
 
 

 

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:   

1) Registering Students to Test Administrations 
2) Test Window Selection for each Testing Organization (School) 
3) Printing Claim Code Cards 
4) Creating Proctor Groups 
5) Assigning Students/Candidates to a Proctor Group 
6) Printing Proctor Cards 
7) Printing Student Testing Cards 

 

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. 
 

 
   



 
 

 

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

 
 

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

 

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

 

 

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

  



 
 

 

Register Students to Test Administrations 

Method 1: Add/Remove Students 

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

 

 

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. 
 

 



 
 

 

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

 

  



 
 

 

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. 
 

 

  



 
 

 

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.  
 

 

  



 
 

 

Register Students to Test Administrations 

Method 2: Bulk Upload 

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

 

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. 
 

 
 



 
 

 

3. The Students page will appear. Click the “Bulk Upload” button in the upper 
right corner. 
 

 
 

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. 
 

 
 

  



 
 

 

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. 
 

 
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. 

 



 
 

 

Step 2 – Generate Template 
 
 Click the “Generate Template” button. 

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

 

  



 
 

 

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. 
 

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

 
 
Click the “x” in the upper right corner to close the Template History page. 
 
Step 3 – Add Testing Modes 
 

  

  



 
 

 

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. 
 

 
 
Step 4 – Upload Modified File 
 

 
 



 
 

 

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

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

 
 

  



 
 

 

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. 
 

 
 
Click the “x” in the upper right corner to close the Template History page. 
 
Verify the selected students were added successfully to the administration. 

 

 



 
 

 

Testing Window Selection 

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

 
 

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. 
 

 

 



 
 

 

 
 
 

3. Verify the desired testing window is now listed for the school on the Org Date 
Selection Report page. 
 

 

 

  



 
 

 

Print Claim Code Cards 

<Insert Summary of Claim Codes> 
 

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

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

 

 
 

  



 
 

 

3. Click the “Print Claim Codes” button. 
 

 
 
 

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

 



 
 

 

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. 
 

 

  



 
 

 

Create Proctor Group 

Method 1: + Create Group 

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

 

  



 
 

 

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. 
 

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

 
 

3. Click the “+ Create Group” button in the upper right corner of the page. 



 
 

 

4. The Create Proctor Group page will appear. Enter a new Proctor Group Name. 
 

 
 
 

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

 
 
 

6. Save the Proctor Group by clicking the “Save” button in the upper right corner. 

  



 
 

 

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 Proctor Group 

Method 2: Bulk Upload 

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

 



 
 

 

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. 
 

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

 
 

3. Click the “Bulk Upload” button in the upper right corner of the page. 



 
 

 

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. 
 

 
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. 
 

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

 



 
 

 

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. 
 

 
 
 

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. 
 

 
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. 

 



 
 

 

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. 
 

 
 

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. 
 

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

 

  



 
 

 

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. 
 

 
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). 
 

 
 
Note: A new Test Code and associated Proctor Password was automatically 
generated for the new proctor group that was added. 

  



 
 

 

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. 
 

 
 
The Students page will appear.  
 

 



 
 

 

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. 
 

 
 
 

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”. 
 

 



 
 

 

4. In this 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. 
 

 
 

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. 
 

  



 
 

 

Print Proctor Cards 

<Insert summary> 

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

 
 
 

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. 
 

 
 

  



 
 

 

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. 
 

 
 

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

 



 
 

 

Print Student Testing Cards 

<Insert Summary> 

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

 
 
 
 

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. 
 

 
 
 
 

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], 



 
 

 

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 No]. 
 
Optional: Choose Proctor Groups (i.e. only print cards for chosen groups). 
 
Then click the “Print” button. 
 

 
 

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

 


