
Appendix C: Information Technology 
(IT) Coordinator Checklist
SCHOOL TEST COORDINATOR ACTIVITIES

SYSTEM ACCESS AND ROSTERING

Add and edit student accounts in ADAM.

Add and edit educator accounts (e.g., teachers, proctors, SCs).

Assign and update accommodations and designated supports in ADAM.

Assign accountability codes for students who did not test or require exemptions.

TECHNICAL SETUP AND SUPPORT

Ensure all testing devices meet TestNav system requirements.

Coordinate with DCs and SCs to install the secure browser on all testing devices.

Conduct network diagnostics to verify connectivity and performance.

Troubleshoot technical issues before and during testing.

Monitor and resolve any system-related issues during the test administration window.

COLLABORATION AND COMMUNICATION

Work closely with District and School Test Coordinators to ensure readiness.

Assist in identifying and preparing specialized equipment for students with accommodations (e.g., headsets, 
screen readers).

Communicate with SCs and teachers to ensure all technology-related needs are met.

TEST ADMINISTRATION SUPPORT

Support the creation and management of proctor groups in ADAM.

Help prepare and distribute Proctor Print Cards and Student Print Cards.

Ensure secure handling and destruction of printed materials (e.g., scratch paper, student cards).

MONITORING AND REPORTING

Use ADAM’s Progress Report and Activity Report tools to monitor testing status.

Provide technical data and insights to DCs and SCs for troubleshooting and planning.




