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Presenter
Presentation Notes
Welcome to the Illinois Alternate Assessment Training Module for SchoolSuccess for Coordinators. 
�This training module is designed for IAA Coordinators and will go over the topics of managing teacher accounts, student lists, and scoring progress. 

http://www.isbe.net/assessment
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IAA SchoolSuccess for Coordinators 

Illinois State Board of Education 

SchoolSuccess Online Scoring 
System Overview 

• www.iaapearson.com 
 

• Teachers record all student scores for the Illinois 
Alternate Assessment (IAA). 
 

• Coordinators have several key duties to perform to 
ensure that all scores are entered in a timely fashion: 
• Create teacher accounts 
• Create teacher classrooms 
• Assign students to a teacher classroom 
• Monitor teacher score entry progress 
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Presentation Notes
SchoolSuccess Online Scoring System Overview

SchoolSuccess online scoring system can be found at www.iaapearson.com. SchoolSuccess captures all of IAA scoring.  Each year, there are activities that must take place to set up districts and schools for scoring.  During the Assessment Network window, coordinators should have updated their contact information. Coordinators receive an email from accounts@schoolsuccess.pearson.com with your username and password.  New usernames and passwords are sent out each year. Coordinators will be responsible for creating teacher accounts, teacher classrooms, and assigning students to a teacher classroom in SchoolSuccess online scoring system. Throughout the six-week testing window, coordinators are also responsible for monitoring teacher score entry progress. All testing and score entry must be completed by the end of the testing window.  

http://www.iaapearson.com/
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IAA SchoolSuccess for Coordinators 

Illinois State Board of Education 

SchoolSuccess Online Scoring 
System Timeline 

• February 3 
• Coordinators receive an email with their username and 

password 
 

• January 3 – February 14 (before the test window) 
• Coordinators should complete all SchoolSuccess tasks, so 

that teachers are able to enter scores, once the test window 
opens. 
 

• February 17 – March 28 (during the test window) 
• Test Window- Coordinators can run reports in SchoolSuccess 

to monitor score entry progress. 
 

• March 28 
• All scores must be entered by Friday, March 28 at 11:59 pm. 
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Presentation Notes
SchoolSuccess Online Scoring System Timeline 

Coordinators will receive an email from Pearson on February 3rd with their username and password for SchoolSuccess. This gives coordinators time to complete SchoolSuccess Online Scoring System activities prior to test material delivery. It is recommended that coordinators complete SchoolSuccess Online Scoring System activities the week of February 3rd. If for some reason coordinators are unable to complete these activities,  use the weeks leading up to the testing window. The testing window is from February 17th through March 28th. All scores must be entered into SchoolSuccess Online Scoring System by Friday, March 28 at 11:59 pm.  No scores will be accepted after this time. 
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Illinois State Board of Education 

SchoolSuccess Online Scoring 
System Home Screen 

 
 
 
 
 
 
 
 
 
 

a. Resources  
• SchoolSuccess Instructions 
• IAA Implementation Manual 
• Student Transfer Request 
• Link to the IAA webpage and 

Assessment Network webpage 

b.  Click on Admin 
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Presentation Notes
SchoolSuccess Online Scoring System Home Screen

When you first log in to SchoolSuccess, you will be taken to the SchoolSuccess home screen. If you would like to view SchoolSuccess instructions, IAA Implementation Manual, Student Transfer Request, or be linked to the IAA or Assessment Network webpage's,  click on Resources.  Otherwise, to begin creating teacher accounts and classrooms, click on Admin in the top right corner to go to the administrative
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SchoolSuccess Online Scoring 
System: Coordinator Duties 

• Creating Teacher Accounts 
• Creating Teacher Classrooms 
• Active Student Lists 
• Create New Students 
• Assigning Students to a Classroom 
• Removing Students 
• Student Transfer Requests 
• Monitoring Teacher Accounts 
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Presentation Notes
SchoolSuccess Online Scoring System: Coordinator Duties

Creating teacher accounts, creating teacher classrooms, active student lists, creating new students, assigning students to a classroom, removing students, student transfer requests, and monitoring teacher accounts. 
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Creating Teacher Accounts 
a. Click on the + 

symbol next to the 
district name to 
display all schools in 
the district 

 

b. Click on the School 
Name where you 
want to create a 
teacher account 

 

c.   Click on the Create 
Teacher tab 

+ 
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Creating Teacher Accounts

In the administrative interface, there is a navigation tree on the left side that represents your district.  In order to create a teacher account, first click on the plus sign symbol next to the district name.  This will display all schools in the district. Then click on the school name where you want to create a teacher account. To select a school, you must click on the school name itself, not the plus sign symbol next to the school name.  Once you have selected the appropriate school, you will see tabs at the top of the screen. Click on the Create Teacher tab.
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Creating Teacher Accounts 

a. Required Information           
      for Teacher Account 
 

•  Unique username 
 

•  Email address 
 

•  First name 
 

•  Last name 
 

b. Click Add 
• Automatic email with username and 

password from 
accounts@schoolsuccess.pearson.com 
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Presentation Notes
This window opens when you click on the Create Teacher tab. Enter the required information for each teacher account you create: unique username, email address, teachers first and last name. Click add. Shortly after a teacher account is created, the teacher will receive an email from accounts@schoolsuccess.pearson.com with their account information.  Please note, coordinators may want to email teachers prior to teacher account creation to let them know that you are creating their account and that they will be receiving an email from accounts@schoolsuccess.pearson.com. It is not uncommon that a teacher would miss the email, especially when you are creating accounts several weeks prior to the start of the test window. If the teacher does not receive an email from accounts@schoolsuccess.pearson.com, please have the teacher check their spam folder first before contacting Pearson. 



 Division of Student Assessment 

IAA SchoolSuccess for Coordinators 

Illinois State Board of Education 

Creating Teacher Classrooms 
 

a. Click on the + symbol 
next to the School Name 
to display school folders 
 

b. Click on the + symbol 
next to folder Teachers to 
display a list of teacher 
accounts created 
 

c. Click on the Teacher 
Name where you want to 
create a classroom 

+ 
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Presentation Notes
Creating Teacher Classrooms

After you have created all teacher accounts, create a classroom for each teacher account. Click on the plus sign symbol next to the school name to display school folders. Click on the plus sign symbol next to the teachers folder to display a list of teacher accounts. Then click on the teacher account where you want to create a classroom. To select a teacher account, you must click on the teacher’s name itself. 
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IAA SchoolSuccess for Coordinators 

Illinois State Board of Education 

Creating Teacher Classrooms 
a. Click on the Create 

Class tab 
 
 

 

b.   Required Information 
for Teacher Classroom 
• Class name 
 

• Grade level 

c.  Click Create 
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Presentation Notes
After you have clicked on a teacher’s name, click on the Create Class tab. Enter the required information for each teacher classroom you create: class name and grade level. Click create. One by one, create a classroom for each teacher account. 
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Illinois State Board of Education 

Active Student Lists 
a. Click on the + symbol 

next to the district name 
to display all schools in 
the district 

 

b. Click on the + symbol 
next to school name 
where you want to 
create a teacher 
account 

 

c.   Click on the + next to 
folder Students 

+ 

+ 

+ 
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Presentation Notes
Active Student Lists

Student’s are loaded in the SchoolSuccess system based on the Pre-ID file from the Student Information System, SIS, or IMPACT for Chicago Schools to create active student lists.  Student lists are populated based on the testing school RCDTS code indicated.  To begin assigning students to teacher classrooms, click on the plus sign symbol next to the district name. Click on the plus sign symbol next to the school name. Then, click on the plus sign symbol next to the students folder. 
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IAA SchoolSuccess for Coordinators 

Illinois State Board of Education 

Active Student Lists 
a. Click on Active to 

display all students that 
are Pre-ID to test at that 
school 

 

b.  Display of student list 
opens 
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Presentation Notes
After you have clicked on the plus sign symbol next to the students folder, click on active. To open active student list,  you must click on active itself. The active student list opens. Verify all students that should be testing the IAA are in the active student list. If you are missing any students, you will need to create a new student. 
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IAA SchoolSuccess for Coordinators 

Illinois State Board of Education 

Creating New Students 
a. Click on the Create 

New Student tab 
 

b. Required Information 
for Student 
• First name 
• Last name 
• Grade 
• SIS ID 
• Date of birth 
• Home School 

RCDTS code 
 

c. Click Add 
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Presentation Notes
Creating New Students

If you are missing students in the active folder, first try to create them as a new student.  Above students in the active folder is a create new student bar. Click on create new student. Enter the required information for each new student you create: first name, last name, grade, SIS ID, date of birth, and home school RCDTS code. All students you create will now appear in the active folder. 
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IAA SchoolSuccess for Coordinators 

Illinois State Board of Education 

Creating New Students 

• NOTE: If the following message appears at the top of the 
screen after you click  Add, a student with the SIS ID you 
just entered is currently in the SchoolSuccess Online 
Scoring System. 
 
 

SIS ID must be unique. A record with SIS ID of 
XXXXXXXXX already exists in the system 
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Presentation Notes
It is important to understand that when creating a new student, a student can only exist in the SchoolSuccess system once. If you try to add a student that is pre-identified to another location, you will get an error message stating that SIS ID must be unique. This means the student you are trying to create has already been loaded or created in SchoolSuccess online scoring system.  First, use the search function to search SchoolSuccess for the student’s SIS ID.  It is possible that the student was simply assigned to another school within your district.  If that is the case, district coordinators have the authority to move a student from one school to another within their district.  If the search comes up with nothing, it means the student is pre-identified to another district.  If this happens, follow the process for a Student Transfer Request. A student transfer request, if approved, can have the student moved into the correct district’s School Success online scoring system.  
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IAA SchoolSuccess for Coordinators 

Illinois State Board of Education 

Assigning Students to a Classroom 
a. Click the box next to each 

student name to select that 
will be assigned to the 
same teacher  
 
 

b.  Click Transfer 
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Assigning Students to a Classroom

All students in the active student folder should be assigned to a classroom for scoring.  To do this, you should put a check mark in the box next to each student that will be assigned to one particular teacher.  Then you will click the transfer button, and a dialog box will appear for you to select the classroom.  The current school will automatically be selected, but if you need to transfer the student to another school within the district, you can select another school from the list.  In addition to selecting a school, you then need to select a classroom from the class list.  Select the particular teacher account and classroom that you wish to assign this group of students to and click continue.  You will be taken back to the active student list to continue assigning students to other classrooms.
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IAA SchoolSuccess for Coordinators 

Illinois State Board of Education 

a. A Confirm Transfer 
Students box will display 
 

b. Click on the classroom to 
assign these students to 
 

c. Click Continue 

Assigning Students to a Classroom 
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Presentation Notes
In the confirm transfer students box will appear for you to select the classroom.  The current school will automatically be selected, but if you need to transfer the student to another school within the district, you can select another school from the list.  In addition to selecting a school, click  a classroom from the class list.  Select the particular teacher account and classroom that you wish to assign this group of students to. Click continue.  You will be taken back to the active student list to continue assigning students to other classrooms.
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Removing Students  
• If you have students on your list that are not testing at your facility: 

1. Have the home district update the student’s Testing RCDTS code in SIS, 
2. AND fill out a Student Transfer Request to have them moved to the 

correct location. 
 

• If you have students on your list that will not take the IAA because they will  
take the ISAT or PSAE: 
1. Call Pearson’s Customer Support Center at 888-705-9413 to have the 

student(s) archived in SchoolSuccess, 
2. AND contact your SIS administrator to have the correct test assigned to 

the student in SIS. 
 

• If you have students on your list that are not in a valid testing grade: 
1. Call Pearson’s Customer Support Center at 888-705-9413 to have the 

student(s) archived in SchoolSuccess, 
2. AND contact your SIS administrator to have the student’s grade level 

updated in SIS. 
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Presentation Notes
Removing Students

When you are viewing your active student list, the goal is to have all students assigned to a classroom for scoring.  But there may be reasons why you will not be testing certain students.  The first scenario is that the student is a valid IAA student, but should not be at your facility and instead is being scored somewhere else.  In that case, a student transfer request must be submitted to have the student moved to the correct location.  The next scenario is that the student actually takes the ISAT or PSAE; in which case you would contact Pearson’s helpdesk to have the student archived in SchoolSuccess, and then contact your Student Information System or SIS administrator to have the student updated with the correct assessment.  The last scenario listed here is that the student is not in a valid testing grade level.  Follow the same procedure as before by calling Pearson’s helpdesk to have the student archived, and then contact your SIS administrator to have the grade level updated.
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Illinois State Board of Education 

Student Transfer Requests 

• Student missing from active student list 
and unable to create new student 
 

• Student had the wrong Testing School 
RCDTS code listed in SIS  
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Presentation Notes
Student Transfer Requests

Student Transfer Requests are necessary when you are missing a student that should be tested at your facility and you are not able to create a new student yourself.  If you try to create a new student and get an error message, search for the SIS ID. If no results come up, then complete a student transfer request.  The Home School must update SIS to reflect the change you are requesting. Pearson can only complete the transfer if SIS matches the information provided on the Student Transfer Request. You can find the Student Transfer Request form listed under Resources on the SchoolSuccess Home Screen.
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Illinois State Board of Education 

Student Transfer Requests 
1. Check with your SIS administrator to ensure 

that the student’s Testing location information 
has been updated to the correct location, so 
Pearson can verify and apply the change 
requested 
 

2. Go to Resources on SchoolSuccess home 
screen for Student Transfer Request  
 

3. Send request to Pearson at 
IAA_Pearson@support.pearson.com 
 

4. Allow THREE (3) business days for student 
transfer to be updated 
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Presentation Notes
The Home School must update SIS to reflect the change you are requesting. Pearson can only complete the transfer if SIS has been updated to list the correct testing school RCDTS code and matches the information provided on the Student Transfer Request. You can find the Student Transfer Request form listed under Resources on the SchoolSuccess Home Screen. Submit student transfer requests via email to iaa_pearson@support.pearson.com.  Pearson will verify the update has been made in SIS, and then complete the transfer in SchoolSuccess Online Scoring System.  If SIS has not been updated, Pearson will not be able to complete the transfer. Allow three business days for student transfers to be updated. 

mailto:IAA_Pearson@support.pearson.com
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Managing Teacher Accounts  
Marking a Student as Not Tested 

• If a student is assigned to take the IAA, and in a 
valid grade, but will not be tested due to a valid 
reason (see full list of not tested reasons at 
http://www.isbe.net/sis/pdf/not_testing.pdf): 
• In SchoolSuccess Online Scoring System: 

• Assign student to a classroom 
• Teacher will mark student Did Not Participate in 

the 2014 IAA Test Administration 
• In SIS Assessment Correction File:  

• Enter a reason for not testing code 
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Presentation Notes
Managing Teacher Accounts. Marking a Student as Not Tested.

For students that will not be testing due to a valid not testing reason, you will not have them removed from your active student list.  Instead, you should assign the student to a classroom, and have a teacher mark the student as “Did Not Participate in the 2014 IAA Test Administration”.  This will identify the student as complete in SchoolSuccess online scoring system.  This can only be done if the child was absent for the whole six-week testing window.  In SIS Assessment Correction file, enter the reason for not testing code for each subject area. If the student only participated in part of the test, the teacher should enter only those scores, leaving the rest blank, in SchoolSuccess. For example, the student was absent for three weeks of the testing window. When the student returned, the teacher was only able to administer part of math. The teacher will enter scores for the questions administered in the math section. Then, in SIS Assessment Correction file, enter a reason for not testing for the subject areas the student did not test. 

http://www.isbe.net/sis/pdf/not_testing.pdf
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Illinois State Board of Education 

Managing Teacher Accounts 
Viewing Reports 

a.  Click on IAA Online Tools    
    & Reports  

Viewing the district-level home screen 

b.  High Level Progress  
      Report opens 
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Presentation Notes
Managing Teacher Accounts: Viewing Reports

Throughout the test window, you are able to track scoring progress within your district by viewing the High Level Progress Report.  You can view the number of students by school and by classroom that have not started testing, who are a work in progress, have completed testing, and those who are marked that they will not test. The High Level Progress Report only updates once per day, around midnight.
To view classroom-level report, click on the name of the school who want to view. This allows you to view progress by student, which is real-time data.
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Managing Teacher Accounts 
Screening a Classroom 

Screening a classroom allows someone logged in as a Coordinator to 
view a classroom in teacher view. 

a. Click on classroom 
 

b. Click on Manage Class tab 
 

c. Click on Screen Class 
 

d. Click OK to confirm to  
      leave Admin System 
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Managing Teacher Accounts: Screening a Classroom.
There are times when a coordinator would like to see information as the teacher sees it, and this can be accomplished by the Screen Classroom function. Click on a classroom from the navigation tree. Then, click on the Manage Class tab. Click on the Screen Class option.  You will be prompted to confirm that you want to leave the Admin System, click OK. This will take you to teacher view. 
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Questions 
Interactive Frequently Asked Questions Database  

SchoolSuccess Online Scoring System 
Pearson’s Illinois Customer Support Center 

1-888-705-9413 
Email: iaa_pearson@support.pearson.com 

  
 
 

www.pearsonaccess.com/il  
Click on Frequently Asked 
Questions link to access 
database 
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Presentation Notes
Questions regarding SchoolSuccess Online Scoring System, please contact Pearson’s Illinois Customer Support Center at 1-888-705-9413 or at iaa_pearson@support.pearson.com.  



mailto:iaa_pearson@support.pearson.com
http://www.pearsonaccess.com/il
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