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Overview 

In this Guide 
This document contains information about PearsonAccessnext for state and district users. It contains information 
about: 
 viewing and editing school test coordinators 
 creating and deleting user accounts 
 editing school addresses 
 running participation reports 

Viewing Other Organizations’ Data 
As a state or district user, you have the ability to view and edit the data for all organizations in your jurisdiction. For 
example, if you are at a state organization, you can access the data for all districts and schools in your state. If you 
are at a district level, you can access the data for all schools in your district. 

Districts’ Responsibilities 
Districts may take an active role in the school establishment process—either by making sure schools submit their 
information in a timely manner or by completing some of the establishment information for them. 
 
For more information about the establishment process, see the School Establishment Guide. 

Districts’ Responsibilities throughout the Year 
Throughout the year, districts are responsible for making any updates needed to test coordinators or school 
addresses. Schools do not have the ability to update test coordinators or physical addresses. 
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Managing School Contacts and User Accounts 

Overview 
This section contains information about managing contact information and user accounts in PearsonAccessnext. 

Changing Test Coordinators 
If you need to change a test coordinator at a school, you must do three things: 
 Update the contact in the Manage Contacts area in the system. 
 Delete the previous test coordinator’s user account. 
 Create the new test coordinator’s user account. 

How to Change a School’s Test Coordinator 
To change a school’s test coordinator, take the following steps. 
 

Update the Contact 
 

 In PearsonAccessnext, select the Setup icon, and choose Organizations.  1.
 

 
 
The Organizations screen appears. 
 

 Select the dropdown list on the Search button, and check the box next to Show all results.  2.
 

 
 
A list showing your organization and all those below you in the hierarchy appears. 
 

 Check the box next to the school whose test coordinator you want to edit. 3.
 

 
 
Select the dropdown list on the Start button, and select Manage Contacts. 
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The Tasks for Organizations screen appears. The school you selected appears on the left. 
 

 If needed, click the school name to view the existing test coordinator for that school. 4.
 Enter the new school test coordinator’s information and then select the Save button. A Success – Changes 5.

saved message appears. 
 
Note: In the First and Last Name field, enter only the first and last name, separated by a single space. Do not 
enter titles or suffixes.  
 

 Select the Exit Tasks button. 6.
 

Delete the Old User Account 
 

 Follow the instructions in the How to Delete a User Account section to delete the previous test coordinator’s 7.
user account. 
 

Create the New User Account 
 

 Follow the instructions in the How to Create a User Account section to create the new test coordinator’s user 8.
account. 

 Advise the new test coordinator to follow the steps in the School Establishment Guide to submit participation 9.
data—particularly the Test Coordinator Agreement. 

IMPORTANT! The Test Coordinator Agreement 
All test coordinators must sign the Test Coordinator Agreement in PearsonAccessnext. 

How to Create a User Account 
To create a user account, take the following steps. 

 In PearsonAccessnext, select the Setup icon, and choose Users.  1.
 

 
 
The Users screen appears. Select the dropdown list on the Start button, and select Create / Edit Users.  
 

 
 
The Create/ Edit Users screen appears. 
  

 Select the Organization Name. 2.
 
Important! When creating a user account for someone at an organization beneath you in the hierarchy (e.g., if 
you are at a district and you are creating a school user account), be very careful about the organization you 
assign them to. If you inadvertently assign them to your own organization, they will be able to see—and 
possibly edit—your information as well as the information for every organization that reports to you. 
 

 Select the Role (Test Coordinator) for the new user.  3.
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 Leave the Account as Enabled. 4.
 Enter the test coordinator’s email address. 5.
 The email address will automatically populate in the Username field. Keep it as is or change it.  6.

Note: Usernames must be unique, with a minimum of eight (8) characters and no spaces. 

 Enter the user’s first name and last name.  7.
 Leave the Active Begin Date and Active End Date fields blank. 8.
 Select the Create button. A Success – Changes saved message appears. 9.

 
Note: The new user will receive a “new account” email from PearsonAccessnext. The user will need to follow the 
instructions in that email to finish creating their account. (If the test coordinator had an existing user account, 
they will not receive this email.) 
 

 Select the Exit Tasks button. 10.

How to Delete a User Account 
To delete a user account, take the following steps. 

 Select the Setup icon, and choose Users. The Users screen appears. 1.
 Select the dropdown list on the Search button, and check the box next to Show all results. A list of users 2.

appears. 
 Optional: On the left, use the Filters feature to narrow the list of results. 3.
 Check the box next to the account you want to delete. 4.
 Select the dropdown list on the Start button, and select Delete / Restore Users. The Delete / Restore Users 5.

screen appears. The user you selected appears. 
 

 

 Check the box next to the account you wish to delete, and then select the Delete / Restore button. A Success 6.
– Changes saved message appears. The user’s name will now have a red X next to it. 

 Select the Exit Tasks button. 7.

How to Edit the Data of an Existing User  
To edit the data of an existing user, take the following steps. 

 Select the Setup icon, and choose Users. The Users screen appears. 1.
 Select the dropdown list on the Search button, and check the box next to Show all results. A list of users 2.

appears. 
 Optional: On the left, use the Filters feature to narrow the list of results. 3.
 Check the box next to the account you want to edit. 4.
 Select the dropdown list on the Start button, and select Create / Edit Users. The Create/ Edit Users screen 5.

appears. The user appears on the left.  
 Select the user’s name. 6.
 Update fields with the new information and then select the Save button. A Success – Changes saved message 7.

appears. 
 Select the Exit Tasks button. 8.
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Managing School Data 

Overview 
This section contains procedures for managing school data. 

How to Edit a Physical Address for a School 
To edit the physical address for a school, take the following steps. 

 In PearsonAccessnext, select the Setup icon, and choose Organizations. The Organizations screen appears. 1.
 Select the dropdown list on the Search button, and check the box next to Show all results. A list of all 2.

organizations appears. 
 Check the box next to the school you wish to edit. 3.
 Select the dropdown list on the Start button, and select Manage Contacts. The Tasks for Organizations 4.

screen appears. The school appears on the left. Select the school. 
 Update the physical address and then select the Save button. A Success – Changes saved message appears. 5.

Note: School test coordinators are not able to update the physical address. The district must do this. 

 Select the Exit Tasks button. 6.

How to Submit Participation Data for a School 
To submit, view, or edit a school’s establishment data, see the procedures in the School Establishment Guide. 

How to Run Participation Reports 
To run establishment reports showing which schools have marked their establishment forms complete, take the 
following steps. 
 

 In PearsonAccessnext, select the Setup icon, and choose Organizations. The Organizations screen appears. 1.
 Select the dropdown list on the Search button, and check the box next to Show all results. A list of all 2.

organizations appears. 
 Check the box beside the schools you want to view. 3.
 Select the dropdown list on the Start button, and choose Test Administration. The Tasks for Organizations 4.

screen appears. The schools you selected appear on the left. Select a school. 
 Select the Manage Completion Statuses tab at the top of the screen. The list of schools in your district 5.

appears, showing which have checked the Participation Entry Complete checkbox. 
 

 

Note: Do not update any checkboxes on this screen. Follow the instructions in the How to Submit Participation 
Data for a School section to make an update.  

 Select the Exit Tasks button. 6.


