
 


