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Preparing for Assessment Administration — Spring 2025

District Assessment Coordinators (DACs) School Assessment Coordinators (SACs)
1. Confirm and/or update District Technology 1. Confirm and/or update School Technology
Coordinator DTCFand School Assessment Coordinator (STC) accounts
Coordinator (SAC) accounts

_ _ ' 2. Review the manuals and guides found on the Maine
2. Review the manuals and guides found on the Maine Science Support Page
Science Support Page

3. Confirm student roster data once it is available in
3. Confirm student roster data once it is available in ADAM for Spring 2025
ADAM for Spring 2025

4. Ensure SACs are confirming their school-level . : : .

the Admin cards

Create classes

5. When Admins open, confirm test assignments using

the Admin cards. Ensure SACs are confirming their 6. Review default proctor groups and create additional
school-level admins and creating proctor groups proctor groups as necessary

6. Ensure that students who require paper 7. Print out test tickets and proctor group rosters as
accommodations (Paper, Large Print, Braille) are needed
indicated for PAPER ONLY accountability codes in the 8. Ensure that students who require paper
appropriate Admins accommodations (Paper, Large Print, Braille) are

indicated for PAPER ONLY accountability codes in the
appropriate Admins*

*Note: To request paper or large print test forms, complete the Request
for a Paper-Based Test. Reach out to directly to Krista Averill at
Krista.Averill@maine.gov regarding any braille needs.



https://mescience.zendesk.com/hc/en-us
https://mescience.zendesk.com/hc/en-us
https://mescience.zendesk.com/hc/en-us
https://mescience.zendesk.com/hc/en-us
https://newmeridianform.azureedge.net/sawdb/917fdb3b-c733-4060-89cd-b43ef92a0ded.html
https://newmeridianform.azureedge.net/sawdb/917fdb3b-c733-4060-89cd-b43ef92a0ded.html
mailto:Krista.Averill@maine.gov
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Assessment
Administration
Related

Roles and
Permissions

User access
Make user accounts for district users
Make user accounts for school users

Student rostering

Change student preferred name
Add/remove/edit students’ accommodations
Request paper accommodation
Create/delete/edit a class

Add/remove/change students class assignment

Test assignment

View test assignments/test admins
Change student test assignment
View/print test tickets

View/print roster lists

Test proctoring

View test progress

Reseat a student

Unsubmit a test

Request to unsubmit a test

View student test progress

Add/remove TTSfor student’s current session

Activity reports
View/export activity/progress for district
View/export activity/progress for schools

DAC

X X X X X

X X X X

DTC

X X X X

SAC

X X X X

STC Teacher

xX X X X

Proctor

x-TTSonly



New Meridian

Before Administrations can be confirmed for Spring 2025,
student rosters must be confirmed, and classes must be
created in ADAM.

* Students and their school affiliations are pre-loaded into the ADAM
platform by Maine DOE.

* Administrations are assigned by the system based on grade level

* Default proctor group assignments for each Administration (Admin)
are determined by the system based on the Classes that are are
created by the School Assessment Coordinator (SAC).

The steps for creating classes are detailed in the Rostering
training module, “Rostering in the ADAM Platform?”,
available through the Maine Science Assessment Support
Desk.
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NOTE: For Spring 2025 there is no
longer a Questionnaire session, so
there will be no Session 4.
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View Admins as

Search or filter lists or cards

for specific

Admins
Administrations urrent 0 View: 58 =

Y Filter

High School Science Session1-U.. =« [» @ ®

#12/12/23 - 05/31/24

5 O s PROCTOR 3
STUDENTS * GROUPS

Sessions
A A A T S S aE

Test Organization
Sp2024_GrHS _SSI1 New Meridian Master Org

Grade 8 Science Session3-UAT.. -« [» @ @& i

12/11/23 - 05/31/24

A PROCTOR
50 STUDENTS ~ * GROUPS

Sessions

Test Organization
Sp2024_Gro8_ss3 New Meridian Master Org

Administration Cards

Sort Admins

Q Hide Filter

Sortby: Date created - Newest

Grade 8 Science Session 1-UAT.. = [|» @ @

#12/1/23 - 05/31/24

5 0 3 PROCTOR i
STUDENTS GROUPS

Sessions
e A S S B

Test Organization
Sp2024_Gr08_ss4 New Meridian Master Org

Grade 8 Science Session2-UAT.. « |» @ @

#12/11/23 - 05/31/24 INACTIVE
5 0 : PROCTOR
STUDENTS GROUPS
Sessions

Test Organization
Sp2024_Gr08_ss2 New Meridian Master Org

i

v




NEW — Quick Look at
Accommodated Sessions

U

High School Science Session1-.. « [» g &

#12/12/23 - 05/31/24 INACTIVE

5 O s PROCTOR .
STUDENTS = GROUPS :

Select “View” to open a Sessions Q View
list of student session - =
assignments 3. Export
Test janization
Sp2024_GrHS_SSI i ~ Meridian Master Or
P - - & Print Cards 9
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Search by student
name or state ID

Click header
arrows to sort by
column
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¢ UAT - High School Science Session 1- UAT Sp2025: Students .
Use the filter button to

filter sessions by
accommodation

FORM TYPE
T

50

STUDENTS

46

View by Form Type: = All (50) v
ACCOMMODATED REGULAR

v 1to 25 (60) « <.2 | o»

Display Testing Test Form Auth Fields Test
Name orgs School Progress Test Status Type Form (dentifier) Code Accommodation Code  Actions
Amelia- DEMO DEMO 9 NOT STARTED Paper- Sp2025_GrHS_SS1_FTO_Paper SID140 ABC123 1 H
Grace Leon Northview Northview Based
High High Form
School School
Erika Guest DEMO DEMO 9 NOT STARTED Regular  Sp2025_GrHS_SSI_FTO_Online  SID143 ABC123 1 H
Northview Northview
High High
School School
Nev Neville- DEMO DEMO 9 NOT STARTED Regular  Sp2025_GrHS_SSI_FTO_Online  SSIDO37 ABC123 1 i
Edit Northview Northview
High High
School School
Cainlindsey = DEMO DEMO 9 NOT STARTED Regular  Sp2025_GrHS_SSI_FTO_Online  ssid237 ABC123 i
Northview Northview
High High

School School




Filter Sessions

Accountability Codes

Accommodations

Text to Speech

Braille

Large Print

Paper-Based Form

Sign Language - American Sign Language
Human Reader (Paper-Based Tests Only)
Scribe

Bilingual Word Glossary for MLs (Support)

Extended Time (Support)

Frequent Breaks (Support)
Small Group or Individual Setting (Support)

New Meridian



» Default proctor groups are created based on class
information entered by the SAU.
* Additional proctor groups can be created by DACs and
SACs for test administration convenience.
* Students in additional proctor groups are still associated
with their original class rosters and reports.
 Common reasons for setting up additional proctor
groups include:
* supports/accommodations (e.g., extended time
group),
* testing location (e.g., library group), and
* make up group of students who were absent.
* Default proctor groups can be modified through the
class dashboard. Additional proctor groups can be
modified through the proctor group details page.

New Meridian



High School Science Session TUAT  [» @ @

& 01/19/22 - 02/28/22

5 O : PROCTOR
STUDENTS  * GROUPS i
Sessions Q View
> A Ay 4y &y A
& Export
Test orgg
Sp2022_GrHS _SSI PEMt S onnvichigs

Go to View Proctor
Groups from the
Administration Card
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Creating and Managing Proctor Groups

Create an additional
Upload a CSV of proctor groups —

proctor group _ This method is not recommended View a list of
€ High School Science Session 1- UAT Sp208 Proctor Groups for Maine Science since the students
majority of the Proctor Groups
are pre-created by class.
3 © Create Group 0
PROCTOR
GROUPS ekt STUDENTS 50
ASSIGNED
Hide Empty 1to3(3 . - il
Name Testing School Students Test Code Proctor Pw Test Progress Actions
Mrs. Carpenter Sp2024_GrHS_SSI DEMO Northview High School 13 ABC123 123ABC -y &y & a2 (v
Happy_HS Sp2024_GrHS_SSI DEMO Northview High School 7 ABC123 123ABC A at >}
ABC123 123ABC
Patton_HS Sp2024_GrHS_SSI DEMO Northview High School 30 & & | a (>
Open the
: Proctor
Proctor Group Details Test Code and Progress Status
Dashboard

Proctor Code



Creating and Managing Proctor Groups

Start here

© Create
Group

Proctor Group Config

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.

Proctor Group Name

DEMO New Proctor Group - Make Up Testing Group

Select Your District

Select Your School

& Students (0) -

None

>

Proctor Group Config

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.

Proctor Group Name

DEMO New Proctor Group - Make Up Testing Group

Select Your District

DEMO Northview School District

DEMO Parson Creek School District

& students (0) I

None

Proctor Group Config

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.

Proctor Group Name

DEMO New Proctor Group - Make Up Testing Group

Select Your District

DEMO Parson Creek School District

lect Your School

DEMO Parson Creek Elementary

DEMO Parson Creek High School
DEMO Parson Creek Middle School
Demo Roster School

New Meridian




Creating and Managing Proctor Groups Search by et sy e

student accommodation
(optional) (optional)
Proctor Group Config Add Students
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. v
Proctor Group Name
p (0) students In Proctor Group 11010 (24) « <« . .
DEMO New Proctor Group - Make Up Testing Group First Name ‘Last Name Identifier Progress Accommodation Actions
Align Study2 alignstudy2 Not Started +
Select Your District , )
Align Study3 alignstudy3 +
DEMO Parson Creek School District X v ign Shudyd alignsiudyd &
> Align Study5 alignstudy5 +
Select Your School
Align Study6 alignstudy6 +
DEMO Parson Creek High School X Vv
w Alison Sanchez ssid239 +
Amelia Acosta ssid236
& Students (0) == ‘ i
Amelia-Grace SID140 +
None ssid243 4
Anniyah SID141 +

New Meridian




Creating and Managing Proctor Groups

Filter by support/
accommodation

Add Students

(0) students In Proctor Group

> First Name Last Name

Align Study?2

Align Study3
Align Study4
Align Study5

(optional)

' 4

Add 10 Students

Text to Speech
Braille
Large Print

Paper-Based Form
Identifi

Sign Language - American Sign Language

Human Reader (Paper-Based Tests Only)

alignsti
9 Scribe

Bilingual Word Glossary for MLs (Support)
alignst  extended Time (Support)

Frequent Breaks (Support)

alignsti

alignstudy5 Not Started

Small Group or Individual Setting (Support)

I2 3 » »

Actions

<+

+
+
+

I:_l«

L

New Meridian

Proctor Group Config

Proctor Group Name

Select Your District

DEMO Parson Creek School District

>Select Your School

DEMO Parson Creek High School

& Students (2)

First Name Last Name
Amelia Acosta
Alison Sanchez

DEMO New Proctor Group - Make Up Testing Group

Progress

Not Started

Not Started

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.

+

Actions
[ ]

==




¢ High School Science Session 1- UAT Sp2024: Proctor Groups
New groups will 3 © create Group 50
appear in the s 50
list of proctor
groups for the Hide Empty ws@ « i
Admin. Name Testing School Students Test Code Proctor Pw Test Progress Actions

M GaTpentensp2024 oS 53] DEMO Northview High School 3 [Aocizs | 123ABC | oo = O Click on
Note: If you \ “Students” icon
want a nhew Happy_HS Sp2024_GrHS_ss! DEMO Northview High School 7 | DEF456 | 456DEF | | & o to view cIass |iSt
proctor group to rotton 1 552024 OS5 T 0 [GHI7E9 | 789GHI | = o of sessions
test together for
Sessions 1, 2, \Q
and 3, you will FORM TYPE
MEEE! B2 FEPEET ! s |\ View b Form Type: A7)
the process to
make the group Test Code:
for each Admin. T | DEF456 wore) «

o s S g Dumgpws Sromsmon Bnps Voo (lacinet)  wosomwosnar coss: wsue
/s\ligg . BE’:: _ EE:/;: ' G NOT STARTED Regular  Sp2025_GrHS_SSI_FT0_Online  alignstudy5
iy ot Noxthwiew
High School _ High School

Align DEMO DEMO Sp2025_GrHS_SSI_FTO_Online  alignstudy2

Study2 Northview Northview

(=)

NOT STARTED Regular

New Meridian



<« UAT - High School Science Session 1 - UAT Sp2025: Students

FORM TYPE
g
50

46

4 )
View by Form T [N All (50 v
Sl AR I ACCOMMODATED I REGULAR 4 b (50)

h g 1to 25 (50)  « (-2 P

Display Testing Test Form Auth Fields Test
Name orgs School " Progress Test Status " Type " Form (1dentifier) Code Accommodation Code  Actions
Amelia- DEMO DEMO 9 NOT STARTED Paper- Sp2025_GrHS_SS1_FTO_Paper SID140 ABC13 1 H
Grace Leon Northview Northview Based
High High Form
school school
.
V iew t h e rOSte r Erika Guest DEMO DEMO o (T ST ARTED) Regular  Sp2025_GrHS_SSI_FTO_Online  SIDI43 ABC123 1 H
Northview Northview
.
details of students
School School
i n t h e Nev Neville— DEMO DEMO e NOT STARTED Regular Sp2025_GrHS_SS1_FTO_Online SSIDO37 A Bclz 3 1 H
Edit Northview Northview
High High
Administration
Cainlindsey ~ DEMO DEMO (=) NOT STARTED Regular  Sp2025_GrHS_SSI_FTO_Online  ssid237 ABC123 H
Northview Northview
High High
school School

« High School Science Session 1- UAT Sp2024: Proctor Groups

View proctor
group detailsand
lists of proctor
group enrollments i ey wso -l

3 © Create Group 5 0

PROCTOR
X, Upload Grou
GROUPS s i STUDENTS 50
ASSIGNED

< Name ¢ Testing School Students Test Code Proctor Pw Test Progress Actions

Mrs. Carpenter $p2024_GrHS_SS| DEMO Northview High School 13 ABC123 123ABC -y —av ®2 o0
ABC123

Happy_HS Sp2024_GrHS_SS1 DEMO Northview High School 7 123ABC I | a2 [»)]
ABC123 123ABC

Patton_HS Sp2024_GrHS_SSI DEMO Northview High School 30 r v 4a a2 [»)

New Meridian




Layout

acked

Choose Proctor Groups roctor Groups: 1
1ges: 6

Sequential

Toggle title pages for each proctor group
Administration: High School Science Session 1 - UAT Sp2024
Proctor Group: Patton_HS Sp2024_GrHS_SSI1

High School Science Session1-.. « |» g &

Test Code Proctor Password

ABC123 123ABC

50 : PROCTOR « Print proctor : _ —
STUDENTS L GROUPS L gro u p Ca rd S Student State Student ID Accommodations

#12/12/23 - 05/31/24

Amelia Acosta ssid236
Keiren Bernal SSID038 Text to Speech
Sessions Q View e i
ﬁ Pawel Camacho SSID044
Print student bamon o SEbo0
£ 2 Export Joel Fischer ssid238
test cards ” janization - —
‘ dpeuea_GrHS _ 8 Print.Cards ~ Meridian Master Org E?Q;feirj:; ::;5;;95
Samina Hayden SSID040
Maria Hernandez ssid228 Text to Speech
Dorcgy Lawrence SS.IDO36 Paper-Based Form
Layeht Grouping 1 Proctor Groups: 3
BB B D = 0 Sequenti Stacked = Pages: 7
Printing Test page ‘ ,

d d Print student
Cards an There are a variety of options . wanascorce I
p + C d f int | t of the test Anniyah Avila Mercedes Col

ro C O r a r S oF (;) rn I a»éo e © S e High School Science Session 1 High School Science Ses Sel eCted p rOCtO r
cards including one per page e oda 18tcods
g _ PEr page, ABC123 ABC123 groups

3x6, 2x4, sequential, stacked, el e e
a nd by p rOCto r gro u p tItI e High School Science Session 1- UAT Sp2024 High School Science Session 1- UAT Sp2024

Mrs. Carpenter Sp2024_GrHS_SSI Mrs. Carpenter Sp2024_GrHS_SSI
page .

Maine Science Maine Science
New Meridian




Maine Science Support Desk is

Full of Up-to-Date Information
Toll Free Number: 855-544-0842 or

ARAM

Assessment Delivery and Management

Department ot
Education

Create a ticket ——

Video Tutorials & Resources - Document
) Request Help
Webinars Downloads _ o
Click hare 0 cpen a requast form for questions
This section conmains short 15k sp2ofic dzos Click the artide Inks in this secticn to suggestions and IEsues
ard recordirgs of Q&A Sasgons accessidownicad dozuments

Call or Chat

Promoted articles

New Meridian



https://mescience.zendesk.com/
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