ACT s

Test Day Execution in ADAM

When Test Day arrives, there are additional activities that can be performed by
District/Site coordinators — and activities that will need to be performed by
Anonymous Proctors. This document covers those “Test Day Execution” activities
that are essential to a successful and satisfactory testing experience.

These activities include:
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Accessing Proctor Instructions/Scripts

Start/Monitor Testing via Proctor Dashboard — Anonymous Proctor
Start/Monitor Testing via Proctor Dashboard — ADAM user

Using the Session Explorer to view/export specific test session information
Apply/Modify Accountability Codes

View the Progress Report

View the Activity Report

Accessing ADAM via LaunchPad

Login to LaunchPad

1.

In your web browser, navigate to
https://launchpad.pearson.com/accountselect/act

Select your school district, then click the “Continue to Sign In” button.
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Select your school district then continue to sign-in:

Select District

v ACT Spring 2026
ACT ACADEMY
BISHOP RYAN CATHOLIC SCHOOL
BOULDER VALLEY SCHOOL DISTRICT
CARRINGTON SCHOOL DISTRICT 49
JEFFERSON COUNTY SCHOOL DISTRICT 509-J
LEWIS AND CLARK PUBLIC SCHOOL DISTRICT 161
MAPLE VALLEY SCHOOL DISTRICT
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2. As an ADAM user, enter the Username and Password for your LaunchPad
account and click the ‘Sign in’ button.
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ACT Spring 2026

Password

& First Time Sign In / Reset Password

Clicking the Sign In button acknowledges you have read and agree to the Pearson
eement and Privacy Policy

Call ACT Customer Care at 800-553-6244 ext. 2800. Agents are waiting
ist you, M-F 7:00 AM to 5:00 PM Central Time.

& Selecta different organization £ Team Member Login

On the LaunchPad home screen, click the tile for “ACT Spring 2026 Pilot” to access
the ADAM platform via single sign on (SSO).

ACT Spring 2026 Pilot

ACT Assessment Management System - Pilot

The ADAM Dashboard for the ACT Spring 2026 Pilot will appear.
- ACT i reaa

@ Dashboard

7% Pinned

Welcome!

i Announcomen t
£ Postod on March 1,2026
Welcome to the ACT Test Administration Platform!
This platfo ting up You
olo Takea moment tools and resource:

All of the following Test Day Execution topics will assume the District/Site Test Coordinator
is able to successfully login to ADAM via LaunchPad.
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Access Proctor Instructions/Scripts (ADAM User)

1. On the ADAM user dashboard page, click ‘Administrations’ in the left
navigation menu. The Administrations page will appear showing any existing

Administration cards.

= ACTQPiIot

HOME

& Administrations
@} Dashboard

sysTEM

Search by administration name...
2 Admin Requests
TEST MANAGEMENT
EE The ACT + Science Spring 2026 Pilot H
@ Administrations
| [ 02/25/26 - 05/01/26 [E\\E]m
ROSTERING
® orgs == 2 Students U Proctor Groups
|ibd Clickto Load
2 Users
REPORTING
= Progress EE WorkKeys Graphic Literacy Spring 2026... ()
L Activity £ 02/25/26 - 05/01/26 '%]m
OPERATIONS == /2 Students U Proctor Groups |

£ Session Explorer |l cickto Load

EE The ACT + Science + Writing Spring 202... O
BE) -]

T Proctor Groups

[ 02/25/26 - 05/01/26

== 2 Students

L Gck o Load

EE WorkKeys Workplace Documents Sprin... ()

(= D

J Proctor Groups

| [ 02/25/26 - 05/01/26

== & Students

i Gick o Load

Bl-1-1-

¥ Hide Filter

Sortby
Date created -

EE WorkKeys Applied Math Spring 2026 Pilot ()
(e

O Practor Groups |

I [ 02/25/26- 05/01/26

-- 2 Students }

i GlikioLoad

2. To view existing Proctor Groups, click the kabob next to “Proctor Groups” for
the applicable administration card. In this example, we will view the proctor
groups for the “EE The ACT + Science Spring 2026 Pilot” administration. Select
the “View" option in the pop-up menu.

= ACT Pilot

HOmE

Administrations
1w Dashboard

SYSTEM

Search by administration name...
£ Admin Requests

TEST MANAGEMENT
@ Administrations

ROSTERING

EE The ACT + Science Spring 2026 Pilot
I ) 02/25/26 - 05/01/26

== /% Students i J Proctor Gri

& Orgs

| Gickto Load
B Users

REPORTING

1 Progress

E][im [ £ 02125126 - 05101126

oups |

View

Export

EE The ACT + Science + Writing Spring 202

-- 2 Students O Proctor Groups  §

[shi CHckto Load

Print Cards

EE WorkKeys Graphic Literacy Spring 2026... (0

L Activity I £ 02/25/26 - 05101126 B3]~ |
OPERATIONS == & Students  Proctor Groups

& Session Explorer i Cickto Load

[ [ 02/25/26- 05/01/26

EE WorkKeys Workplace Documents Sprin... :
(~em

== # Students O Proctor Groups |

i Chex 1o Loas

FOaa

¥ Hide Filter

Date created -

[EE WorkKeys Applied Math Spring 2026 Pilot
.-

U ProctorGroups

| £ 02/25/26 - 05/01/26

== /& Students i

i ek to Load

The Proctor Groups page will appear showing any existing Proctor Groups for

the “EE The ACT + Science Spring 2026 Pilot” administration.
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3. Find the applicable Proctor Group. In this example, we will access proctor
instructions for the “Benzing — Room A” proctor group.

<« 22 Proctor Groups: EE The ACT + Science Spring 2026 Pilot

@ Create with Code 2, Bulk Upload + Create Group

7 163 163 0
000 2 TOTALSTUDENTS & assieNeD 2 UNASSIGNED
AR PROCTOR GROUPS
Search for group, school, or test code. .. T ¢ Refresh
1t07(7) 20 (1of1)

Name TL Testing School Tl Students Test Code Proctor Password Test Progress Active Actions
Online Room A EE Seaside High School 27 Huxxwa 24H7VE ) - [ :
Online Room B EE Seaside High School 60 725742 IFSXRR [

Paper Room C EE Seaside High School 39 XWYEVY ) Hvvxar @ [ [ ]
Paper Room D (ff) EE Seaside High School 26 VPV64x ) NNAccP ) ® H
Benzing - Room A EE Seaside High School 1 T3BC2N () NADTF (3 [ ] H
Benzing - Room B EE Seaside High School 5 uuQzep HSNBQK & [ ]
Benzing - Room C EE Seaside High School 5 4QUFA @ GHzC2k O (]

4. Click the kabob under the “Actions” column for the Proctor Group and select

the “Proctor” option in the pop-up menu.

< %22 Proctor Groups: EE The ACT + Science Spring 2026 Pilot

@ Create with Code T, Bulk Upload + Create Group

7 163 163 0
000 £, TOTALSTUDENTS & assianeD 25 UNASSIGNED
S PROCTOR GROUPS
Search for group, scheal, ortest code... e ¢, Refresh
1to7(7) 20 v (1of1)

Name T| Testing School T/ Students Test Code Proctor Password Test Progress Active =>| Actions |
Online Room A EE Seaside High School 27 HUxow4 24H7VE O - ® :
Online Room B EE Seaside High School 60 725742 3FSXRR () [ ] :
Paper Room C EE Seaside High School 39 XWYEVY () Hvyxar 3 . [} H
Paper Room D (3 EE Seaside High School 26 VPVE4X (D) NNACCP () :
Benzing - Room A EE Seaside High School 1 T38C2N NADTIF ) [ ] => G)
Benzing - Room B EE Seaside High School 5 vuazen O HSNBQK O @® = Students
Benzing - Roem C EE Seaside High School 5 4QURA O GHZC2K O [ ]

i
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5. On the Proctor Dashboard, click the “Instructions” button at the top of the
page (located next to the Test Code).

®
. EE The ACT + Science Spring 2026 Pilot © Teswm TN Q@ 3 O sealCoe & x
.ACT Pilot /\
1 .-I |—‘ GROUP ACTIONS M

STUDENT SESSIONS 1Al 1t Notstated () mprogress () Pausea () exiea () swomies (@) Needs Atiention
<
Search students Auto Reffesh (5 mins) ¢ Refresh
1t01(1) O Selection 25 v « < (1of1) > » More columns < >
StudentID T1 First Name 70 LastName 1] Organizations Start Time 10 Test Progress 1] Test Status T| Section Progress Item Progress | Actions
EE100002218 EE Awals EE Osbomne [N EE Seaside High School  Not Started .o Not Started None None

6. Under “Scripts”, select the Proctor Instructions document (Note: although this
example only shows one document, multiple documents can be made
available to the proctor in this list).

®
o EE The ACT + Science Spring 2026 Pilot @ El Instructions v TestCode: T3BC2N 03 & sealCode " x
A(:T Pilot

Scripts

Sample Proctor Instructions

STUDENT SESSIONS 1Al 1 Notstated (@) mprogress (@) pauses (@) extes () suomitea @) Needs Atention
[
Search students Auto Refresh (5 mins) ¢ Refresh
1to1(1) O Selection 25 v « < (1of1) > » More columns < >
StudentID T| First Name T] Last Name T| Organizations Start Time T| Test Progress T Test Status T| Section Progress Item Progress  Actions
EE100002218 EE Awais EE Osborne @1 EE Seaside High School  Not Started EX) Not Started None None

7. The selected document will be displayed; close the window when finished
reviewing the document by clicking the “x" in the upper right corner.
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Access Proctor Instructions/Scripts (Anonymous Proctor)

1. Ina browser, go to ADAM Proctoring (https:/preview-act-
tester.adamexam.com/proctor).

2. Onthe anonymous proctor login page, enter the Test Code and Proctor
Password for the proctor group (these were system generated when the
proctor group was created). If already printed, refer to your Proctor Card for
the Test Code and Proctor Password (see Test Preparation document for more
information related to Printing Proctor Cards). Then click the “Submit” button.

ARAM

Assessment Delivery and Management

To begin proctoring, enter the test code and proctor password

4QUFJA

......

Submit

3. Review and confirm your proctoring information (Group Name,
Administration, Testing Window, and Test Code). If all looks good, then click
the “Confirm” button, else click the “Back” button to return to the login page.

APDAM

Assessment Delivery and Management

Review and confirm your proctoring information

4o, Proctor Group Name

Benzing - Room €

Administration
c

G
EE The ACT + Science Spring 2026 Pilot

Testing Window

Feb 25, 2026 - May 1, 2026

Test Code

4QUFIA

el

The Proctor Dashboard will appear. Access Proctor Instructions as discussed in steps
5-7 above.



https://preview-act-tester.adamexam.com/proctor
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Start/Monitor Testing via Proctor Dashboard (Anonymous Proctor)

1. Ina browser, go to ADAM Proctoring (https:/preview-act-
tester.adamexam.com/proctor).

2. Onthe anonymous proctor login page, enter the Test Code and Proctor
Password for the proctor group (these were system generated when the
proctor group was created). If already printed, refer to your Proctor Card for
the Test Code and Proctor Password (see Test Preparation document for more
information related to Printing Proctor Cards). Then click the “Submit” button.

ARAM

Assessment Delivery and Management

To begin proctoring, enter the test code and proctor password

4QUFJA

......

Submit

4. Review and confirm your proctoring information (Group Name,
Administration, Testing Window, and Test Code). If all looks good, then click
the “Confirm” button, else click the “Back” button to return to the login page.

ARDAM

Assessment Delivery and Management

Review and confirm your proctoring information

2 Proctor Group Name

Benzing - Room C

o Administration
EE The ACT + Science Spring 2026 Pilot

Testing Window

Feb 25, 2026 - May 1, 2026

Test Code

4QUFIA

)



https://preview-act-tester.adamexam.com/proctor
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3. The first time an anonymous proctor attempts to login to a proctor group,
they will be challenged to agree to the Proctor Acknowledgment. The “Enter
Proctor Information” page will display.

—
Enter Proctor Information

Please enter proctor name

f(F irst Name ﬂ\

Test

* Last Name

Proctor

\. /

Eroctor Acknowiedgemena

TESTING STAFF AGREEMENT .

1. Agreement to Comply with ACT Policies, Procedures and Security Protocols: All test supervisors,
substitute test supervisors, room supervisors and proctors (“Test Administration Staff) agree to
comply with all policies, procedures, and administration instructions provided at any time by ACT for
the testing program to which the Test Administration Staff are assigned — particularly those policies
described in the applicable administration instructions. Test administration activities are an ACT
function, and not a function of the school or facility housing the test site. Test Adminisiration Staff act
as independent contractors on test day and in all matiers regarding administering the tests at the
assigned test center. Test Administration Staff who are also employed by the host facility (e.g.,
counselors and teachers) need to be particularly sensitive to this distinction. Whenever a provision l v '

Save

[ e |

+" *| agree to the terms and conditions

4. Enter the proctor name (First Name and Last Name), read the Proctor
Acknowledgement, check the checkbox next to the statement “l agree to the
terms and conditions” — and click the “Save” button in the lower right corner of
the page. Note: The proctor is only required to agree to the Proctor
Acknowledgement one time - all subsequent logins will bypass this step.
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5. The Proctor Dashboard will appear and display information pertaining to the
specific proctor group (e.g. “Benzing - Room C") associated with the Test Code
‘4QUFJA'. Note: The Test Code is displayed in the top right and can be
expanded if necessary for display purposes.

In this example, there are five (5) students in the proctor group - all from “EE
Seaside High School” — and none of the test sessions have started — all five test
sessions show Test Status = “Not Started”.

o
M:l I v [ EE The AcT + science Spring 2026 Pilot | ® & Instructions O Bsacee & B o A
Pilot
5 ﬁ aroup actions (@ (@) Sessions)
STUDENT SESSIONS 5 Al 5 Notstated (@) inProgress passed (@) exted (@) suomites (@) Needs Attention
[

Search students. Auto Refresh (5 mins) ¢ Refresh
1105(5) O Selection 25 (1of1) More columns < >
Kstudent D1l First Name T] Last Name 1] Omaniutiom Start Time 1) Test Progress 1] Test Status T| Section Progress Item Progress  Actions.
EE100002236 EE Arun EE Kidd [f@h  EE Seaside High School Not Started o0 Not Started None None H

EE100002185 EE Earl EE Barker {fih EE Seaside High School Not Started oo Not Started None None

EE100002203 EE Florence EE Branch {fih EE Seaside High School Not Started oo Not Started None None

EE100002217 EE Tamsin EE Crosby i3 EE Seaside High School Not Started oo Not Started None None

EE100002221 EE Wilbur EE Hawkins ffin  EE Seaside High School Not Started oo Not Started None None

© 2019-2026 Pearson. All rights reserved. v2.0.15

Please refer to the image below for the following discussion about three other
key features available on the Proctor Dashboard.

hd —
. EE The ACT + Science Spring 2026 Pilot @ a B Instructions v Test Cose: aguetn & [
ACT o wing [#]

stupeuscssions 5 AN 5 NotStared () In Progress Pased Q) Evis (@) subites () Mecas Atienton

! x 1ol 1 >
Student 10 11 First Name 1. Last Name 1 Organizations Start Time 1L Tost Progress 1 Tost Status 1) Section Progress Htom Progress  Actions:
EE100002236 EE Arun EE Kiaa Rn  EE Seaside High School Nt Started .o Mot Started None None
EE100002185 EEEs EE Barker ) E Seoside Hgh Schuol ot Staricd se Mo ot Nene Hane
FF162009203 FF Florence A1 L Seoside High School ot Stared e Hot sersa Hone Mone
EE100002217 E€ Tamen e et st Nere Nane
EE 100002221 EE i fit EE Seoside Woh Scheal Mot Siarted . Hot staa None: None
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6. The “Auto Refresh” toggle can be turned on - this will refresh the Proctor
Dashboard every 5 minutes.

@ Auto Refresn (5 mins)

7. The applicable Seal Codes for the test can be displayed by clicking the “Seal
Code” button in the upper right area of the page. These are the codes that
each test examinee will need to enter before beginning a new section of the
test.

E Instructions ~  TestCode: 4QuFda (1 72 & Seal Code

Seal Code:

e — Seal Code 1: 3198 Seal Code 2: 8276 _I
b

ittention Seal Code 3: 8017 Seal Code 4: 8918

®

Important:

Verbally provide the seal code for the test to
examinees. Announce it only when directed to do
50 in the proctor instructions.

Provide only the seal code for the test that is "
about to begin. Do not provide codes for other
tests or write them on the board.

rogress T| Te 1
If examinees do not enter the correct seal code,
they will see an error message. If all examinees i
*-e . see an error message, check to be sure you
provided the correct seal code. If an individual
L L. examinee sees an error message, help him or her
to enter the correct code.
*e N

8. Inthe “"GROUP ACTIONS" area on the right side of the page, the “Reseat All
Sessions” button can be used to reseat all applicable test sessions for this
proctor group.

p -
6roup acTions (& () sessions )
B A

<
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9. If, for any reason, the original proctor for the proctor group is not available, or
unable to perform the proctoring duties on test day, another proctor can be
assigned to the proctor group. However, the second, or substitute, proctor
should agree to the terms and conditions included in the Proctor
Acknowledgement prior to beginning testing. This is accomplished by clicking
the “Edit Proctor” button in the upper right corner of the dashboard.

Test Code: 4QUEIA () 77 A sealcode S, 1B x A

The “Enter Proctor Information” page will display.

Enter Proctor Information

Please enter proctor name

* First Name

Test

* Last Name

Proctor

Proctor Acknowledgement

TESTING STAFF AGREEMENT

1. Agreement to Comply with ACT Policies, Procedures and Security Protocols: All test supervisors,
substitute test supervisors, room supervisors and proctors (“Test Administration Staff”) agree to
comply with all policies, procedures, and administration instructions provided at any time by ACT for
the testing program to which the Test Administration Staff are assigned — particularly those policies
described in the applicable administration instructions. Test administration activities are an ACT
function, and not a function of the school or facility housing the test site. Test Administration Staff act
as independent contractors on test day and in all matters regarding administering the tests at the
assigned test center. Test Administration Staff who are also employed by the host facility (e.g.,
counselors and teachers) need to be particularly sensitive to this distinction. Whenever a provision v

~" *| agree to the terms and conditions

Save

[ o]

10. Enter the proctor name (First Name and Last Name), read the Proctor
Acknowledgement, check the checkbox next to the statement “l agree to the
terms and conditions” — and click the “Save” button in the lower right corner of
the page.
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12.

If student login information is needed for any or all of the students in the
proctor group prior to beginning testing, the proctor can use the “Switch to
Print Cards View" button in the upper right corner of the dashboard to access
the Student Cards.

TestCode: 4QUFIA ) 77 A seal Code

Only the students currently assigned to the proctor group will be displayed.
Use the “Print” button to print cards, if necessary. Note: These student cards
include the Test Code and the TestNav login credentials (familyName,
randomID) needed to access the test.

o
ACI I v EE The ACT + Science Spring 2026 Pilot © & x o~
Pilot
83 Layout Options 95 Grouping & Print
ot = "Paoe
——
[ showBorders /' Yes #,  Break by Proctor Groups X No P
o
ACT District ACT District

EE Earl EE Barker
ACT + Science
Test Code4QUFJA
familyNameEE Barker
randomID7591180778

\ ACT Distnct
EE Tamsin EE Crosby

The ACT + Science

EE Florence EE Branch
The ACT + Science
Test Code4QUFJA
familyNameEE Branch
random|D9324719201

EE The ACT + Science Spring 2026 Pilot
Benzing - Room

: < /
—
TCT O

EE Wilbur EE Hawkins

The ACT + Science

nnnnnnn
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13. Once testing begins, the proctor dashboard can be refreshed manually at any
time using the “Refresh” button found on the middle right side of the page.

B Instructions ~  TestCode: 4QUFIA ) {2 & Seal Code S B %X A

f- ™
GROUP ACTIONS | &% Sessions |
\(‘L/

Attention
= ¢
$ ¢ Refresh
25 v (10f1) More columns < >

14. The proctor dashboard will display the current status of all student test

sessions.
1105(5) O Selection 25 (10f 1) More columns < >

Student ID 1| First Name 1] Last Name 1) Organizations @ Test Progress 1| Test Status 1) Section Progress. Item Progress ~ Actions
EE100002236 EE Arun £E Kidd @ EE Seaside High school | Not Started .o Not Started None None :
EE100002185 €€ Ean £ Barker 0 EE Soaside High school | Not Started oo Not started None None
EE100002203 EE Florence EE Branch (@ EE Seaside High School | Mar 17, 11:22 AM © English Test 2% Answered
EE100002217 EE Tamsin EE Crosby (@ EE Seaside High School Not Started o0 Not Started None None
EE100002221 EE Wibur EE Hawkins 8 EE Seaside High school | Mar 18, 09:53 PM © [ exitea ) English Test 2% Answered

15. Options available to the proctor for each individual test session can be
accessed by clicking the ‘Actions’ menu.

Test Status ] Section Progress Item Progress  Actions
Not Started MNone None
Not Started MNone None

English Test 2% Answered
Not Started None None

@ English Test 2% Answered I B I

Ll View Session Detalls

5 Reseat
R Apply Accountability Code

7 Session Review
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16. Select “View Session Details” to see more information related to a specific
student's testing progress.

EE Wilbur EE Hawkins

£ Lastupdated Mar 18th, 11:27:56 pm
Student ID EE100002221

Test Test start Testend Test status
The ACT + Science Mar 18th, 9:63:10 pm - EXITED

Section Information

Section ID T| Section name T| Typm (Fruuress Tl 1 Seal code ] @on start T| Sectionend T]
AOP_P20_6943 Pretest Information Linear *e N Mar 18th, 9:55:24 pm Mar 18th, 9:58:40 pm
AOP_S20_6944 Examinee Statements Linear *e N Mar 18th, 9:58:54 pm Mar 18th, 9:59:53 pm

)

AEFY25N1900SF006_26810 English Test Linear e Y Not Started Not Started
AMFY25N1900PF006_26543 Mathematics Test Linear e Y Not Started Not Started
ARFY25N2300QF006_26836 Reading Test Linear e Y Not Started Not Started
ASFY25N17000F008_27337 Science Test Linear e Y Not Started Not Started
178
ITEMS 3 3 175
VISITED ANSWERED REMAINING
.
Close
17. Scroll down to see more information related to item progress.
r
Session Details X

178

ITEMS
\ s
# Section ID T/ Sequence T/ Progress T Last update T| l
1 AOP_P20_6943 1 ANSWERED Mar 18th, 9:58:22 pm
2 AOP_P20_6943 2 ANSWERED Mar 18th, 9:58:26 pm

3 AOP_S20_6944 1 \AisWERED Mar 18th, 9:59:49 pm/

4 AEFY25N1900SF006_26810 Web Content ﬁmmmc Not Started \

5 AEFY25N1900SF006_26810 2 REMAINING Not Started
6 AEFY25N1900SF006_26810 2 REMAINING Not Started
T AEFY25N1900SF006_26810 4 REMAINING Not Started
8 AEFY25N1900SF006_26810 5 REMAINING Not Started
9 AEFY25N1900SF006_26810 6 REMAINING Not Started

10 AEFY25N1900SF006_26810 7 wAINING Not Started /

Close
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Start/Monitor Testing via Proctor Dashboard (ADAM user)

1.

On the ADAM user dashboard page, click Administrations in the left

navigation menu.

= A(:T Pilot

@ Dashboard

£ Pinned
SvsTEm

@ Dashboard

2 Admin Requasts
‘Welcome!

T

£ Posted on Maren 1, 2028

Faaa

1 Announcemont

= Ongs
& Users
gilin) Welcame to the ACT Test Administration Platformi
= Progress ' .
‘This platform is your central hub for managing all aspects of
o s to-ensuringa smooth, soct

available to you. If you need assistance at any point, our support team is here 1o help.

oPeRATIONS

2 session Explorer

‘Take amoment Lo explore the tools and res:

reporting, Your

s

The Administrations screen will appear showing any existing Administration

cards.

= ACT Pilot

HOME

& Administrations
@ Dashboard

svsTEm
Search by administration name... v
% Admin Requests
TESTMANAGEMENT
EE The ACT + Science Spring 2026 Pilot 0 EE The ACT + Science + Writing Spring 202... ()
|5nmsna-uammn FEEm  [sorses-osous BlE[ -]
RoSTERING
. - ) : —n o :
2 o Students © Proctor Groups 2 Students D Proctor Groups £
|3t ko osd i Gick oot
i Users
RePORTING
= Progress EE WorkKeys Graphic Literacy Spring 2026. D EE p D . Q@
ki Activity £ 02125/26 - 05/0L/28 5 02/25i26 - 06/01/26 B3] o |
OPERATIONS -- 2 Students O Proctor Groups £ - 2 Students O ProctorGroups
2 Sassion Explorer

4 St Lowd i Glck toLasd

ol-1-1-

o 88 = ¥ HideFilter

Date created

EE WorkKeys Applied Math Spring 2026 Pilot

FeD

© Proctor Groups |

| [ 0212528 - 0510128

-- # Students

i ik Load
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2. To view existing Proctor Groups, click the kabob next to “Proctor Groups” for
applicable administration card. In this example, we will view the proctor
groups for the “EE The ACT + Science Spring 2026 Pilot” administration. Click
the “View" option in the pop-up menu.

< ACT o SLLL

Home
@ Administrations Past o 83 = Y HideFilter

@t Dashboard

SvsTEM sant
Search by administration name. Y Date created
£ Admin Requests

TEST MANAGEMENT

EE The ACT + Science Spring 2026 Pilot o i EE The ACT + Science + Writing Spring202... (0 EE WorkKeys Applied Math Spring 2026 Filot ()
[ omas-ovouas =B £ ozesis-oso1zs EE - I EE =D
ROSTERING
o o -« A Students U Proctor Groups | | - 2Students J Proctor Groups - A Students © Practor Groups
i Gickiotond i ki Lowd i iekio Lowd
& Users
Export
REFORTING Print Cards
2 Progress EE WorkKeys Graphic Literacy Spring 2026... (0 | EE WorkKeys Workplace Documents Sprin... (@0 |
L2 Activity ] 02/25126 -05/01/26 B -] [ £ 02/25/26 -05/01/28 (= =3
OPERATIONS == & Students U Proctor Groups | == # Students U Proctor Groups
& Session Explorer | GlckiaLoad i Gk Load

The Proctor Groups page will appear showing any existing Proctor Groups for
the “EE The ACT + Science Spring 2026 Pilot” administration. In this example,
we have nine (9) proctor groups, 167 total students — all of which are assigned
to a proctor group. This page also shows the number of students assigned to
each of the proctor groups (see ‘Students’ column in the list). The Test Code
and Proctor Password can be found on this page as well for each group.

& I & Proctor Groups: EE The ACT + Science Spring 2026 Pilot I @ Createwith Code 1, Bulk Upload
Y
9 167 167 0
« —/
£ 000 £ TOTAL STUDENTS & assianeD 85 UNASSIGNED
Z AAS PROGTOR GROUPS
1to9(9) 20 (1of1)
/Mf Testing School 1) Students Test Code Proctor Password Test Progress Active w
Online Room A EE Seaside High School 27 HUXXW4 () 24HTVE O - ) H
Online Room B EE Seaside High School 60 225742 @ 3FSXRR O ®
Paper Room C EE Seaside High School 39 XWYEVY ) Hvyxar O . (]
Paper Room D (8 EE Seaside High School 26 VPVEaX ) NNACCP 3 [ ]
Benzing - Room A EE Seaside High School 1 T3BC2N O NADTF O [
Benzing - Room B EE Seaside High School 5 uuazzo & HsNEQK [ [ ]
Benzing - Room C EE Seaside High School 5 4QUPA ) GHZC2K () [ ]
Benzing - Room D (&} EE Seaside High School 2 VRCM3X @ ZFXGZR D) [
enzing - Room E (3} EE Seaside High School 2 wacats 3 RV64W6 () ®
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18. In this example, we will access the proctor dashboard for the proctor group
named “Benzing - Room C" by clicking the ‘Actions’ menu at the far right of
the applicable row in the list and selecting the “Proctor” option in the pop-up

menu.

« % Proctor Groups: EE The ACT + Science Spring 2026 Pilot

(@ Create with Code 1, Bulk Upload + Create Group

v
167 167 0
« —
£ 000 £, TOTALSTUDENTS © assienen 2 UNASSIGNED
z ™ PROCTOR GROUPS

1t09(9) 20 (1of1)
Name T] Testing School T Students Test Code Proctor Password Test Progress Active Actions
Online Room A EE Seaside High School 27 HUX0WA () 24H7VE O - °
Online Room B EE Seaside High School 60 725742 D 3FSXRR @ )
Paper Room C EE Seaside High School 39 XWYEVY Hvvxar . ()
Paper Room D (f EE Seaside High School 2% VPVeaX (D) NNACCP ) [ :
Benzing - Room A EE Seaside High School 1 T3BC2N O NADTF ) :
Benzing - Room B EE Seaside High School 5 uuazzp B HsNBQK & [ ] % H

=:> EE Seaside High School 5 4QUrA O GHZC2K O [ B

Benzing - Room D (] EE Seaside High School 2 VRCM3X () ZFXGZR O ° Students
Benzing - Room E (3] EE Seaside High School 2 wacats @ RVE4WS O [

' o

4. The Proctor Dashboard will appear for Test Code ‘4QUFIJA'. Note: This is the
same dashboard that was displayed to the anonymous proctor as described
above in the “Start/Monitor Testing via Proctor Dashboard (Anonymous
Proctor)” topic.

First Name 1]

Last Name T,

liem Frogress  Actions

EEkid

EEBaer

EEBanen

[ None
N Nene
Nat tarae None: Nene
[ None
[ None

At this point, the ADAM user can perform all of the same functions described
above for the anonymous proctor.
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Session Explorer

1. Onthe ADAM user dashboard, under “OPERATIONS" in the left-hand
navigation pane, click on the “Session Explorer” button.

- ACT v

HOME
@ Dashboard

SYSTEM

2 Admin Requests

TEST MANAGEMENT

& Administrations

ROSTERING
o Orgs

2 Users

REPORTING
= Progress

= Activity
OPERATIONS
& Session Explorer c

2. On the Session Explorer page, use the Filter pane to indicate the test
sessions you want to view. For example, set the TEST INFORMATION to
a. Test Program = ‘ACT Spring 2026 Pilot’
b. Test Name = ‘The ACT + Science Spring 2026 Pilot’
c. Test Code = ‘4QUFIJA’ ..and click the “Search” button.

- ACT sie:

HOME

# Session Explorer
7t Dashboard

sreTem ' Filter X
& Admin Requests

You must select a Student o

TEST MANAGEMENT (@ Prosram or Testor
TestCode or Organization to
@ Administrations et
ROSTERING Student Sea
StudentNameoriD | v
= orgs
Session Search
2 Users
Session|D
REPORTING
[ TEST INFORMATION
I Progress l
Lo Activity Test Program
AGT Spring 2026 P.
OPERATIONS
o y Test Name
& Session Explorer
The ACT + Science
Test Code
4QUFJA

D reporr FiLTERS ﬂ
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This will display all of the test sessions associated with the Test Code ‘4QUFIA.

2 Session Explorer <) Export History

Y Filter X «
1t05(5) ([ Selection 20 v (1of1) Morecolumns < >

You must select a Student or
® Program or Test or

Student ID T) Student Name T TestName T, Test Progress Tl Test Status T| ¢ Actions
TestCode or Organization to

D EE100002217 EE Tamsin EE Crosby 2, The ACT + Seience Spring 2026 Pilot .o Not Started
Student Search a EE100002185 EE Earl EE Barker 2, The ACT + Science Spring 2026 Pilot oo Not Started
Student Name or ID v

EE100002221 £E Wilbur EE Hawkins 2 The ACT + Science Spring 2026 Pilot oo Not Started
Session Search
Sessiono EE100002236 EE Arun EE Kidd 2. The ACT + Science Spring 2026 Pilot oo Not Started

EE100002203 EE Florence EE Branch 2, The ACT + Science Spring 2026 Pilot e Not Started

[ TEST INFORMATION

Test Program

ACT Spring 2026 P... X v

TestName

The ACT + Science... X

Test Cade

4QURJIA

3. Click the kabob under the ‘Actions’ column to see the menu options available
for each test session.

Test Status T| Orc  Actions

Not Started [/;-'\h :

ﬁ) Session History

[ Proctor Dashboard

[> Proctor Students

= Print Card

2 Apply Accountability Code

/

[+ Session Review

4. Test sessions can be exported into a .CSV file using the pop-up menu available

in the upper right corner of the Session Explorer page. In this example, we will
select the “Export Selected Sessions” option.

D Export History O

L, Export Selected Session Secliuﬂﬁ

A N (atl) Bulk Apply Accauntability Codes
1, Bulk Upload Reporting Orgs
@ | swdemm Tl Student Name TL Test Name T. Test Progress Tl Teststaws 13 urgs  Actions
8 | rero0002217 EE Tamsin EE Croshy 2, The ACT + Science Spring 2026 Pilot (e Not Started e
2 | Eet00002185 EE Earl EE Barker %, The ACT + Science Spring 2026 Pilot ee NatStarted e
2 | E=r00002221 EE Wilbur EE Hawkins 2, The ACT + Science Spring 2026 Filot L ee Not Started £
& | Eer00002236 EEAuNEEKidd 2 The ACT + Science Spring 2026 Pilot e NotStarted & €
% | Ee100002203 EE Florence EE Branch 2, The ACT + Science Spring 2026 Pilot es NotStarted e
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Apply/Modify Accountability Codes

1. Under “TEST MANAGEMENT" in the left-hand navigation pane, click on the
“Administrations” button.

2. Onthe applicable administration card, select “View" on the Proctor Groups
menu.

3. Find the applicable Proctor Group in the list displayed on the Proctor Groups
page — or use the Filter pane to search for the proctor group. In this example,
we will enter “Benzing — Room C” in the Search box. Note: The Proctor Group
list will be automatically updated based on the Search performed.

<« 2 Proctor Groups: EE The ACT + Science Spring 2026 Pilot @ Create with Code *, Bulk Upload

Y Filter X «
1 167 167 0
—/
000 2 TUDENT & assieNED 25 UNASSIGNED
Saarch AAA PROCTOR GROUPS TOTAL STUDENTS
Benzing - Room C

Tostng Schoo!

20 (1of1) More column!

All

Hide Empty Groups

Name TL Testing School Tl Students Test Code Proctor Password Test Progress . Actions

Hide Inactive Groups

Benzing - Room C EE Seaside High School 5 4QURA O GHzC2K O

4. On the ‘Actions’ menu for the proctor group, select the “Proctor” option.

5. On the Proctor Dashboard, find the student/candidate test session for which
to apply an Accountability Code. In this example, we will apply an
Accountability Code for student “EE Arun EE Kidd". On the ‘Actions’ menu for
the student test session, select the “Apply Accountability Code” option.

®
. EE The ACT + Science Spring 2026 Pilot © B Instructions  \/ TestCode: aFIA D) (3 O seaiCode & B X A
A(:T Pilot

aroup acTions (@ (@) sessors)

STUDENT SESSIONS 5 Al 5 Notstarted () inProgress paused () extea (@) suomitea () Needs Atention
[
Search students. Auto Refresh (5 mins) ¢ Refresh
1t05(5) ([J Selection 25 (1of1) More columns < >
I Student D T| First Name T| LastName 1| I Organizations Start Time T| Test Progress T| Test Status T| Section Progress. Item Progress  Actions
| EE100002236 EE Arun EE Kidd I i3 EE Seaside High School Not Started oo Not Started None None B
EE100002185 EE Earl EE Barker {8 EE Seaside High School Not Started oo Not Started None => Apply Accountability Code
Session Review
EE100002203 EE Florence EE Branch i3 EE Seaside High School Not Started oo Not Started None —

EE100002217 EE Tamsin EE Crosby f3n  EE Seaside High School Not Started [ X} Not Started None None

EE100002221 EE Wilbur EE Hawkins {fin EE Seaside High School Not Started oo Not Started None None
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6. Select an Accountability Code from the drop-down list provided. For this
example, we will choose Code ‘4 — Examinee behavior/illness/other’ to indicate
the student was ill and not present for testing on test day. Then click the
“Apply” button in the lower right corner of the pop-up window.

Apply Accountability Code X

A

Please choose an accountability code to apply to EE Arun EE
Kidd

Eet Accountabiity Code
Select Code.. v

Search codes...

>

9 - Distraction/Disruption, facility-related

I 4 - Examinee behavior/illness/other I¢

3 - ltem (Test Question) Challenge

11 - Early Dismissal Weather Early Dismissal Weather

13 - Online Testing or Technical Issue

19 - Test Materials

On the Proctor Dashboard, verify the Accountability Code was applied for the
student.

Test Duration Accommodations Code Actions

£=
L]
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Progress Report

1. Under “REPORTING" in the left-hand navigation pane, click on the “Progress”
button.

2. The Progress Report page for the district/site will be displayed. In this
example, testing progress for the “EE Billings School District” is reported. The
Progress Report includes statistics related to Overall Session Status, Overall
Score Status, and individual test administration status.

l= Progress Report ) Export History

ACT Spring 2026 Pilot ©

FILTER ]

Session Status Score Status

171 1 4 166 1 0
TOTAL SUBMITTED STARTED NOTSTARTED SCORINGCOMPLETE | TOTAL SCORE PENDING
1-20i2 20 (Lof1)
Name Students Progress
" -
The ACT + Science 167
GRADE 09-12 The ACT + Science Spring 2026 STUDENTS | 1 | 4 162
SUBMITTED STARTED NOT STARTED
Feb 25, 2026 - May 1, 2026
The ACT + Science + Writing 4
GRADE 09-12 The ACT + Science + Writing Spring 2026 STUDENTS | o | 0 4
SUBMITTED STARTED NOT STARTED
Feb 25, 2026 - May 1, 2026

3. Click on a given Test Administration (e.g. “The ACT + Science”) to see more
information for that administration.

4. Available exports include: Session Status By Test and Session Status By Org /

Content Area. For this example, we will select the “Session Status By Test”
option.

“0 Export History
!, Session Status By Test

Session Status By Org / Content Area

2 TESTS
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5. Click the “Export History"” button to download the export file. The Export
History page will be displayed. Verify the export file process is complete and
note the number of records included in the file. For this example, we expect
two records because we have two test administrations. Click the “Download
File” button next to the filename to download the export file to your
“Downloads” folder.

Export History X

File Name ¢, Refresh

1tol(1) 10 (1of1) Morecolumns < >

I Name T| % | Job Type Tl | No of Records T) Status T] I Progress Tl Cre
| progress,report,tesLexpor't,2026—03717T05—03—03‘csv| & l I PROGRESS_BY_TEST_EXPORT | 2 COMPLETED I 100% Ben:

6. Open the file that was downloaded to view the exported data.

A E C D E F G H | J
name total submiftted submitted_percentage started started_percentage not_started not_started_percentage score_complete score_pending
The ACT + Science 167 1 0.60% 4 2.40% 162 97.01% 1 0

The ACT + Science + Writing 4 0 0% 0 0% 4 100% 0 0
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Activity Report

1. Under “REPORTING" in the left-hand navigation pane, click on the “Activity”

button.

2. The Activity Report page for the district/site will be displayed. In this example,
testing activity for the “EE Billings School District” is reported. The Activity
Report includes statistics related to test session activity for a specified date
range. In this example, we are viewing test session activity for the Last 7 days.

I Activity Report &, Export
Y
Test Session Activity Today Dataupdates every 5 minutes 3 Date Range
4 B Last7 Days
New Submitted Active Right Now
0 0 Selected Period
Mar 10, 2026 - Mar 17, 2026
Period Summary View Test Session Activity
Timezone: America/Chicago
Sessions Started
5 ® ’
inselected period B
Sessions Completed 3
2
Inselected period
5
o l
0310 0311 0312 0w13 0314 0311 03116 0317
@ev @ submited
= Activity Report &, Export
Sessions by Test
Test 11 New TL Submitted T1
The ACT + Science 5 1
Sessions by Org
org Tl New Tl Submitted Tl
> EE Billings School District (district) H 1 e
v
v
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3. Available export: Session Status By Test and Org. Initiate this export by
clicking the “Export” button in the upper right corner of the Activity Report
page. Then click on “Session Status By Test and Org”. This will initiate an
automatic file download to the user’s “Downloads” folder.

FY
=1 o=/
G $¢,Export

-\, Session Status By Test and Org

Date Range

5 Last7 Days v

Selected Period
Mar 10, 2026 - Mar 17, 2026

4. Open the file that was downloaded to view the exported data.

A B e D E F

test org org_sourced org_identifier started submitted
The ACT + Science EE Seaside High School Lpi:prd:a7rb8d13:orgiee_shs eeseasidehighschool 5 1




