
New York State Grades 3-8 
ELA, Mathematics and 
Grades 5 and 8 Science 
Computer-Based 
Testing

Proctor Training – Part 2



Purpose of this Training

The Proctor Training will provide proctors and test administrators 
details on the responsibilities for proctoring before, during and 
after the computer-based test administrations.  

+ Part 1 of this training will review the overall roles of the Proctor 
during Computer Based Testing, information on testing dates 
for Operational and Field Testing, and helpful reminders related 
to Nextera Admin and how to prepare for testing day.

+ Part 2 will review different views and capabilities of Nextera 
Admin during and after student testing.  This training will go 
into detail on what the student will see during testing and 
troubleshooting techniques for the Proctor. Part 2 will also 
review what to do after testing. 

This training is posted under the Resources section on CBT Support at: 
https://cbtsupport.nysed.gov/hc/en-us/categories/201173603-Grades-3-8-ELA-
and-Math-Computer-Based-Testing
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Agenda – Part 2 

➢ Administering the Tests

➢ After Testing

➢ Tips & Best Practices

➢ Customer Support
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Administering the Tests



Materials for Testing

Teachers or proctors will need the proper tools for a successful 
administration on computers such as:

✓Student Login Tickets

✓Session Access code

✓Proctor PIN

✓Teacher Directions 

✓Scratch Paper

✓Calculator and reference sheet (if applicable for 
grade-specific math and science tests)

More detailed information will be in the teacher’s directions 
(http://www.nysed.gov/state-assessment/grades-3-8-ela-and-math-test-
manuals).
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Student Accommodations

➢ The proctor should be familiar with the test accommodations set in 

Nextera Admin for the students in the room. 

➢ It is important that proctors verify all student accommodations before 

testing starts.  

➢ If students do not have the correct accommodations prior to testing, a form 

reset will be required.  

➢ Initial Page Zoom

➢ Answer Masking Tool

➢ Text-to-Speech (online only)

➢ Speech-to-Text (online only; ELA constructed-response only)

➢ Read Aloud (by human)

➢ Alternate Language Print Variation (Math and Science only)
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Accommodations and Form Resets

What do you do if a student does not have an accommodation set in 

Nextera Admin and logs into the test?

1. Have the student confirm the accommodation is not available (TTS tool is not 
available, etc)

2. Have the student Pause and exit out of the test immediately.

3. Confirm the student should have that testing accommodation (verify with 
STC; check IEP)

4. If yes, dismiss the student from the test location.  This is going to take some 
time to have a FORM RESET.

5. Work with your STC to call NWEA Customer Support.  Have student 
information (NYSSIS ID, grade, content), and full explanation on why the 
accommodation was not set.

Check Accommodations Prior 
to Testing!
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Accommodations and Form Resets

What do you do if a student does not have an accommodation set in 

Nextera Admin and logs into the test?

6. Wait.  NWEA must contact NYSED for approval to reset the 
form.  NYSED will want to know if the student answered any items, the 
circumstances, and will then make a decision.

7. NYSED gives NWEA the approval to reset the form.  The form reset is 
processed.

8. NWEA Customer Support will contact the STC when the form reset is 
complete.

9. The STC (or Teacher) will need to print a new login ticket for that 
student.

10. Schedule the student for testing.  This may need to be scheduled for 
another day depending on timing.

Check 
Accommodations 
Prior to Testing!
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Proctoring Text-to-Speech vs Read Aloud
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Proctoring Text-to-Speech

Amazon Polly will be used for Text-to-
Speech (TTS) accommodation.  

➢ Requires an active internet 
connection.  TTS will be 
unavailable until the internet 
connection is restored.

➢ Once the internet connection is 
restored, Text-to-Speech 
functionality will resume.
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Proctoring Text-To-Speech

➢ Controlled by the student: the student must click “Play” on each 
test question

➢ The TTS player can be moved around on screen

➢ To move TTS player, hover over the player until the cursor turns to the 4-
arrow cursor and then click and drag to the new location.

➢ Text is highlighted on-screen as test is read

➢ Four reading speeds

➢ The device must be set for volume prior to logging into the Secure 
Browser  

➢ If a student wants to hear only a portion of the question or the 
answer options, the student can place the cursor where they want 
the TTS to begin, right click, and select “Play From Here”
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Proctoring Speech-to-Text (New 2024)

Speech-to-Text (online only) 

+ For ELA Constructed Response 

questions only

+ Activated by the student: the 

student must click a microphone 

button to activate the feature

+ STT will not work if the device is 

offline
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Proctoring Speech-to-Text (New 2024)

➢ Speech-to-Text requires a stable internet 
connection.

➢ The student’s device must be set to allow 
access to the microphone and the device 
should be set to a suitable volume level.

➢ The student’s device time (clock) must be 
set to the correct time zone and accurate. 

➢ For detailed guidance on the Speech-to-
Text accommodation, including possible 
error messages and solutions, please 
review the QRG here: 
https://cbtsupport.nysed.gov/hc/en-
us/article_attachments/22268585783949 
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Monitoring Student Progress: Examiner View

The Examiner View is an option within Nextera to allow a proctor or teacher, who does 

not otherwise have access to Nextera, to be able to monitor student testing.  

1. Have a user log in to Nextera Admin.

2. Select Tests from the Tests tab.

3. Locate the applicable class and select View.

4. Locate and select the blue Examiner View button.

5. These steps will open a new tab on the web browser containing the Access Code, 

student passwords, and student progress. 

1. This tab will automatically refresh and display updated student progress information. 

2. Keep this tab open. On the first tab, close out of Nextera Admin. 

3. Now the educator will have access to student progress during the assessment.
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Monitoring Student Progress: 
Examiner View
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The Student Experience

Questar Secure Browser

 

Students access the Quester Secure Browser,

which will be downloaded to the individual student devices by

Technology Coordinators prior to testing. 

Students double-click the Questar Secure Browser icon to launch the application. 

Note:  For schools using Chromebooks set to “auto launch,” the students will not have to 
click an icon but will automatically see the Nextera login screen.

Students cannot access outside websites while using the Secure Browser.
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Minimum Secure Browser Version Required
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If the secure browser version 
does not meet the minimum 
requirement, the student will 
not be able to log into a test 
and will receive this error.

Please work with your School 
Test Coordinator and your  
School Information 
Technology Coordinator to 
ensure student devices have 
the most recent version of the 
secure browser before testing 
begins.



Nextera Secure Browser Application Blocking (for Windows and Mac devices only):  

For security reasons, all applications must be disabled prior to testing. The secure browser will not 
open until all  apps (e.g., meeting apps, classroom apps, browsers, email, etc.) are closed.

Note: You may need to disable multiple apps 

prior to start up before the secure browser 

can be launched. 

Please work with your School Test Coordinator and your  

School Information Technology Coordinator to ensure all 

applications are closed/disabled before testing begins. 

https://cbtsupport.nysed.gov/hc/en-us/articles/360057001791-Documentation-Disabling-
Applications-for-Secure-Browser-Setup-Quick-Reference-Guide 

Windows and MacOS Secure Browsers
18
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If an app has not been disabled, 

students

cannot access the secure browser and 

this message will display.

https://cbtsupport.nysed.gov/hc/en-us/articles/360057001791-Documentation-Disabling-Applications-for-Secure-Browser-Setup-Quick-Reference-Guide
https://cbtsupport.nysed.gov/hc/en-us/articles/360057001791-Documentation-Disabling-Applications-for-Secure-Browser-Setup-Quick-Reference-Guide


Sign In

Once the Questar Secure Browser 
has opened, the Sign In Page 
displays.

Using the provided student login 
tickets, students enter their NYSSIS 
ID and Password in the applicable 
fields and click/tap Sign In.

Students may click on the eye icon 
to show the password.
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Concurrent Login Attempts

Concurrent Logins 

A Concurrent login issue occurs when a 
student’s credentials are already in use 
when they attempt to begin testing.

This could occur when:

➢ A student is actively testing and their 
device malfunctions, including loss of 
power, they must use an alternate 
device

➢ Another student has signed in using 

their credentials
Note:  The principal should contact NWEA if a 

student uses the incorrect credentials.
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If a concurrent login situation occurs, inform your 
Principal to unlock a student’s credentials within 
Admin.  This will allow the student to continue 

testing. 



Verification

Once the student signs in, the 

Check your information page 

displays.

Students click/tap Yes to 

continue if all information is 

correct.
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Verification

Continue Testing

➢ Incorrect spelling of the name

➢ Incorrect date of birth

Next Steps: 

➢ Contact DTC

➢ Can be fixed at a later time

➢ Advise student to continue 

testing
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Stop Testing

➢ Incorrect grade

➢ Wrong student name

Next Steps: 

➢ Confirm student received correct 

login ticket

➢ Contact NWEA Customer Support 

if problem is not resolved.

What if there is an Error on the Verification Screen?



Choose Your Test

Test Selection

Once the student completes the verification, the Choose Your Test page displays. 

Students select Start Test, for the appropriate session, to continue.   

Please note: 

Science Operational is one session only.

The Field Test administration is one session only.
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Student Directions
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Once the student selects the test, the Test Directions display 
with the Grade Level, Subject, and Session Number.

Students click/tap the right facing arrow to read through the 
directions or click/tap the X to exit the directions.  



Student Directions
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Student Directions

Split Screen Controls (ELA and Science only)
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Student Directions
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Access Code
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Students will always need 
the Access Code every time 

they log into a test. 

The Access Code should be provided to you by your school administrator 
prior to testing. It is also found on the Nextera Admin/Tests tab for each 

class/grouping.



Wait to Start
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This is the last screen 
students will see 

before the test starts.  
This is a good place to 
pause and make sure 
all students are ready 

to begin.



Staggering Student Start Times
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Cover Page
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Tools available on Screen
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1. The green checkmark verifies the student is online. 
2. The Review button takes the student to the Review screen to confirm and submit the 

test session.
3. The arrows here are used to move the screen divider left and right to show more or 

less of the passage and responses.
4. If needed, students can revisit the Directions at any time.
5. The arrows here are used to navigate between test questions.



Content Area Tools Available
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ELA Tools

Math Tools 
(varies by 

grade)

Science 
Tools 



Math Calculators

34

➢ Math Operational
➢ Grade 6 will have access to a 

4-Function calculator for 
Session 2 only .

➢ Grades 7 and 8 will have 
access to a Scientific 
Calculator  for both Sessions 1 
and 2.

➢ For additional guidance see 
the Teacher’s Directions.

➢ Math Field Tests
➢ Please review the SAFT 

Teacher's Directions.



Science Calculators 

35

➢ Grade 5 will have access to a 4-
Function calculator.

➢ Grade 8 will have access to a 
Scientific Calculator.

➢ For additional guidance see the 
Science Teacher’s Directions.



Math Equation Editor Tool
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Grades 3-4

Grades 5-6

Grades 7-8



Science Equation Editor Tool 
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Grade 5

Grade 8



Math Drawing Tool
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➢ Available on all Constructed-Response questions
➢ Students are not required to use this tool
➢ Limit of five drawings per response



Review Screen
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Sample Review Page



Submit Screen
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Submit Screen

“Cancel” takes the student back 

into the test.  The student clicks 

“Cancel” only to go back into the 

test.

“Take Another Test” takes student to 
Session page.  Students should click 
“Sign Out” here.
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Pausing a Test
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Once a test is Paused, the Proctor PIN is 
required to log back into the test 
followed by the Access Code.



Pausing a Test
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A student 
pauses a test

The student 
returns to the 

device and login 
screen

The student 
enters NYSSIS 

ID and password

Proctor enters 
the 

Proctor PIN

Student enters 
the Session 
Access Code

Student 
resumes 
testing



Proctor PIN
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Being mindful of the health and safety protocols 
established at schools in response to COVID-19, for the 
Spring 2024 administration, schools have the option of 
having students enter the Proctor PIN themselves. If a 
school chooses this option, the Proctor PIN should be 
reset after each test session. Please work with your 
Principal or School Test Coordinator to verify the 
Proctor PIN is reset.



Access Code and Proctor PIN

The Access Code and Proctor PIN pop-up boxes look similar in the 

Nextera Test Delivery System but require different codes.

The Access Code is required every time 
a student logs into the test.

The Proctor PIN is required when a 
student logs back into a previously 

started test the was paused.
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Inactivity Timer
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If a student is inactive for 1 minute 
or selects “Sign out”, then the 

student is automatically signed out 
and returned to the sign in screen.

If a student selects “Keep 
working”, then the student 

continues to test.

Inactivity = no mouse movement, no interaction with 
device

If a student is inactive for 119 
minutes, then an inactivity warning 
appears with a 1-minute countdown 

timer.



Proctor Do’s and Don’ts During Testing

A Proctor Can

➢ Point to the area where the 
student’s login information is input 
and show the student how to click 
on the “eye” icon to display the 
password while the student types it 
in.

➢ Point to a tool, such as the 
highlighter, that is enabled if the 
student is having difficulty typing in 
a Constructed Response box in 
Session 2. 

➢ On the Review screen, remind the 
student she has unanswered items 
and point to the “Unanswered” link 
on the Review screen. 

A Proctor Can Not

➢ Type in the student’s login information.

➢ Show the student how a tool works. 

➢ Remind the student about using those 

tools during a practice, such as  “Do you 

remember using that tool when we 

practiced?  Use it the same way.”

➢ On the Review screen, tell the student 

he must go back and complete any 

unanswered items.
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After Testing



After Testing

➢ Make sure all tests have been submitted 

➢ Collect materials and securely destroy at the end of the session

➢ Student login tickets

➢ Reference sheets

➢ Scratch paper

➢ Access Codes

➢ Proctor PIN

➢ All teachers and proctors administering and scoring these tests 
are not to discuss test questions or other specific test content 
with each other, with others online via email, or through any 
other electronic means.

➢ Report any irregularities and/or misadministrations to your 
administrator
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Final Step: Proctor Certificate

Don’t forget to fill in the Proctor Certificate 

located in Appendix D of the School 

Administrator’s Manual. 

➢ Retain in school file for one year

➢ Acknowledges that required 

administration procedures were followed. 
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Tips & Best Practices



Tips & Best Practices

❖ Try to limit disruptions in the classroom

❖ If there are issues with a testing device, try to remove it 
from the classroom to troubleshoot (have a technical 
coordinator in the hallways to help): 

➢  Mouse not working

➢  WiFi not working (check the WiFi button)

➢  Volume not working 

➢  Computer won’t turn on
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Tips & Best Practices

All Proctors should confirm they see the white 
login screen after a student has paused the 
test.

Reasons for pausing the test:
➢ Student takes a break
➢ Student goes to the bathroom
➢ Student goes to lunch and comes back to 

same computer after lunch (operational 
testing only)

➢ Student goes to lunch and resumes on a 
different computer after lunch (operational 
testing only)

Pausing/Signing Out of the test session 
“pushes” the student responses to NWEA “for 
safe keeping.”
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Student Login Tickets
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Use Index Cards for Operational Login 

Tickets.

➢ Have students write their computer 

name on the login ticket

➢ Proctors may use the back to indicate if 

a student is not testing

➢ The student hands the login ticket 

back to the proctor when exiting the 

testing room
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Tips: Testing Accommodations

Do not change student testing 
accommodations once a student has 
logged into the test session

+ A student is testing and does not have a student testing 

accommodation, you must call NWEA to request a “form 

reset.”

+ Form resets need NYSED approval and NYSED will need to 

know how many questions a student has answered 

before a reset can be considered. 
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Tips:  Equation Editor Responses

Math Equation Editor
➢ The first example above was 

entered using the keyboard. 
➢ The second example above was 

entered using the Equation Editor 
function buttons.  

➢ The third example above was 
entered using the Drawing Tool.

Science Equation Editor 
The first example above was entered 
using the keyboard. 
➢ The second example above was 

entered using the Equation Editor 
function buttons.  

➢ All are acceptable responses.
➢ Use of the Drawing Tool is NOT required.

56



Tips:  Constructed Response Boxes

If students are having an 
issue with typing into a CR 
Box, remind students:
1. Disable any tool that may 

be enabled (highlighter, 
ruler, etc.)

2. Move cursor to CR Box and 
left-click.

3. Begin typing in CR Box.

57



Tips: Active Proctoring

➢ Teachers may give students assistance only in the mechanics of 
taking the test, such as understanding access and navigation of 
the Nextera Test Delivery System, or that their responses must be 
entered into the Nextera Test Delivery System. 

➢ No one, under any circumstances, may interpret or explain test 
questions to students, nor may anyone review or comment to a 
student about the correctness or sufficiency of the student’s 
response while the test is in progress. 

➢ In response to inquiries by students concerning the meaning or 
interpretation of test questions, proctors should advise students 
to use their own best judgment.

➢ For more information, please see the School Administrator’s 
Manual (http://www.p12.nysed.gov/assessment/manuals/)

58
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Tips & Best Practices

We recommend that schools have headphones available for students who will 
be using the Text-to-Speech software to deliver the Test Read accommodation. 

It is also acceptable to use headphones with microphones, especially for those 
students making use of the accommodation of Speech-to-text. Students are 
permitted to bring headphones from home, if this is acceptable to the school. 

➢ Headphones should have no Bluetooth capabilities 

➢ We do not advise at all on the type of headphones, such as models or design. 

This is a local decision. 

➢ Please see the CBT Support article, https://cbtsupport.nysed.gov/hc/en-
us/articles/360022415891

Students should only use computers, iPads, external keyboards, and mice 
provided by the school.
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Tips & Best Practices

6
0

If students are being “booted out” of the test, you may need 
to check with the network administrator to make sure all 
system notifications are turned off.
➢ Students will be “booted out” of the Secure Browser if a 

system notification pops up.
➢ Students will be “booted out” of the Secure Browser if the 

low battery notification pops up.



Tips & Best Practices

If the internet goes down completely 
and students were logged into the test 
session: 
➢ They will not be able to submit the 

test.
➢ They will pause the test and then 

must log back into that same 
computer when internet 
connectivity is restored.

If the WiFi connectivity is 
inconsistent:

➢ Students* can continue testing 
while offline.

➢ Follow same process if 
students cannot submit the 
test.

*Students using the Text-to-Speech or Speech-to-Text (ELA CR Only) accommodation 
will require an active internet connection.  TTS will be unavailable until the internet 
connection is restored.
Once the internet connection is restored, both accommodation functionality 
can resume.
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➢ For information 
on 
troubleshooting 
possible error 
messages 
students may 
encounter before 
they begin 
testing, please 
review Appendix 
D in the Setup & 
Installation Guide 
(SIG) 

➢ Potential causes, 
and the 
corrected course 
of action are also 
provided. 

Tips: Troubleshooting Error Messages
62
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Reminder about Personally Identifiable Information

➢ When contacting your School or District Test Coordinator, 

do not send any Personally Identifiable Information (PII) 

for a student via email.  This is a violation of the Family 

Education Rights and Privacy act (FERPA).

➢ PII includes information such as a student’s name or date 

of birth. Should you need to communicate via email 

regarding a particular student, please only share the 

NYSSIS ID.
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Customer Support



Customer Support Information

Schools with questions concerning the CBT should:

1. Contact your Principal or School Test Coordinator

2. Contact your Regional Information Center/ District Level 

Support

3. Contact NWEA Customer Support:

 Email:  NYTesting@nwea.org 

 Phone:  1-866-997-0695

4. For policy support/questions, please contact NYSED: 

 CBTSupport@nysed.gov

 https://CBTSupport.nysed.gov
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Thank you!
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