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Part A/B Override Guidance
If a student is absent when their class tests Part A and will need to test Part B with their class 
the next testing day, there are 3 required steps to make in PearsonAccessnext (PAN). Only 
DACs and BACs have the ability to make these changes.

1. Part A to Part B (student must be in a “ready” status) After this change is made the 
student will be ready to test Part B in class with peers.

2. Part B to Part A (student must be in an “exited” status) After this change is made the 
student will be ready to complete the makeup Part A.

3. Mark the student complete
Note: More than one student record can be changed at the same time.

Step 1. Part A to Part B

In PearsonAccessnext (PAN), from the Home page select Testing>Sessions:
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Select the session with student(s) that require the change to Part B, then select Go to 
Students in Sessions:

From the Session List, select the session the student(s) is assigned to.
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More than one student can be selected from a session:

From the Select Tasks dropdown, select Set Section Start/Resume and click Start:
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To change a student(s) test from Part A to Part B, the student(s) must be in a Ready status. In 
Section click the dropdown and choose Part B. If all students are to change to Part B, check 
the box Use the Same Section for all Students in Session and click Save.

Once you have clicked Save, to the far right of the screen the Section will indicate Part B.

Click Exit Tasks to return to the sessions screen:
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** IMPORTANT
When the student comes to the end of Part B, do NOT allow them to Submit Final Answers. 
Have the student logout of TestNav; the directions are below.

To the far right of the screen select the dropdown next to the TestNav user and select Sign 
out of TestNav:

Select Save and Return Later.

Once the student signs out of TestNav their tests will be in an Exited status.
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Step 2. Part B to Part A

In PearsonAccessnext (PAN), from the Home page select Testing>Sessions:

Select the session with student(s) that require the change to Part B, then select Go to 
Students in Sessions:
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From the Session List, select the session the student(s) is assigned to.

More than one student can be selected from a session:
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From the Select Tasks dropdown, select Set Section Start/Resume and then click Start:

To change the student(s) back to Part A, they must be in an Exited status.
In Section click the dropdown and choose Part A; if more than one student will be updated 
check the box Use the Same Section for all Students in Session, check the box below that 
and click Save.
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Once you have clicked Save, to the far right of the screen the Section will indicate Part B. 
Click Exit Tasks to return to the sessions screen:

Once the student completes the test and Submit Answers, the screen for Part B will appear. 
Have the student sign out of TestNav, directions for this are on pages 4-5 of this document.
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Step 3. Marking the Student Complete

Once the student has completed both Part A and Part B of their test and has signed out of 
TestNav, the DAC must mark the student(s) test complete or provide the BAC with the role to 
do so on PAN.

To add the Mark Test Complete to a BAC, in PAN, from the Home page select Setup>Users:
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Key in the last name of the BAC and click Search:

Click the box in front of the BACs name, click the dropdown arrow and click Create/Edit 
Users:
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Click on the Users name, click in the Selected Roles box, a dropdown will appear. Click on 
Mark Test Complete, then Save.

To mark a test complete in PAN, from the Home page select Testing>Sessions:
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Select the session with student(s) that require the change to Part B, then select Go to 
Students in Sessions:

From the Session List, select the session the student(s) is assigned to.
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In the Students in Sessions screen check the box in front of the student(s) that have 
completed both Parts A and B:

Click the Select Tasks dropdown, check the box in front of Mark Student Test Complete and 
click Start.
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To mark the student(s) test complete, click the box in front of the student, add the following 
in the Reason box (Part A/B Override) and click Save:  
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