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PearsonAccess – Agenda

Single Login
• Resource Materials
• User Accounts
• Contact Information (Profile)
• Authorizations
• Add Schools/Delete Schools/Change School Name
• Participation Counts (Enrollment)
• Additional Orders
• Order Tracking



Training Center



Georgia Landing Page



Login Page

If you forget your 
password



Resource Materials



Click on User 
Documentation



User Guide and User Roles



PearsonAccess Home Page
Administrative 
Management



Click on View 
User Accounts to 
view current users

or to add new 
users



Add a New User





Authorizations – User Roles
 • Proctors

– Reset own password
– View, add, delete, edit sessions
– Student authorization tickets
– Seal codes
– Start/Stop Sessions
– Resume test
– Mark test complete
– View student



Authorizations – User Roles
• School Coordinators (Proctor roles with the addition of the below)

– Edit own user account and others at a same level or at 
Proctor level

– Reset password at same level or at Proctor level
– View organization
– View participation in a test administration
– View administration details
– Online testing – add, view, edit, delete sessions
– Add/Remove students from session
– View published reports



Authorizations – User Roles
• System Coordinators (School Coordinator and Proctor 

roles plus)
– Export/Send user account file
– Add contacts
– Delete contacts
– View/edit participation counts
– View summary of participation counts
– Submit student data upload files
– Order additional materials
– View/track initial shipment and additional orders



Ability to Add Multiple Users



Example of User Upload List

Note: the file must be in a 
csv format to upload to 
PearsonAccess 



Upload User File



View Organization (System/School)



Click on System Name



Test Administration



Responsibilities

Mailing and
Shipping 
Address



Add/Delete/Change School Name

Click on View Organizations



Add a New School

Click on New Organization

Click on School to view all schools 



Add a New School

Enter State School Code
(3 digit System Code, 4 digit 

School Code)



Delete a School

To delete a school, click on the box to the 
left of the school name and then click 

Delete



Change a School Name

Click on Edit and 
update the School 

Name



Click on Save

You may also mark a school as 
closed



Participation (enrollments)



Status of Participation Counts



Enter Participation Counts



  



Complete Participation Counts

To complete 
participation 

counts



To Continue Entering Counts



Summary of Counts



Participation Counts – Summary

Item can be entered and updated until the day the window closes





Order Additional Materials & Tracking 



Ordering Additional Materials

Click on the order to obtain 
tracking information



Order Status and Tracking

Ability to track shipments, both initial distribution and 
additional orders



Implementation Schedule
• Winter GHSGT Participation/Enrollment Counts will be 

entered through PearsonAccess         July 20-31
• EOCT Fall Mid-Month Administrations  August 10 – 21, 

September 21 – 25, October 19 - 23, November 16 - 20  

• Fall GHSGT additional materials order to be entered on 
PearsonAccess   September 1 – September 24

• Winter EOCT Administration   November 30 – January 8



Before training workshops
• Review User’s Guide 
• Become familiar with Training Site
• Bring your questions to the workshops 
• Verify Profile information
– Contact name and phone number
– Shipping and mailing addresses
– Must contain fax number and e-mail address

• Verify school codes are up-to-date with current 
state school codes



Training Schedule
• July
– User’s Guide posted 
– User Id’s for Training Site sent July 13
– Detailed training for Systems via Elluminate
• July 13 - GHSGT participation counts, user accounts, contact 

information
• July 22, 23, 28 – review of participation counts, user accounts, 

contact information, introduction to EOCT online testing
• August
– One on one trainings with Systems 
– Call Pearson to schedule



Contacts
Georgia Department of Education

GHSGT
Dr. Kay Ellen Rutledge        404-463-5047      

krutledg@doe.k12.ga.us

EOCT 
Dr. Paula Rufus      404-656-5975
              prufus@doe.k12.ga.us

mailto:krutledg@doe.k12.ga.us
mailto:prufus@doe.k12.ga.us


Contact Information
Pearson

EOCT
Robin Jindrich-Cecil          800-627-7990  ext. 21-6973

GHSGT
Nancy Milder  800-627-7990  ext. 21-6476

georgia@support.pearson.com 

Customer Service Center   1- 888-705-9414 

mailto:georgia@support.pearson.com

