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This guide outlines how to maneuver the Proctor Dashboard before, during and after testing.

Detail Information

Screenshot

/Above the Progress Bar: Assessment

Information:

A: Testing Information: To confirm the
Grade, Subject, Proctor Group name, and
Testing School. This will also include the
Test Window Date, Proctor Name that
was entered on the Proctor
Acknowledgements, and TestNav Kiosk
Only.

B: Actions: Test Code, Seal Code(s) (same
for the Proctor Card to help student
move after finishing each section), Print
Cards (If a Students Print Card is
misplace or missing)

Note: A Read Aloud icon appears if at
least one student in the group is tagged
for Read Aloud. Click the icon to view a
pop- up screen with access instructions
for the person who will perform the
Read Aloud.

If a test has multiple read aloud forms
(multiple languages) all applicable will
show up as an option for the proctor to
select after logging into TestNav with
the READALOUD credentials.
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ReadAloud Login Information

Test Code: READALOUL

Proctor Test Code

Proctor Password: NOQRMHZ




Progress Bar and Tools for All
Students:

A: Progress Bar: Hover over each
status to see the number of students
represented. Note: Pause feature is
not available. Please see “Action
Menu” on how to Pause a test for
students.

B: Search: Enter a student name to
quickly locate a student.

C: Refresh the page: Click the Refresh
button to reload the page
immediately. You can also toggle on
Auto Refresh.

D: Page navigation: If the proctor
group is large, you may need to go to
the next page to view some students.

E: Actions Toolbar: Proctors can use
the toolbar at the top of the student
sessions list to apply an action to ALL
student sessions. Hover over an icon
to see its action. The available options
depend on site and test
configurations.
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Approve All Sessions — If proctor approval is required for students to enter their
test for the first time once they enter credentials, use this button to let in all students.

=
Move All to Section — All students can be moved to the same section using the
Move All to Section button.

Exit All Sessions — Proctors use this button to exit all students’ sessions if an
emergency occur during testing, Proctor will need to reseat all students to continue
testing the emergency has been resolved.

E Reseat All — Reseating allows the students to re-enter their test.




Columns in the Student Session List:

Tester: Student name. If the proctor
group was not created ahead of time
with specific students assigned, no
students will appear until they sign into
the test.

Identifier: A unique code that
identifies each student.

Orgs: Student's school.

Started Time: The time the student
started the session.

Test Progress: Visual representation of
student progress. Hover over icon to
read status.

Test Status: Test Status tells the
proctor if the student is interacting
with the test.

Section Progress: Indicates number of
sections completed/number of
sections in the test. The green
checkmark indicates the section that
the student has progressed to.

IAccommodations: The number of
accommodations test form or tool
add-on a student has appears in this
column. You can hover your pointer
over the count to see the assigned
accommodations.

Code (Accountability Code): In the
Code column, you can view any
accountability code applied to the
student, such as "01" for "medically
excused."
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Not Started — The student has not signed in to the test. No action is needed by the proctor. Only applies if
students were pre-assigned to the proctor group.

Needs Attention — Student requires action by the proctor, usually to be reseated.

In Progress — The student has signed in to the test. No action is needed by the proctor.
Reseated — The student has been reseated.

Exited - The student has exited their test without submitting.

Submitted — The student has completed the test and submitted their answers.

Marth: fA
Online Accommodated Form - Bundle
Tool Add On - Mouse Pointer - Extra Large
Red

Tool Add On - Speech-to-Text and Word
Prediction

* Online Spanish Form (w/ TTS)

* Spanish Language - Spanish

Science:

+ Online Accommodated Form - Bundle

* Tool Add On - Mouse Pointer - Extra Large
Yellow




Actions Menu: After the assessment
session has started, a set of buttons
appears in the Actions column for each
student. Your options will vary.
Proctors use these actions to control
individual student’s sessions.

Actions

Actions L View Session Details

M Ssubmit Session
v Approve Session
> Exit Session

+ Move to Section = Move to Section

Approve Session — Proctors can approve an individual student to start testing.

Are you sure you want to approve this student to
continue to test?

Note: A popup will prompt you to either approve or deny student access to the test. Please
deny access if the accommodation is incorrect and promptly report this to the STC or DTC on

site.

View Session Details - Displays overall test information, including both section
information and item progress information. Item progress default view for linear
tests is items by sequence and for CAT tests is items by last update timestamp.
Users may sort on any of the columns in the item progress table to review data, as
needed.

Session Detalls
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Reseat Session — Proctors can select this if something interrupts a student's session.
This might include a computer issue, session timeout, or an unexpected error.
Reseating allows the student to re-enter their test.
Exit Session — If enabled, a proctor can stop a TestNav student test session. This is
not available until the student starts their test. Note: Using the exit session can be
also used to Pause a student test with Frequent Break accommodation.
Move to Section — Students are either moving to the next section automatically or
manually. Choose the section movement from the drop-down menu.
e Automated section movement - student(s) move naturally through the
sections.
e Choose a specific section - student(s) will start in this section when they log
into TestNav.
e Save

e Onthe Section Progress, a number will appear confirming on the section change

Section Progress

None 0




Process after completing a section:

Once the student answers the final
question, they will see this on their
device:

The student will need to submit the
section they are in.

'nd of Section 1

All Questions Answered

 Review button above. or the list beiow, 1o go back and raview your answars.
@@ done, Use the Submit button below to submit your answers

/A confirmation popup window will
appear to verify if the student wishes to
submit.

The student will then select "Yes".
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The student will then see the option to
proceed to the next section to enter the
seal code. If the next section is
scheduled for the following day, the
student can inform the Test Proctor that
they have completed the scheduled
section for the day. The Proctor can then
proceed with the following actions:

A: Tell the student to exit the device by
going to the user icon &~ on the top
right to exit.

B: Proctor can go on the Proctor
dashboard to the student three dots ¥
and select “Exit Session”.

Section 2
oo

Actions

O Reseat Session

G Exit Session

= Move to Section

This will be the final message for the
students to see.

On the next day of testing, the Test
Proctor will need to reseat all students
before the test begins.




