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Test Preparation in ADAM

Once all students/candidates have been rostered in the ADAM assessment
administration platform and all appropriate accommodations have been assigned
(see Module 1 training for more info), further Test Preparation activities can begin.

There are several additional steps required to prepare for Test Day. These activities
include:
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Registering Students to Test Administrations

Test Window Selection for each Testing Organization (School)
Printing Claim Code Cards

Creating Proctor Groups

Assigning Students/Candidates to a Proctor Group

Printing Proctor Cards

Printing Student Testing Cards
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Access 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

Vv 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 a District/Site Test Coordinator user, enter the Username and Password for
your LaunchPad account and click the ‘Sign in’ button.

ACT s

ACT Spring 2026

& First Time Sign In / Reset Password

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

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

& Select a 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.
Foae

7 Pinned

Welcome!

£ Postod on March 1, 2026

TEST MANAGEMENT
2 rations

ROSTERING ®
& orgs
2 Users

to the ACT Test Administration Platform!

All of the following Test Preparation topics will assume the District/Site Test Coordinator is
able to successfully login to ADAM via LaunchPad.
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Register Students to Test Administrations

Method 1: Add/Remove Students

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

al-1-]1-

¥ Hide Filter
@ Dashboard

SYSTEM

Search by administration name. Y Date created -

2 Admin Requests

TEST MANAGEMENT

@ Administrations

EE The ACT + Science Spring 2026 Pilot EE The ACT + Science + Writing Spring 202... O EE WorkKeys Applied Math Spring 2026 Pilot ¢

| £ 02/25/26 - 05/01/26 l;‘\ F]\m £ 02/25/26 - 05/01/26 (= £ 02/25/26- 05/01/26 E]m

ROSTERING

= orgs == A Students O Proctor Groups  } == 2 Students O Proctor Groups | == /2 Students O Proctor Groups  :

it Cickto Load il Cickto Load Lid Cickto Load

%2 Users
REPORTING

~ Progress EE WorkKeys Graphic Literacy Spring 2026... H EE ! D Sprin... O ¢

k£ Activity £ 02/25/26 - 05/01/26 B[ acove | £ 02/25/26 - 05/01/26 (=D
OPERATIONS -= i Students U Proctor Groups | -= /2 Students O Proctor Groups |

8 Session Explorer i Clckto Load

i Clckto Load

2. To view existing students for a given administration, click the kabob next to
“Students” for the administration card. In this example, we will view the
students for the “EE The ACT + Science Spring 2026 Pilot” administration.
Select the “View/Add" option in the pop-up menu.

[ Administrations

Search by administration name... @ Y

I EE The ACT + Science Spring 2026 Pilot I ®

Sort by
Datecreated - ...

Y Hide Filter

EE The ACT + Science + Writing Spring 202... © EE WorkKeys Applied Math Spring 2026 Pilot

8@ -]

I £ 02/25/26 - 05/01/26

== 2 Students o U Proctor Groups  :
</
Y, Export

Print Cards

EE WorkKeys GI & Print Claim Codes ~ '26... @O

B v

O Proctor Groups  }

I £ 02/25/26 - 05/01/26

-- 2 Students i

st Click to Load

BE) ]

O Proctor Groups

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

== 2 Students

|iht Click to Load

EE WorkKeys Workplace Documents Sprin... @O
[ actve |

O Proctor Groups

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

-- 2 Students i

|iit Click to Load

B ccove |

O Proctor Groups  §

l £ 02/25/26 - 05/01/26

== i Students

|ut Click to Load
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3. The Students page will appear. Click the “Add/Remove Students” button in
the upper right corner.

<« | [ Students: EE The ACT + Science Spring 2026 Pilot

FORM TYPE

&, Bulk Upload

163
Students ] 163 View by Form Type: | Select v
Accommodated ! Regular
Search Y ¢ Refresh
1t025(163) 25 « < (1of7) > » More columns < >
First Name T) Last Name T) Orgs Testing School Test Progress 1) Test Status T] Form Type T Auth Fields (Family Nam  Actions
EE Willard EE Blanchard (@ EE Seaside High School EE Seaside High School oo Regular EE Blanchard, 990021716
EE Omar EE Kerr (@ EE Seaside High School EE Seaside High School o0 Not Started Regular EE Kerr, 9891953970
EE Oskar EE Carney (@ EE Seaside High School EE Seaside High School oo Not Started Regular EE Carney, 7858721143
EE Bernice EE Doyle (@ EE Seaside High School EE Seaside High School 2l Not Started Regular EE Doyle, 4397915906
EE Rufus EE Gates i@ EE Seaside High School EE Seaside High School ee Not Started Regular EE Gates, 0521720309
EE Angela EE Martinez i@ EE Seaside High School EE Seaside High School -0 Not Started Regular EE Martinez, 4282256509
EE Eva EE Howard ({@ EE Seaside High School EE Seaside High School e Not Started Regular EE Howard, 8429088644
EE Lucie EE Erickson 1% EE Seaside High School EE Seaside High School =l Not Started Regular EE Erickson, 9302496877
EE Claire EE Dixon ({8 EE Seaside High School EE Seaside High School =l Not Started Regular EE Dixon, 4864477850
EE Gethin EE Mcintyre (%h  EE Seaside High School EE Seaside High School -9 Not Started Regular EE Mcintyre, 3311021797
EE Farrah EE Mcintosh i@ EE Seaside High School EE Seaside High School aal Not Started Regular EE Mcintosh, 8543930042
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4. The Add/Remove Students page will appear. On the “Add/Remove Students”
page, select students from the list of eligible students (those that have not yet been
assigned to this administration). Use the filters at the top of the page as needed to
locate the students to be added. In this example, the “Grades” filter is set to ‘09’ and
the “Select Schools” filter is set to ‘EE Crystal River Secondary School’. To select a
student, click the check box on the row for that student (next to ‘First Name’). For
each student selected, be sure to set the testing mode in the ‘Online/Paper’
column. (Note: Setting the testing mode is only required for The ACT
administrations.) After all applicable students have been selected, click the “Add
Selected Students” button in the lower right corner.

Add/Remove Students
Grados oo Soroos
09 v | Select Accommodation(s) v | EECrystal River Secondary School % v | searchbyciass...

Search students ‘Show added students ¢ Refresh

itsn Bsmocucn v (1of3) > »

First Name 11 Last Name 11 identifier 1 orgs Grades Accommodations Online/Paper

Kamran EE100001428 i1 EE Crystal River Secondary School Paper X

] Martin EE Archer EE100001432 @ €€ Crystal River Secondary School Online X <:
[} EE Barker v

EE Lottie EE Barnes EE100001403 @) EE Crystal River Secondary School
EE Jak EE Barrett EE100001412 @) EE Crystal River Secondary School
EE Mina EE Bowman EE100001421 (I EE Crystal River Secondary School
EE Mila EE Camacho EE100001449 ) EE Crystal River Secondary School
EE Saira EE Cantrell EE100001400 8 EE Crystal River Secondary School
EE Sulayman EE Cole EE100001446 % EE Crystal River Secondary School
EE Milly EE Colon EE100001416 @ EE Crystal River Secondary School

EE Renee EE Dawson EE100001439 @ EE Crystal River Secondary School

FF Awaic FF Foster FF1000N143A @7 FF Crvetal River Secondary School = elect made v/
Close Add Selected Students
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5. Verify the selected students were added successfully to the administration. In this
example, the students selected above are now found in the list of students
registered to the “EE The ACT + Science Spring 2026 Pilot” administration. Note: The
number of registered students increased from 163 to 165.

«  [@ students: EE The ACT + Science Spring 2026 Pilot 2, Bulk Upload
FORM TYPE
165
Students 0 165 View by Form Type: ~ Select v
Accommodated Regular

Search Y ¢ Refresh
1to 25(165) 25 Vv « (Lof7) > » Morecolumns < >

First Name T) Last Name 15 Orgs Testing School Test Progress 1) Test Status T] Form Type Tl Auth Fields (Fa1  Actions

EE Macauley EE Abbott (@ EE Seaside High School EE Seaside High School -9 Not Started Regular EE Abbott, 1748

EE Sydney EE Acosta [f@  EE Elk Creek Elementary EE Seaside High School -9 Not Started Regular EE Acosta, 7528

EE Kaya EE Acosta (@ EE Seaside High School EE Seaside High School -9 Not Started Regular EE Acosta, 4861¢

EE Bessie EE Alvarado (@ EE Seaside High School EE Seaside High School el Not Started Regular EE Alvarado, 161

EE Kabir EE Anderson /8 EE Seaside High School EE Seaside High School © D Regular EE Anderson, 53

EE Martin EE Archer (@ EE Crystal River Secondary School Sl Not Started Regular EE Archer, 1233¢

EE Robbie EE Armstrong (i EE Seaside High School TSeaside High School -0 Not Started Regular EE Armstrong, 8.

EE Summer EE Baker (il EE Seaside High School EE Seaside High School -0 Not Started Regular EE Baker, 43978"

EE Haleema EE Ballard (i@ EE Seaside High School EE Seaside High School -0 Not Started Regular EE Ballard, 77447

EE Kasey EE Barker [ EE Seaside High School EE Seaside High School -9 Not Started Regular EE Barker, 2300€

EE Earl EE Barker (@ EE Seaside High School EE Seaside High School -9 Not Started Regular EE Barker, 75911
I EE Kamran EE Barker (@ EE Crystal River Secondary School i -0 Not Started Regular EE Barker, 67663 B I I
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Register Students to Test Administrations

Method 2: Bulk Upload

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

- ACT i LT

Administrations Past o 83 = T HideFilter

@ Dashboard

SYSTEM

Search by administration name. Y Date created -
2 Admin Requests

TEST MANAGEMENT

EE The ACT + Science Spring 2026 Pilot C : EE The ACT + Science + Writing Spring 202... O

EE WorkKeys Applied Math Spring 2026 Pilot  (

| £ 02/25/26 - 05/01/26 l;‘\ F]\m £ 02/25/26 - 05/01/26 BIE = £ 02/25/26- 05/01/26 E]m

ROSTERING

= orgs == A Students O Proctor Groups  } == 2 Students O Proctor Groups | == /2 Students O Proctor Groups  :

it Cickto Load il Cickto Load Lid Cickto Load

%2 Users
REPORTING

~ Progress EE WorkKeys Graphic Literacy Spring 2026... H EE ! D Sprin... D ¢

k£ Activity £ 02/25/26 - 05/01/26 B[ acove | £ 02/25/26 - 05/01/26 (=D
OPERATIONS -= i Students U Proctor Groups | -= /2 Students O Proctor Groups |

8¢ Session Explorer |id Ciickto Load |it Clickto Load

2. To view existing students for a given administration, click the kabob next to
“Students” for the administration card. In this example, we will view the
students for the “EE The ACT + Science Spring 2026 Pilot” administration.
Select the “View/Add" option in the pop-up menu.

@ Administrations Past o 88 = Y HideFilter
Sort by
Search by administration name... Y Date created - ...
I EE The ACT + Science Spring 2026 Pilot ] ® EE The ACT + Science + Writing Spring 202... @O ! EE WorkKeys Applied Math Spring 2026 Pilot

I £ 02/25/26 - 05/01/26 [ active | I £ 02/25/26 - 05/01/26 m l {5 02/25/26 - 05/01/26 [ Active |

== £ Students o U Proctor Groups  : -=- £ Students O Proctor Groups  } == £ Students i O Proctor Groups  :

@ it Click to Load |it Clickto Load
Y, Export
Print Cards

EE WorkKeys Gi PrintClaim Codes ~ '26... @ @ EE WorkKeys Workplace Documents Sprin... @
I £ 02/25/26 - 05/01/26 = l £ 02/25/26 - 05/01/26 =S

== 2 Students O Proctor Groups  : -= £ Students O Proctor Groups  }

st Clickto Load |t Click to Load
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3. The Students page will appear. Click the “Bulk Upload” button in the upper
right corner.

<« I %2 Students: EE The ACT + Science Spring 2026 Pilot I

&, Bulk Upload ¢ Add/Remove Students

FORM TYPE
Students 0 165 View by Form Ty ! Select
Accommodated | Regular

Search Y ¢, Refresh

1to 25 (165) 25 v (1of7) > » More columns < b ¢
First Name Tl Last Name 15 Orgs Testing School Test Progress ] Test Status T] Form Type Tl Auth Fields (Fa1  Actions

EE Macauley EE Abbott iffh  EE Seaside High School EE Seaside High School -0 Not Started Regular EE Abbott, 1748

EE Sydney EE Acosta i@ EE Elk Creek Elementary EE Seaside High School sl Not Started Regular EE Acosta, 7528!

EE Kaya EE Acosta (@ EE Seaside High School EE Seaside High School -0 Not Started Regular EE Acosta, 4861¢

EE Bessie EE Alvarado i EE Seaside High School EE Seaside High School -0 Not Started Regular EE Alvarado, 161

4. The Manual Student Assignment page will appear. Note: The Bulk Upload
process involves four (4) steps: 1) select students, 2) generate a template file, 3)
add testing modes (The ACT only), and 4) upload modified file.

Step 1 - Select Students

To select students from the administration’s eligible population, click the
“Select Students” button.

<« | & Manual Student Assignment: EE The ACT + Science Spring 2026 Pilot |

Select students, generate a template, add testing modes, and upload

Step1
Select Students

Select students from the administration's

eligible population

#2 Select Students

Step 2

Generate Template

Student UUID

Last Name

Org Identifier

Mode

First Name

Only the Mode column needs to be filled in

emplate

Template includes 0 pre-selected students

Step 3
Add Testing Modes

» Open the downloaded file in Excel, Sheets, or

Numbers.

« Fill in the Mode column with "Online” or "Paper".

« Do not modify other columns or headers.

« Save as .csv format.

9 Template History

Step 4

Upload Modified File

=]

X

>

<) Upload History

Choose a CSV file or drag & drop

here
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The Select Students page will appear. On the “Select Students” page, select
students from the list of eligible students (those that have not yet been assigned to
this administration). Use the filters at the top of the page as needed to locate the
students to be added. In this example, the “Grades” filter is set to ‘09’ and the
“Select Schools” filter is set to ‘EE Crystal River Secondary School’. To select a
student, click the check box on the row for that student (next to ‘First Name’). After
all applicable students have been selected, click the “Confirm Selection” button in
the lower right corner.

Select Students

Select Schoo's
v Select Accommodation(s) v | EE Crystal River Secondary School X v I Search by class...

Search by student name... ﬁ ¢ Refresh
11025(49) [ Selection | selectedje == (1of2) > »

First Name T} Last Name ) Identifier T} Orgs Grades Accommodations

@ EE Lottie EE Barnes. EE100001403 ff) EE Crystal River Secondary School = 09

EE Jak EE Barrett EE100001412 {1 EE Crystal River Secondary School = 0
EE Mina EE Bowman EE100001421 (% EE Crystal River Secondary School = 0
EE Mila EE Camacho EE100001449 ifl  EE Crystal River Secondary School = 09
EE Saira EE Cantrell EE100001400 {1 EE Crystal River Secondary School

EE Sulayman EE Cole EE100001446 {1  EE Crystal River Secondary School

EE Milly EE Colon EE100001416 1 EE Crystal River Secondary School

EE Renee EE Dawson EE100001439 % EE Crystal River Secondary School L=

EE Awais EE Foster EE100001436 @) EE Crystal River Secondary School =

EE Natalie EE Frazier EE100001443 1 EE Crystal River Secondary School

FF Nean FF1000N1411 @ FF Cruetal River Secondary Schaol

Close Confirm Selection

Note that in this example, two students were selected. If necessary, use the
“Change Selection” button to change the list of students selected for upload.

Step1
Select Students

A

Select students from the administration's
eligible population

2 student(s) selected

¢ Change Selection
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Step 2 — Generate Template

Click the “Generate Template” button.

Step 2
Generate Template

Student UUID Org Identifier First Name

Last Name Mode

Only the Mode column needs to be filled in

&, Generate Template @
Template includes 2 pre-selected students

Next, click the “Template History” button in the upper right corner to
download the generated template file when ready.

083

“O Template History “O Upload History
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The Template History page will appear. Verify the file creation process has
completed - and verify the number of students included in the file. In this
example, we have two (2) students that were selected and included in the
manual student template file.

[Template History | X
File Name ¢, Refresh
1to1(1) 10 v < (1of1)
Name T! Students T| Status T) IQ Progress T1 Created By Tl Created T|
e~ —
L
| manual_student_template_03_15_2026.csv %, I 2 ¢ COMPLETED 100% Benzing, Darren 2026-03-15 06:15:40 pm

To download the manual student template file, click the “Download File”
button next to the filename in the ‘Name’ column.

Name T| g Students T) Status T) Progress T

manual_student_template_03_15_2026.csv &, 2 COMPLETED 100%

Click the “x" in the upper right corner to close the Template History page.

Step 3 - Add Testing Modes

Step 3
Add Testing Modes

« Open the downloaded file in Excel, Sheets, or
Numbers.

« Fill in the Mode column with "Online" or "Paper".
« Do not modify other columns or headers.

« Save as .csv format.
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Open the manual student template file, add the testing mode (Online or
Paper) for each student included in the file, then save the file as .csv format.
Note: Do not modify any other information in the file — including the header
information.

=

File Home Insert Draw Page layout Formulas Data Review View Automate Help Acrobat

fli] A Cut

Paste E@ Copy  ~

“Aptos Narrow v“}ﬂ v‘ A A ab, Wrap Text ‘:General

I1f
Il

il @
%
¢

B I U~ - == = = [EMerged rov $ v %
b <¥ Format Painter ’
Clipboard N Font N Alignment N N
E1 v i Jx~ Mode
A B C D E F
1 Student UUID Org Identifiers FirstName LastNanfe Mode

2 47a4d0e0-95c8-4b51-a6a8-da7e077d10e7 eecrystalriversecondaryschool EELottie  EEBarnej Online
3 |a8210fab-f132-4501-90a1-86bf6029cc07  eecrystalriversecondaryschool EE Jak EE Barrety Paper
4
>
6

Step 4 — Upload Modified File

Step 4
Upload Modified File

& X

>

Choose a CSV file ordrag & drop
here
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Choose a CSV file or drag & drop the modified manual student template file to
the drop zone on the Manual Student Assignment page.

Step 4
Upload Modified File

> iy X

0 manual_student_template_...
0.24KB

& File Validated Successfully
2 student(s) ready to be added

Click the “Upload the selected file” button to upload the modified file. Click
the “Upload History” button to verify the upload was successful.

= Jfoe
“O Template History “O Upload History
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The Upload History page will appear. Verify the file upload process has
completed - and verify the number of students included in the file upload. In
this example, we have two (2) students that were selected and included in the
manual student template file.

Upload History X
File Name ¢, Refresh

1to1(1) 10 v < ¢ (1of1)

Name T| Students T) Status T0 I.Q Progress T Created By T0 Created T)

L
|manual_studem_template_03_15_2026.csv & I 2 ¢ COMPLETED 100% Benzing, Darren 2026-03-15 07:27:45 pm

Click the “x" in the upper right corner to close the Template History page.

Verify the selected students were added successfully to the administration.

r
FORM TYPE
167 E—
Students 0 167
Accommodated Regular
\

« 2 Students: EE The ACT + Science Spring 2026 Pilot

= o - —

EE Summer EE Baker @ EE Seaside High School EE Seaside High School
EE Haleema EE Ballard (@ EE Seaside High School EE Seaside High School
EE Kasey EE Barker (@ EE Seaside High School EE Seaside High School
EE Earl EE Barker {@h EE Seaside High School EE Seaside High School
EE Kamran EE Barker [ EE Crystal River Secondary School None
EE Lottie EE Barnes [f@h EE Crystal River Secondary School None
EE Dawid EE Barrera [f@h  EE Seaside High School EE Seaside High School
EEJak EE Barrett [f@h  EE Crystal River Secondary School None
EE Karim EE Becker {@h EE Seaside High School EE Seaside High School
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Testing Window Selection

1.  On the Administrations page, for the applicable administration card, click the
“Testing Date Selection” button.

& Administrations Past 0 83 = Y HideFilter
Sort by

Search by administration name... Y Date created -

I EE The ACT + Science Spring 2026 Pilotl & : EE The ACT + Science + Writing Spring 202... O @ EE WorkKeys Applied Math Spring 2026 Pilot

I {5 02/25/26 - 05/01/26 I £ 02/25/26 - 05/01/26 £ 02/25/26 - 05/01/26 =
167 = sStudents O Proctor Groups -= £ Students O Proctor Groups  : == /2 Students O Proctor Groups

i Click to Load it clickto Load
EE WorkKeys Graphic Literacy Spring 2026... O @ EE WorkKeys Workplace Documents Sprin... O @
{5 02/25/26 - 05/01/26 I £ 02/25/26 - 05/01/26 =
== 2 Students O Proctor Groups  : -= £ Students O Proctor Groups  :
|utt Clickto Load it Click to Load

2. The Org Date Selection Report page will appear. Locate the school for which
a testing window will be assigned. In this example, we will assign a testing
window for EE Seaside High School. In the ‘Testing Window' column, select
the appropriate testing window.

Org Date Selection Report X

EE The ACT + Science Spring 2026 Pilot

=~ o 1 0
Pending Selection Date Selected Not Testing

Status v Window &, Export Report
Organization T Status Testing Window Selected By Selected At
EE Crystal River Secondary School Selected Test Window 1 (04/07/2026 - 04/17/2026) v District Role 03/04/2026 15:58
EE Elk Creek Elementary Pending Select
EE Independence Secondary School Pending Select
EE Seaside High School Pending Select N Darren Benzing 03/15/2026 19:50
EE Westbridge Elementary Pending — Pending —

Test Window 1 (04/07/2026 - 04/17/2026) @

Test Window 2 (04/21/2026 - 05/01/2026)

Not Testing

EE Seaside High School Selected Test Window 1 (04/07/2026 - 04/17/2026) v Darren Benzing 03/15/2026 19:58
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3. Verify the desired testing window is now listed for the school on the Org Date
Selection Report page.

z] Administrations

Search by administration name... Y

EE The ACT + Science 4

e

EE The ACT + Science Spring 2026 Pilot ®

£ 02/25/26 - 05/01/26 u Submit Sessions ,

L Org Date Selection Report
167 s Students U Proctor Groups  : == = Swuems

Org Date Selection Report

EE The ACT + Science Spring 2026 Pilot

o 3 o 2 I
Pending Selection Date Selected Not Testing
Status v Window v & Export Report
Organization 1= Status Testing Window Selected By Selected At
EE Crystal River Secondary School Selected Test Window 1 (04/07/2026 - 04/17/2026) v District Role 03/04/2026 15:58
EE Elk Creek Elementary Pending Select.. v
EE Independence Secondary School Pending Select... v

EE Seaside High School $ Selected I Test Window 1 (04/07/2026 - 04/17/2026) | v Darren Benzing 03/15/2026 19:58

EE Westbridge Elementary Pending Select..
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Print Claim Code Cards

<Insert Summary of Claim Codes>

1. Select the “Print Claim Codes” option on the Students menu.

EE The ACT + Science Spring 2026 Pilot ©)
I £3 02/25/26 - 05/01/26
167 | students F : ’ O Proctor Groups

C— —]
Q. View/Add

o, Export

@ Print Cards ﬂ

EE WorkKeys GrapIEaJ Print Claim Codeil . O

£3 02/25/26 - 05/01/26

-= 2 Students O Proctor Groups

il Clickto Load

2. Select a school for which to print claim code cards.

r |

Print Claim Codes X

@

| Select a school to print student cards for.

Select School

EE Crystal River Secondary School

EE Elk Creek Elementary

[ EE Seaside High School ] <=
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3. Click the “Print Claim Codes"” button.

Print Claim Codes X

Select a school to print student cards f

Select School
EE Seaside High School

Cancel Print Claim Codes

4. Select the students for which to print claim code cards.

Print Claim Codes

X
EE The ACT + Science Spring 2026 Pilot
a
| Select All 162 of 162 selected I $ [ Print Cards (162) ]
Select students and print their claim code cards
a
[
STUDENT NAME STUDENT NAME STUDENT NAME
EE Willard EE Blanchard EE Omar EE Kerr EE Oskar EE Carney
STUDENT ID STUDENT ID STUDENT ID
EE100002159 EE100002098 EE100002244
SCHOOL SCHOOL SCHOOL
EE Seaside High School EE Seaside High School EE Seaside High School
CLAIM CODE CLAIM CODE CLAIM CODE
220848667 228025983 229134906
- J \
- N
STUDENT NAME STUDENT NAME STUDENT NAME
EE Bernice EE Doyle EE Rufus EE Gates EE Angela EE Martinez
STUDENT ID STUDENT ID STUDENT ID
EE100002231 EE100002108 EE100002167
SCHOOL SCHOOL SCHOOL
EE Seaside High School EE Seaside High School EE Seaside High School
CLAIM CODE CLAIM CODE CLAIM CODE
224747128 227605651 222679328
\ J/
s N
STUDENT NAME STUDENT NAME STUDENT NAME
EE Eva EE Howard EE Lucie EE Erickson EE Claire EE Dixon
STUDENT ID STUDENT ID STUDENT ID
EE100002210 EE100002178 EE100002213
SCHOOL SCHOOL SCHOOL
EE Seaside High School EE Seaside High School EE Seaside High School
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5. Click the “Print Cards (###)" button to print the Claim Code cards for the
selected students. Select desired Printer and click the “Print” button to print

the Claim Code cards.

. 2
Print ;
Total: 11 sheets of paper EE Willard EE Blanchard EE Omar EE Korr EE Oskar EE Camey
EEXDA;};?;W EE‘ICﬁ;;}M E(loﬁ;};??“
. EES«&:&;N;AHW EE sn.mmn.m School EE saasmnmsau:«
Printer
Microsoft Print to PDF v 220848667 228025983 229134906
- EE Bernice EE Doyle EE Rufus EE Gates EE Angela EE Martinez
Copies -— sTuvEN
E£100002231 EE100002108 E€100002167
1 " m":‘hs&w " mm»o\scm)ol L Sﬂblld;md‘ﬂsdw
224747128 227605651 222679328
Layout
() Portrait EE Eva EE Howard EE Lucie EE Erickson €€ Claire EE Dixon
EilW(’l:l?élO Eél@é;?l’! EEIU‘O“A)(;ZZU
o Landscape € Savsids High Schoc EE Seasce Hgh School £E Seanide High Schoot
228365321 225034037 228072399
Pages
o All EE Gothin EE Mcintyre EE Farrah EE Mcintosh EE Kabir EE Anderson
E; 10‘0'0;;508 E;\M E‘E lﬂ‘oﬂm;ﬂbl
() Odd pages only EE Soasids High Schook E€ Scauce Hgh School €E Seside High Schoot
() Even pages only 229931085 225510344 221854958
'1\74,:’ eg. 1-5,8, 11-13 EE Molissa £ 5;oohony EE Malaii;léElMayo EE Moshe EE Goodwin
EEXD‘N‘I‘G‘QX32 Eé l&?l‘?i EE. lﬂG‘;};?lﬁ
EES‘&;Q;I‘NAE‘NW EE Snahﬁ‘r“ﬂ\ School EE smmmg‘nsmw
Color
Color v 221348336 225359471 223936261
More settings v
Print using system dialog... (Ctrl+Shift+P)
EE Sara EE Marshall EE Haaris EE Cofey EE Kiera EE James
EEXW;);?;O‘.’; EEICMZ‘VZIJO E(lDO‘;!;ZZ‘lJ
EES&“D‘G{TN"‘NW EE S&,QN",W School EE mﬂ;"@ﬂw
“ Cancel A - - v

4
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Create Proctor Group

Method 1: + Create Group

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

- ACT s UL

HOME
& Administrations Past o 88 = Y HideFitter
@ Dashboard
svsTem Sortby
Search by administration name.. Y Date created -
2 Admin Requests
TEST MANAGEMENT . . -
EE The ACT + Science Spring 2026 Pilot o EE The ACT + Science + Writing Spring 202. o EE WorkKeys Applied Math Spring 2026 Pilot
| £ 02/25/26 - 05/01/26 [z\’a\@ £ 02/25/26 - 05/01/26 4 02/25/26- 05/01/26 @m
ROSTERING
® orgs -= /2 Students O Proctor Groups == /2 Students O Proctor Groups | == /2 Students O Proctor Groups |
it Cickto Load il Cickto Load Lid Cickto Load
B Users
REPORTING
= Progress EE WorkKeys Graphic Literacy Spring 2026... O @ EE 3% D Sprin...
k£ Activity £ 02/25/26 - 05/01/26 ';;-]m £ 02/25/26 - 05/01/26 (=D
OPERATIONS -- 2 Students O Proctor Groups | -- /A Students O Proctor Groups |
8¢ Session Explorer Ll Cilek to Load il Ciick to Load
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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.

= M:TE Pilot

HOME

Bl-1-1-]

& Administrations W Hide Filter

@ Dashboard

SYSTEM Soxtby
Search by administration name... Y Date created -
2 Admin Requests

TEST MANAGEMENT

EE WorkKeys Applied Math Spring 2026 Pilot

I £ 02/25/26 - 05/01/26 ’D*lm

EE The ACT + Science Spring 2026 Pilot EE The ACT + Science + Writing Spring 202... ©

I £ 02/25/26 - 05/01/26 [g][ﬁ® I £ 02/25/26 - 05/01/26

ROSTERING
= Orgs == /2 Students O Proctor Groups | == /2 Students O Proctor Groups == /2 Students U Proctor Groups
|ut Ciokto Load |itt Click to Load |t Click to Load
2 Users
4, Export
REPORTING Print Cards
1 Progress EE WorkKeys Graphic Literacy Spring 2026... EE WorkKeys Workplace Documents Sprin...
L Activity £ 02/25/26 -05/01/26 By o~ | I £ 02/25/26-05/01/26 =
OPERATIONS -- #% Students O Proctor Groups | -- i Students O Proctor Groups

& Session Explorer id Glckto Losd dd Cickto Load

The Proctor Groups page will appear showing any existing Proctor Groups for
the “EE The ACT + Science Spring 2026 Pilot” administration.

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

8

PROCTOR GROUPS

222

FILTER =]

167

# TOTALSTUDENTS

@ Create with Code X2, Bulk Upload + Create Group

2 UNASSIGNED

163

@ assieneD

1to8(8) (1of1) Morecolumns < >
Name T Testing School T) Students Proctor Password Test Progress Active Actions
EE The ACT + Science Spring 2026 Pilot Unassigned None 4 NH2zK6 ) VW7HAP ) )
Online Room A EE Seaside High School 27 HUXXW4 @ 24H7VE O = ()
Online Room B EE Seaside High School 60 2257142 3FSXRR () [ ]
Paper Room C EE Seaside High School 39 XWYEVY O Hvyxar 3 C o
Paper Room D (fA) EE Seaside High School 2 VPVE4X ) NNACCP [ ]
Benzing - Room A EE Seaside High School 1 138C2N @ NADTF [ ]
Benzing - Room B EE Seaside High School 5 uuQzeop B HSNBQK &) [ )
Benzing - Room C EE Seaside High School 5 4QuRA GHzC2K [ )

3. Click the “+ Create Group” button in the upper right corner of the page.
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4. The Create Proctor Group page will appear. Enter a new Proctor Group Name.

« I [ Create Proctor Group: EE The ACT + Science Spring 2026 Pilot: Create Proctor Group

Proctor Group Configuration

This setup allows you to create additional proctor group that can be assigned to a testing school within or outside of your org scope and can be monitored individually.

(o)<

Testing School Setup
This information is used to define the school where this proctor group is physically testing the students.

Select District * v Select School * v

2, Students (©)

3

No records found

5. Select the District and the School where testing is to be performed.

<« [Z Create Proctor Group: EE The ACT + Science Spring 2026 Pilot: Create Proctor Group

Proctor Group Configuration

This setup allows you to create additional proctor group that can be assigned to a testing school within or outside of your org scope and can be monitored individually.

Group Name *

Benzing
Testing School Setup
This information is used to define the school where this proctor group is physically testing the students.
Select District * Select School *

EE Billings School District gl v EE Seaside High School <= v

6. Save the Proctor Group by clicking the “Save” button in the upper right corner.
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7. Verify the new Proctor Group was added to the list on the Proctor Groups
page. Note: No students have been added to the new Proctor Group yet.

@ Create with Code &, Bulk Upload + Create Group

<« %% Proctor Groups: EE The ACT + Science Spring 2026 Pilot
Y
167 163 4
«
e . TOTALSTUDENTS @ assicNeD 25 UNASSIGNED
& PROCTOR GROUPS
Click to view all sessions
1t09(9) 20 v (1of1) Morecolumns < >
Name T Testing School T Students Test Code Proctor Password Test Progress Active Actions
EE The ACT + Science Spring 2026 Pilot Unassigned None 4 NH2ZK6 VW7HAP () (]
Online Room A EE Seaside High School 27 HUXw4 & 24H7VE O - [}
Online Room B EE Seaside High School 60 2257142 Q) 3FSXRR ) o
Paper Room C EE Seaside High School 39 XWYEVY ) Hvyxar O « [ )
Paper Room D (] EE Seaside High School 26 vevedx O NNACCP O [ ]
Benzing - Room A EE Seaside High School 1 T38C2N NADTF O ®
Benzing - Room B EE Seaside High School 5 uuazeo @ HSNBQK @ o
Benzing - Room C EE Seaside High School 5 4QURA O GHzC2K O [ ] :
| Benzing - Room D EE Seaside High School @ VRCM3X ) ZFXGZR O I No Sessions I [ ) I

Create Proctor Group

Method 2: Bulk Upload

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

- ACT vicr

HOME

@) Dashboard

SYSTEM

2 Admin Requests

TEST MANAGEMENT
@ Administrations

ROSTERING
= Orgs

2 Users

REPORTING

= Progress

L= Activity

OPERATIONS

& Session Explorer

& Administrations

Search by administration name. Y

EE The ACT + Science Spring 2026 Pilot o :

O Proctor Groups  :

I £ 02/25/26 - 05/01/26

== 7 Students

it Cickto Load

EE WorkKeys Graphic Literacy Spring 2026...
£ 02/25/26 - 05/01/26 (=D

== /% Students O Proctor Groups  :

i CiicktoLoad

EE The ACT + Science + Writing Spring 202... O

l £ 02/25/26 - 05/01/26

== /2 Students

EE

£ 02/25/26 - 05/01/26

== /2 Students

O Proctor Groups
il Gick o Load
Di sprin... O
=D

O Proctor Groups |

Ll Click to Load.

e

 Hide Fitter

Current s [EECIEG 8 =

Date created -

EE WorkKeys Applied Math Spring 2026 Pilot
£ 02125/26 - 05/01/26 B[ 2cove |

== 72 Students O Proctor Groups

4 Cick o Load
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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.

= M:TG Pilot

HOME

& Administrations

@ Dashboard

SYSTEM

2 Admin Requests

TEST MANAGEMENT
@ Administrations

ROSTERING
= Orgs
B Users

REPORTING

= Progress

L Activity

OPERATIONS

& Session Explorer

Search by administration name... Y

EE The ACT + Science Spring 2026 Pilot EE The ACT + Science + Writing Spring 202...

[5”ﬁ® I [ 02/25/26 - 05/01/26 ':

O Proctor Groups |} == /2 Students O Proctor Groups  §

4, Export

I £ 02/25/26 - 05/01/26

== /% Students

i Glckto Load i Cickto Load

Print Cards

EE WorkKeys Graphic Literacy Spring 2026.. EE WorkKeys Workplace Documents Sprin...

£3 02/25/26 -05/01/26

O Proctor Groups

I £ 02/25/26 - 05/01/26

el

O ProctorGroups

== 42 Students == % Students

id Glckto Losd |4 Cockto Load

Bl-1-1-]

¥ Hide Filter
Date created -

EE WorkKeys Applied Math Spring 2026 Pilot
£ 02/25/26 - 05/01/26 g| m

== /2 Students U Proctor Groups

i Gickto Load

The Proctor Groups page will appear showing any existing Proctor Groups for
the “EE The ACT + Science Spring 2026 Pilot” administration.

€« 2% Proctor Groups: EE The ACT + Science Spring 2026 Pilot

@ Create with Code + Create Group

1, Bulk Upload

e 9 167 163
g @‘ . #2 TOTAL STUDENTS @ assianeD lassiaNeD
1t09(9) 20 (1of1) Morecolumns < >
Name T] Testing School Tl Students Test Code Proctor Password Test Progress Active Actions
EE The ACT + Science Spring 2026 Pilot Unassigned None 4 NH2ZK6 ) VW7HAP O [ )
Online Room A EE Seaside High School 27 HUXXW4 24H7VE O Ll (]
Online Room B EE Seaside High School 60 2257142 O 3FSXRR ) ()
Paper Room C EE Seaside High School 39 XWYEVY O Hvyxar . ®
Paper Room D ({3 EE Seaside High School 2 VPVE4X ) NNACCP @ [ )
Benzing - Room A EE Seaside High School 1 T38C2N NADTJF & o
Benzing - Room B EE Seaside High School 5 uuazeop O HSNBQK J) [ )
Benzing - Room C EE Seaside High School 5 4QuRA GHzC2K O [ ]
Benzing - Room D EE Seaside High School 0 VRCM3X ) ZFXGZR O No Sessions [ ]

3. Click the “Bulk Upload” button in the upper right corner of the page.
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4. The Upload page will appear. This page can be used to upload student
assignments to proctor groups via CSV file. This is a three-step process: 1)
Download a template file, 2) Modify the template file to include the testing
school and new proctor group name for each student, and 3) Upload the
modified template file. For this training example, we will add a couple of
unassigned students to a new proctor group named “Benzing — Room E" for
EE Seaside High School.

< I & Upload: EE The ACT + Science Spring 2026 Pilot l <) Template History 'O Upload History

Upload student assignments to proctor groups via CSV file. <=

| Step 1 Step 2 Step 3 I

Selectif the template e Should nclude all Students in the administration, . Open the le Using Shoets, NUMbers, or EXCel.

only those students not already in a proctor group(unassigned) or only « Incolumn 'testing_org_id", set the testing school for each student I X

create new proctor groups (no students), then click the button to « Incolumn 'new_proctor_group_name', assign a proctor group name for

download the template file. each student.
o If il i

2. AllStitents Ifeft blank, the student will be moved into the Unassigned Proctor
Group.
[ O = Aunassignea students ] o lfan existing name is used, students are added to that group (@S

+ Save the modified file as a .csv (comma separated values)
2 No Students ! A v P values)
Choose a CSV file or drag & drop here

&, Download Template

The file download is named using a fixed template and UUID (e.g
proctor_group_template_86f93745-c3bb-4¢53-b945-
21b49343ad4a.csv)

5. For this example, in Step 1 we will select “All Unassigned Students” as our
eligible students to be added to a new proctor group. Then, click the
“Download Template” button.

Step 1

Select if the template file should include all students in the administration,
only those students not already in a proctor group(unassigned) or only
create new proctor groups (no students), then click the button to
download the template file.

£2, All Students

O 2 AllUnassigned Students l

2 No Students

4, Download Template @

The file download is named using a fixed template and UUID (e.g.,
proctor_group_template_86f93745-c3bb-4¢53-b945-
21b49343ad4a.csv)

Click the “Template History” button to find the template to download.

Jroao

[‘59 Template History 9 Upload History
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The Template History page will appear. Click the “Download File” button next
to the filename to download the proctor group template file to your
Downloads folder.

[Template History | X
File Name ¢, Refresh

1to 4 (4) 10 v < (10of1) » More columns < >
Name T] Number of Sessions T1 Status Tl Progress Tl Created By T0

Eoctor_group_tempIate_aGd18a6f»021d-4454-91b8-33e8f1e8d994,csv & 4 COMPLETED 100% Benzing, Darrer\j

proctor_group_template_111770f9-ed11-4336-9018-2c75f92a132c.csv &, 2 COMPLETED 100% Benzing, Darren

proctor_group_template_fdfd8366-1f1a-4cef-adff-9a30157cd7fe.csv &, 5 COMPLETED 100% Benzing, Darren

proctor_group_template_9d11b117-0c61-406d-993f-90b2afedb8cd.csv = &, 0 COMPLETED 100% Benzing, Darren

6. For this example, in Step 2 we will select two unassigned students to add to a
new proctor group named “Benzing — Room E” for EE Seaside High School.

Step 2

« Open the file using Sheets, Numbers, or Excel.

* Incolumn 'testing_org_id', set the testing school for each student

* Incolumn 'new_proctor_group_name', assign a proctor group name for
each student.

o If left blank, the student will be moved into the Unassigned Proctor
Group.
o If an existing name is used, students are added to that group

» Save the modified file as a .csv (comma separated values)

Open the proctor group template file that you downloaded to your
Downloads folder. For this example, we will delete rows 4 and 5, leaving two
students to be added to the new proctor group.

@

File Home Insert Draw Pagelayout Formulas Data Review View Automate Help Acrobat

ﬁj ;& e [Aptos Narow |11 [General ] @ @ & = = ““‘"S“"‘ T oy /O E
paste [COPY B I UM~ $-% 9 %% I Fomatas Gl | lnset Delete Format | IFRY Sort& Find & Add

v <F Format Painter e @ WA | g ~ Tablev Styles~ v B - © Clear~ Filter+ Select

Ciipboard 5 Font 5 Number 5 Styles cels Editing Sensitivity | Add
AL v Je~ session_id
A 8 c D 3 F G H i
session_id first_name last_name identifier enrollment_org identifiers  admin_name existing_proctor_group_name testing org_id new_proctor_group_name
12eda545-af0c-497d-h960-693f19df3c85  EELottie  EE Barnes EE The ACT + Science Spring 2026 Pilot _ EE The ACT + Science Spring 2026 Pilot Unassigned

6b5c731c-c521-4bfc-aa63-d237c834312b EE Jak EE Barrett EE100001412 eecrystalriversecondaryschool EE The ACT + Science Spring 2026 Pilot EE The ACT + Science Spring 2026 Pilot Unassigned
dbee92a-05b7-4625-99¢2-a73288fadbdb  EEMartin  EEArcher EE100001432 eecrystalriversecondaryschool EE The ACT + Science Spring 2026 Pilot EE The ACT + Science Spring 2026 Pilot Unassigned
14962-6294-4bb6-85f1-49299d4e180a  EE Kamran EE Barker it y: EE The ACT + Science Spring 2026 Pilot EE The ACT + Science Spring 2026 Pilot Unassigned
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For this example, we will enter “eeseasidehighschool” as the org identifier for
EE Seaside High School in the ‘testing_org_id’ column. And, for this example,
we will enter “Benzing - Room E" as the new proctor group name in the
‘new_proctor_group_name’ column. Do not add any other columns or change
any of the column header information in this proctor group template file.

A ] c D E
session_id first_name last_name identifier enrollment_org_identifiers admin_name

F G H i J K
i existing_proctor_group_name testing org id new_proctor_group_name
12eda545-af0c-497d-b96d-693f19df3c85  EE Lottie  EE Barnes y: EEThe ACT + S S 2026 Pilot EEThe ACT + Spring 2026 Pilot L Benzing - Room E
6b5c731c-c521-4bfc-aa63-d237c8343f2b  EE Jak EEBarrett EE100001412 it y: EEThe ACT + S Spring 2026 Pilot EE The ACT + Science Spring 2026 Pilot Unassigned | eeseasidehighschool Benzing - Room E

7. For this example, in Step 3 we will upload the modified proctor group
template file by dragging and dropping the file into the file drop zone under
Step 3 on the Upload page.

Step 3

proctor_group_template_a6d18a6f-021d-445...
B
0.58 KB

Click the “Upload File” button to upload the file. Then, click the “Upload
History” button to view the status of the file upload.

ﬂ <1 Jfos-
“O Template History O Upload History
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The Upload History page will appear. When the file upload is complete, the
uploaded file should appear in the list with a Status = COMPLETED. The
number of students included in the file for the new proctor group will be
shown in the ‘Rows in File’ column.

Upload History X

File Name ¢ Refresh
1t03(3) 10 v (1of1) > More columns < P
Name T) Rows in File T. Status Tl Progress Tl Created By Tl Cr
—
I proctor_group_template_a6d 18a6f-021d-4454-91b8-33e8f1 e8d994.cs 2 @ 100% Benzing, Darren I 20
proctor_group_template_111770f9-ed11-4336-9018-2c75f92a132c.csv &, 2 COMPLETED Benzing, Darren 20
proctor_group_template_fdfd8366-1f1a-4cef-adff-9a30157cd7fe.csv = &, 5 COMPLETED 100% Benzing, Darren 20

Click the “x" in the upper right corner to close the Upload History page and go
back to the Proctor Groups page.

Verify the new proctor group has been added to the list of Proctor Groups with
the expected number of students (see ‘Students’ column).

<« | 2 Proctor Groups: EE The ACT + Science Spring 2026 Pilot | @ CreatewithCode 1, BulkUpload  [SSiCETYEGTT
Y
10 167 165 2
« —/
5 000 2. TOTALSTUDENTS @ assianeD 25 UNASSIGNED
] AR PROCTOR GROUPS
1t010(10) 20 v (1of1) More columns < >
Name T} Testing School T Students Test Code Proctor Password Test Progress Active Actions
EE The ACT + Science Spring 2026 Pilot Unassigned None 2 NH2zK6 ) VW7HAP ) o
Online Room A EE Seaside High School 27 HUXXW4 24H7VE O - [ ]
Online Room B EE Seaside High School 60 725742 O 3FSXRR ) (]
Paper Room C EE Seaside High School 39 XWYEVY ) Hvyxar O [ [ )
Paper Room D ff EE Seaside High School 2 VPVE4X ) NNACcP O [ )
Benzing - Room A EE Seaside High School 1 T38C2N @ NADTF O [ ]
Benzing - Room B EE Seaside High School 5 uuQz2p O HSNBQK @ [ ]
Benzing - Room C EE Seaside High School 5 4QURA O GHzC2K ) @ :
Benzing - Room D EE Seaside High School 0 VRCM3X @ ZFXGZR ) No Sessions [ ]
[Ceenzing - Room e Eeseasdetighsaoo ] ()G we2Ts O RV64W6 O ° |

Note: A new Test Code and associated Proctor Password was automatically
generated for the new proctor group that was added.
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Assign Students/Candidates to a Proctor Group

1.  On the Proctor Groups page (see previous steps for how to access the Proctor
Groups page for a given test administration), click the kabob under the
‘Actions’ column for the Proctor Group to which students/candidates will be
added and select the “Students” option. For this example, we will add
students to the “Benzing - Room D" proctor group.

& | % Proctor Groups: EE The ACT + Science Spring 2026 Pilot | O CreatewithCode 1, Bulk Upload
N 10 167 165 2
g ,@ PROCTOR GROUPS #2 TOTAL STUDENTS C“/J ASSIGNED 25 UNASSIGNED
1t010(10) 20 v (10f1) Morecolumns < >
Name T} Testing School T] Students Test Code Proctor Password Test Progress Active Actions
EE The ACT + Science Spring 2026 Pilot Unassigned None 2 NH2Zk6 ) VW7HAP O [ ]
Online Room A EE Seaside High School 27 HUXxw4 O 24H7VE O - [}
Online Room B EE Seaside High School 60 725742 Q) 3FSXRR @) ®
Paper Room C EE Seaside High School 39 XWYEVY ) HvyxaTr O 0 o
Paper Room D (f8] EE Seaside High School 2 VPV6ax ) NNACCP & [}
Benzing - Room A EE Seaside High School 1 T38C2N O NADTF @
Benzing - Room B EE Seaside High School 5 uuQzep O HSNBQK &) [ )
Benzing - Room C EE Seaside High School 5 4QUFIA ) GHzC2K ) [ ] :
@mg - Room D EE Seaside High School (=  wReMx O ZFXGZR O ® $B
Benzing - Room E ({3} EE Seaside High School 2 wacats RVE4WE )
D Proctor %
7] Delete

The Students page will appear.

« 2 Students: Benzing - Room D: Students =>

a

FORMTYPE TEST CODE

0 VRCM3X

Students 0

I 0 View by Form Type: |~ Select
Accommodated Regular

Search Y ¢ Refresh

0to0(0) 25 v < (00of0)

[\

No records found
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2. Click the “Edit Proctor Group"” button in the upper right corner of the
Students page.

The Create Proctor Group page will appear. Verify the Proctor Group
Configuration: Group Name, District, and School information. Currently, there
a no students assigned to this proctor group.

€« [Z Create Proctor Group: EE The ACT + Science Spring 2026 Pilot: Create Proctor Group

Proctor Group Configuration

Bi7oup Name *
Benzing - Room D

Testing School Setup
This information is used to define the school where this proctor group is physically testing the students
Select District *

s Select School *
EE Billings School District EE Seaside High School

A, Students (0) $

LE/E

No records found

3. Click the “+" button on the middle right side of the Create Proctor Group
page.

The Add Students page will appear. Use the filters at the top of the page to
quickly find the students to be added to the proctor group. In this example,
the “Select Schools” filter has been set to “EE Crystal River Secondary School”.

Add Students X

Grades Select Accommodation(s) l EE Crystal River Secondary School I Search by class.

(2) Students In Proctor Group
Search by student name... #, Add 4 Students ¢ Refresh

1to4(4) 25 (1of1
First Name 1) Last Name T) Identifier T, Organization 11 status 10 Accommodations T1 | Actions I
EE Jak EE Barrett 1412 @ EE Crystal River Secondary School Not Started -+
I €E Kamran EE Barker @ EE Crystal River Secondary School Not Started I :>D
42, EE Lottie EE Bamnes @ EE Crystal River Secondary School Not Started +

[ £E Martin EE Archer

r——————— =)

=)
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4. Inthis example, we have selected two students (by clicking the “+" in the
‘Actions’ column) to be added to the proctor group. Note the message in the
upper left which says “(2) Students in Proctor Group”. When all students have
been selected, click the “Close” button in the lower right corner.

Verify the selected students have been added to the proctor group “Benzing —
Room D" on the Create Proctor Group page.

< [Z Create Proctor Group: EE The ACT + Science Spring 2026 Pilot: Create Proctor Group :>

Proctor Group Configuration

This setup allows you to create additional proctor group that can be assigned to a testing school within or outside of your org scope and can be monitored individually.
Group Name *

Testing School Setup
This information is used to define the school where this proctor group is physically testing the students.

Select District* Select School *

EE Billings School District \ EE Seaside High School

'~ Students (2)

First Name T) Last Name T) Test Status T Actions

EE Kamran EE Barker Not Started

EE Martin EE Archer Not Started

5. Click the “Save” button in the upper right corner.

The user will be returned to the Proctor Groups page. Verify the two students
added to the “Benzing - Room D" proctor group are now shown on the list.

<« & Proctor Groups: EE The ACT + Science Spring 2026 Pilot @ CreatewithCode T, Bulk Upload
U 9 167 167 0
% 823 - romamouns A @ nssionen £ UNASSIGNED
1t09(9) 20 4 (1of1)
Name Tl Testing School T) Students Test Code Proctor Password Test Progress Active Actions
Online Room A EE Seaside High School 27 HUXXW4 () 24H7VE ) - ()
Online Room B EE Seaside High School 60 725742 Q@ 3FSXRR ) o
Paper Room C EE Seaside High School 39 XWYEVY O HVYXQT O . ®
Paper Room D () EE Seaside High School 26 VPVeax ) NNACCP O [ ]
Benzing - Room A EE Seaside High School 1 T38C2N O NADTF O o
Benzing - Room B EE Seaside High School 5 uuqz2p O HSNBQK ®
Benzing - Room C EE Seaside High School 5 4QUAA O GHzC2K @ o
Benzing - Room D (ff} EE Seaside High School @ VRCM3X O ZFXGZR 2 : ()
Benzing - Room E EE Seaside High School 2 wacats ) RV64WE ) e
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Print Proctor Cards

<Insert summary>

1. Select “Print Cards” on the Proctor Groups menu.

& Administrations Past o 83 = Y HideFilter
Sortby
Search by administration name... Y Date created - ... v
EE The ACT + Science Spring 2026 Pilot ® EE The ACT + Science + Writing Spring 202... © ! EE WorkKeys Applied Math Spring 2026 Pilot
I £3 02/25/26 - 05/01/26 I {3 02/25/26 - 05/01/26 [ active | I {3 02/25/26 - 05/01/26 [ Actie |
-- 2 Students O Proctor Groups B -- 2 Students O Proctor Groups  } -- 2 Students O Proctor Groups  }
|itt Clickto Load Q View |itt Click to Load i Click to Load
o, Export
EE WorkKeys Graphic Literacy Spring 2026... O : EE WorkKeys Workplace Documents Sprin... @O @
£ 02/25/26 - 05/01/26 m I [ 02/25/26 - 05/01/26
== 2 Students O Proctor Groups  } -= £ Students O Proctor Groups  }
|itt Clickto Load |it Click to Load

2. The “Print Proctor Cards” pop-up will be displayed. Select the school you will
print proctor cards for and click the “Print Cards” button.

r v

Print Proctor Cards X

@

elect the school you will print proctor cards for.

Select School

EE Seaside High School X v

(mme: o | Print Cards ]
y
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3. The Print Proctor Group Cards page will appear. On this page, set your
desired Layout Option [2x4, 3x6, or 1/Page], toggle the “Show Borders” option
[Yes or No] — then click the “Print” button.

<« | @ Print Proctor Group Cards: EE The ACT + Science Spring 2026 Pilot |

i e |
88 Layout Options #2. Total Proctor Groups @ Print {}
8 11 © Total Proctor Groups & pri
oo Print
204 36 Wras [ show Borders Vv Yes 2 9
2 page(s) ready to print

[ Pagel
L~ ACT District ACT District T
Online Room A Online Room B
EE The ACT + Science Spring 2026 Pilot EE The ACT + Science Spring 2026 Pilot
aa Test Code Proctor Password
728742 3F5XRR
Test Code Proctor Password
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4. Select the Printer and click the “Print” button to print the proctor cards.
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Print Student Testing Cards

<lnsert Summary>

1. Select “Print Cards” on the Students menu.

& Administrations

Search by administration name... Y
I EE The ACT + Science Spring 2026 Pilot I ® EE The ACT + Science + Writing Spring 202... ©
I £ 02/25/26 - 05/01/26 [ Active | I [ 02/25/26 - 05/01/26
- D O Proctor Groups  } == 2 Students O Proctor Groups

Q. View/Add |ut Click to Load
L, Export ”

© Print Cards

EE WorkKeys GiI & Print Claim Codes ~ 126... @O EE ys Workplace D Sprin... ©
£ 02/25/26 - 05/01/26 [ Active | I £ 02/25/26 - 05/01/26 =
== 2 Students O Proctor Groups  } -- £ Students O Proctor Groups  }

|ut Clickto Load it Click to Load

Past o 8 = Y Hide Filter

Sortby
Date created - ...

EE WorkKeys Applied Math Spring 2026 Pilot ()

I £ 02/25/26 - 05/01/26 [ Active |

== 2 Students O Proctor Groups

|ust Click to Load

2. The “Print Student Cards” pop-up will be displayed. Select the school you will
print student cards for and click the “Print Cards” button.

Print Student Cards X

@

Select a school to print student cards for.

Select School

EE Seaside High School X v

=T

3. The Print Session Cards page will appear. On this page, set your desired
Layout Option [2x4, 3x6, or 1/Page], set Card Grouping [Sequential or Stacked],
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toggle the “Show Borders” option [Yes or No], toggle the “Break by Proctor
Groups” option [Yes or No] — if set to Yes, then also toggle the “Display
Accommodations in New Line option [Yes or NoJ.

Optional: Choose Proctor Groups (i.e. only print cards for chosen groups).

Then click the “Print” button.
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4. Select the Printer and click the “Print” button to print the proctor cards.
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