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For the Certification Tests to effectively measure the student’s knowledge, they must be uniformly and 
securely administered.  Therefore, both the instructors who schedule the tests and the proctors who 
administer them must strictly follow all program procedures. 

Testing Dates and Times – The Certification Tests may be administered during the published testing 
windows only.  During the testing window, tests may be scheduled for any time of the day that a proc-
tor is available for supervision.   

Testing Environment – The Certification Tests may be offered on any computer that meets the min-
imum technical and security requirements.  The computer must be located in a computer lab or other 
appropriate testing location that provides for monitoring by the proctor, reasonable shielding from 
others, freedom from distractions, and comfort for the examinee.    

Proctors – The proctor may be a school administrative staff member or current or retired faculty 
member. Students may not be proctors.   

Proctor’s Responsibility – The proctor is responsible for verifying the student’s identity, enabling the 
computer-based test for the student, and providing general oversight of the student during the testing 
session.  This includes ensuring that there is no cheating of any kind, including giving or receiving 
help, using books or notes, etc.  

Accommodations - Students with special needs (i.e. students with Individual Education Plans) may 
receive reasonable accommodations for their special needs provided that those accommodations do 
not compromise test integrity. 

Retests – Retests for completed tests are not allowed during the same testing window.  Students 
who are unsuccessful in achieving a passing grade, or those who wish to improve their score, may 
not reattempt the same exam until a later testing window. 

Instructor Level Access – Instructors are given unique password access to the testing platform for 
registering students and monitoring their progress.  Instructors may not share their access information 
with students and must take reasonable precautions to safeguard their password at all times.  
Instructors are not allowed to view the tests at any time. 

Cancellation of Scores – Summit reserves the right to cancel any test score and/or bar participation 
in the Summit Student Certification testing program if Summit has reason to question the validity of a 
test score.  Misconduct at the testing session, multiple test attempts by one student in a test window, 
and prior access by instructors to test forms can all compromise test validity. 

Good And Reasonable Effort – Summit considers each school participating in the Summit Student 
Certification Program to be an active partner in the test delivery process.  As such, Summit expects 
all school staff involved in the testing program to exercise good and reasonable effort to maintain the 
integrity of the testing program.     

Username – All non-student users must use a valid email address as their username.

TesTing Policies
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oVeRVieW oF UseR Roles 

The site administrator role possesses the following abilities and responsibilities:
1. Add and remove instructors to/from the school
2. Add and remove proctors to/from the school
3. Reset instructor’s and proctor’s password
4. View and edit portions of the school’s profile data
5. Monitor the progress of all testing
6. Help the instructor manage class rosters, assign tests, and review test results
7. Download student test results (csv text file format)
8. Assist any instructor by selecting the “Assist Instructor” button from the list of 

A site administrator may be assigned to more than one school.  For school systems 
that have a central coordinator for the tests, this feature allows one person to manage 
and monitor multiple schools.

insTRUcToR 

The instructor role possesses the following abilities and responsibilities:
1. Verify and edit own profile
2. Build and maintain class rosters
3. Add existing students to a class roster
4. Add new students to a class roster
5. Remove student names from their own class roster
6. Reset student passwords
7. Assign tests to students
8. View student test results
9. Create proctors

Instructors are established by the school’s site administrator.  Where appropriate, the 
instructor may be associated with more than one school.  

siTe AdminisTRAToR 

Each user in the Summit Student Certification online test delivery system is assigned 
one or more user roles, with each role having specific responsibilities and capabilities.  
These roles are somewhat hierarchical and include a site administrator, instructor, 
proctor, and student. 

The site administrator may be an instructor or other staff person who will serve as the 
system coordinator for the school.   

Non-instructional staff may not be assigned an instructor role. 
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PRocToRs 

The proctor role possesses the following abilities 
and responsibilities:

1. Verify a student’s identity
2. Enable the assigned test one at a time
3. Re-set a test if the student should become disconnected from the  
 system while testing
4. Monitor the test session to ensure all testing policies are followed

 Student users are initially established by an instructor by placing the student’s name 
on one or more class rosters.  This process creates a unique roster key to be used by 
the student during their first login as a means to confirm a link to the instructor’s roster. 

Student responsibilities include:
1. Login prior to test date and complete their student  
 profile
2. Take tests assigned to them by their instructor
3. View test results online through their profile page

Proctors are responsible for enabling and monitoring the tests for the students.
Proctors are established by either the instructor or the site administrator.  The proctor 
may be a school administrative staff member or current or retired faculty member.  
Students may not be proctors. Where appropriate, proctors may be associated with 
more than one school. 

sTUdenTs



6

All users of the Summit Student Certification online test delivery system will login 
through the home page.  Two login buttons are provided, one for school staff, the other 
for students.   

 School site administrators, instructors, and  
proctors will sign in through the School Staff 
Login portal by entering their username and 

password as indicated.   
The username and password are sent to school 
staff via email when they are initially established 
as a user in the system.  Upon initial login, users 
are asked to change their password.  Username 
and passwords can be self-edited at any time 
through the user’s profile.  The user should  
create a password recovery question and  
answer in their profile to help them re-set their 
password should it be forgotten or misplaced in 
the future.

• Passwords must be at least six characters   
 long and contain two non-alpha characters.
• Usernames must be a valid email address.

UseR login – geneRAl

school sTAFF login
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sTUdenT login 
Students logging in for the first time will use the 
New Student Registration portal provided in the 
lower half of the Student Login screen.  In 
 addition to entering their first and last name, 
they must enter the Roster Key provided by 
one of their instructors.  A student must first  
appear on an instructor’s roster before the  
student can establish their profile in the system.   
Upon the first login, the student must complete 
their student profile and create a permanent 
username and password. The student must 
also create a password recovery question and 
answer in their profile to help them re-set their 
password should it be forgotten or misplaced in 
the future. Future student logins will be   
accomplished through the upper “Student”  
portal.
• Passwords must be at least six characters 

long and contain two non-alpha characters.
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Each school must have someone identified as the site administrator to participate with 
the Summit Student Certification program.  This person is initially identified by the 
school on the test order form.  Changes can be made as necessary by contacting the 
help desk. 
When the site administrator is established or updated, they will receive an email   
notifying them of the assignment.  If they are a new user to the system, their username 
and password will also be sent via email. The new site administrator should login as 
soon as practical and update their password to something of their choosing. At this 
time the site administrator should create a password recovery question and answer 
should they misplace or forget their password in the future.

siTe AdminisTRAToR dAshboARd
An individual user may be established as a site administrator for more than one school. 
This allows a group of schools (e.g., a school district) to utilize a central coordinator 
if desired. Users who are associated with more than one school are given a “Select 
School” button at the top of the page for switching from one school to another. Care 
must be taken to ensure that the correct school is selected before making any 
changes. If the user is associated with only one school, the “Select School” button will 
not be displayed.

siTe AdminisTRAToR
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The site administrator’s first step should be to maintain the school’s list of participating 
automotive instructors. New instructors can be added, and instructors who are no   
longer with the school can be disassociated from the school. 

To add a new instructor to the school, the following information is needed:
1. First and last name
2. Email address (this will be their username)
3. Telephone number

To determine if the instructor 
is already in the system, click 
“Add Instructor”, enter the   
instructor’s email address into 
the “User Name” box under the 
label “Select Existing User”, 
and then select “Find User”.

If the instructor is already in 
the system, a profile box will be 
displayed with additional 
information you can use to 
 verify his/her identity.  If this 
is correct, click “Select This 
User”.  
An email will be 
automatically sent to the 
instructor requesting that they 
accept this assignment to your 
school.  

Adding insTRUcToRs
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If the instructor is not already in the system, select “Create New User” and enter the 
 required information.  When ready, click “Create User” at the bottom of the screen.  
Two emails will automatically be sent to the instructor.  The first email provides them 
with a temporary password and login instructions.  The second email notifies them of 
the requested assignment as an instructor. Upon initial login, the instructor can   
complete their profile, update their password to something of their choosing, accept the 
instructor assignment, and begin setting up their class roster.

The “Add Instructor” 
process is completed 
once the instructor logs 
in and accepts your 
request to be listed as an 
instructor for the school.  
Based on your school’s 
internal arrangements 
for test administration 
and management, you 
may also add yourself as 
either an instructor or a 
proctor, if appropriate. 

If an instructor appears on your instructor list who is no longer associated with your 
school, click the “Retire Instructor” button located next to their name.  This will disas-
sociate their instructor profile from your school.  Their profile will stay live in the system 
and all links to other schools and roles will be maintained. 

If an instructor’s name is spelled incorrectly (e.g. Bob vs. Robert), select the “Edit   
Instructor’s Profile” button to access their profile and make the required changes.  Only 
the school’s site administrator can make changes to the instructor’s name.  Otherwise, 
the instructor can maintain the rest of their profile as needed.  

ReTiRing oR ediTing insTRUcToRs
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Using the “Add Proctor” button, you may add proctors in the same manner as instruc-
tors.  Although both the site administrator and instructors may add proctors, it’s import-
ant to note that instructors cannot also be proctors. 

The proctor may be a school administrative staff member or current or retired faculty 
member. Students may not be proctors.

To determine if an instructor or proctor has logged in and accepted their assignment, or 
to cancel an assignment, review the Pending Assignments section of the School Ad-
ministrator’s main page (Navigation tip:  click School Administration Dashboard if not 
visible on current page).

Adding PRocToRs

Pending AssignmenTs As insTRUcToRs oR 
PRocToRs
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As the school’s site administrator, you can also perform all the same functions as the 
instructor.  This feature allows you to assist the instructor with any of their responsibil-
ities such as managing class rosters, assigning tests, and reviewing testing progress.  
To access this feature, click the “Assist Instructor” button for the instructor you wish to 
help.  This essentially allows you to act on their behalf and perform any of the functions 
that are associated with that instructor

 
Site administrators who also have a proctor role can switch between those two roles 
by selecting either the “School Administration” or the “Proctor Dashboard” buttons.  To 
enable tests for students, the user must be on the Proctor screen.  For details on the 
Proctor capabilities and procedures, please refer to the Proctor section of this manual.

AssisTing insTRUcToRs

siTe AdminisTRAToR WiTh PRocToR 
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The school’s site administrator can create and download a comma separated value 
(CSV) text file that shows all results for all students for a given test window.  This   
report can then be used for school-wide data reporting.  To create the report, select the 
desired test window from the dropdown box in the Export School Report section of the 
Site Administrator’s dashboard (see below).  
Schools that wish to have access to historical test results should download and  
 archive these files for future reference.  The online system retains student records for 
two years.

When opened in Excel, the report will look similar to the image shown below.

school leVel scoRe RePoRT
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For schools that report their student test results to another agency, such as the   
Department of Education, the State ID field in the student’s profile is the key field for 
database data matching.  This State ID can be entered and edited through the   
student’s profile by either the student or instructor.  
The school’s site administrator can view and edit the State ID for all students through 
a special link at the bottom of their dashboard. It is highly recommended that the site 
administrator use this list to verify and correct any missing IDs before using the batch 
import utility for adding new students.  This will help eliminate duplicate entries for  
students who have been entered previously. 
Each column can be A-Z or Z-A sorted by clicking on the column heading.  Clicking the 
edit button next to the student name will open to the student’s profile page.  Here the 
site administrator can edit the student’s ID, save the changes, then navigate back as 
needed.

bATch imPoRT sTUdenT lisT 
New students can be loaded to the master school student list by importing a comma 
separated value (CSV) file that contains the following fields: StateID, FirstName,   
LastName. The batch import should only be used after the site administrator has veri-
fied that the state IDs are complete for all previously entered students. Failure to do so 
can result in the duplication of students. 

Student list is available 
at the bottom of the 
school dashboard.

Once selected the 
student list is available 

in the same area.

sTUdenT id mAinTenAnce
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Instructors are established in the Summit Student Certification test delivery system 
by the school’s site administrator.  Once an instructor has a user profile, they may be 
linked to other schools if desired.  Since the linking process is initiated by the site  
administrator from the other school, the instructor must provide their username (i.e., 
email address) to the site administrator making the requested link.  When an instructor 
is set up in the system, or when an instructor assignment request is made from another 
school, the instructor will receive an email notification that serves as a request to be 
associated with that school. 
To accept an instructor linkage request, the instructor must login to the Summit Student 
Certification site and click the “Accept” button under Pending Assignments.

After accepting the assignment, the instructor will be taken to their “Instructor 
 Dashboard” (similar to a home page).  This is the starting point for managing rosters, 
assigning tests, viewing results, etc.  It’s helpful to know that clicking the “Instructor 
Dashboard” button on any page will bring the instructor back to this page.  The first 
step would normally be to create a new roster. 

insTRUcToRs
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sTUdenT RosTeR mAnAgemenT 
Rosters are limited to a maximum of 45 students and each roster must be associated 
with a test series (e.g. Harmony, Storbyoard Pro).  

Helpful Concept – Regardless of whether the school has one or multiple instructors, 
or whether an instructor has one or multiple rosters, the process of building class 
rosters creates a master school roster behind the scenes.  This school-wide “master 
school roster” is used to create an available student list when creating a new roster or 
when editing an existing roster.  All instructors in the school will access and contribute 
to the school-wide roster when making their individual class rosters.  This helps to  
prevent the duplication of students in the system as well as saves time for the  
instructor when building a roster. 

cReATing A RosTeR And linking To A 
TesT seRies

Clicking the Add Roster button on the Instructor Dashboard will open an add 
new roster screen as shown below.   

1. Select the test series to be associated with this roster. Clicking the dropdown  
  arrow will reveal all test series.
2. Give the roster a meaningful name.
3. Optional - Provide a brief description (e.g. pretest, morning students, etc.)
4. Click “Create Roster” to save.
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Once the new roster is created, it will appear in a list on the Instructor’s Dashboard. 
Any previous rosters will also be displayed.  To work with any roster, click the “Select” 

button.

To add students to the roster, click the “Add/Create New Student(s)” button.

Students can be added 
one at a time using the 

New Student option 
at the bottom of the 
Add Student screen 

(also see batch import 
instructions another 
option).  Clicking the 

New Student button as 
shown below will 
expand the New

 Student box to provide 
a means to enter new 
student names. All that 
is required using this 

method is the first and 
last name of the

 student.
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Each time an instructor adds a new student to a roster, the student’s name is also 
placed on a master school list for the school.  If a student has already been entered on 
another roster, by the same or a different instructor at that school, their name should 
appear on the master student list that is displayed every time the instructor is in the 
process of adding 
students to a roster.

Enter students name, 
then click “Add New 
Student to Roster”

Students name will 
appear as they are 
added. The list will 
continue to grow as 
more students are 
added to the  
system.

Repeat the process 
for each new  
student to be added 
to the system.
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Referring to the following graphic, to add a student to a roster who is already in the 
system, simply highlight the student’s name with a click to the appropriate row on the 

student list (multiple rows can be selected at the same time), then click
the “Add Selected Students To Roster” button. 

Note that the columns can be sorted in ascending or descending order for easier 
location of a particular student. A search box is also available for more direct name 

searches.

1

2

3

1. Once students have been added, click “Go Back To Roster Detail” to assign tests
2. After Selecting the student(s) to be added to the roster, click “Add Selected Students  
 to Roster”.
3. Click one or more rows to select students to add to the roster.
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When adding a new student to a roster, if someone with the same last name has been 
added previously, a warning will be displayed prompting the user to verify that they are 
not duplicating a student.  In the example below, the new student that is being entered 
now, Lilly Potter, is not the same student as Harry Potter. Of course if it appears that 

you are about to create a duplicate entry, such as Robert Jones vs. Bob Jones, 
click “Cancel”.

Each column can be sorted by 
clicking on the arrows next to 
each header.

A “yes” in the Registered col-
umn means that the student 
has completed their profile and 
established their username and 
password.

A “yes” in the On Roster column 
indicates the student is already 
on the roster.
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Using the check boxes, assign the test you wish to assign and then click “save”.  
Based on the test series, the appropriate key to identify each test abbreviation is 

shown next to the instructions.

enAbling TesT AssignmenTs 
Now that a roster is created and it is associated with a test series, you must “Enable 
Test Assignments” before moving on to assign the test. This action subtracts the test 
fee from the school’s account for every student whose test series is enabled.  You can 
select individual students, or select all on this page by using the select all button. You 
MUST click the save button before leaving this page.
  
If there are multiple pages you must repeat this step for all subsequent pages.
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RosTeR key
For each student on the roster, a unique roster key is generated.  The student must 

use this roster key to initially set up their student profile.  When setting up their profile, 
the student must enter the first name, last name, and roster key exactly as the instruc-

tor entered it on the roster (including dashes or spaces).  

PRePARing sTUdenTs To login And comPleTe 
TheiR sTUdenT PRoFile 

Before a student can take an assessment, they must login through the student login on 
the website and complete their student profile.  While doing so, they will create a user-
name and password that will allow them to take assigned tests and view the results.  

To establish their password, they will need the 
following information exactly as it appears on the 
roster:   
 1. First Name
 2. Last Name
 3. Roster Key
The very first time a student logs in they will use 
the lower “New Student Registration” login portal 
as shown in the graphic to the right.  After their 
profile is complete and they have created a 
password, all future logins will use the upper 
“Student” login portal.  After the student’s profile is 
complete, their Roster Key will no longer   
be needed.

• Students must enter first and last name exactly as it appears on the roster when 
registering for the first time

• Students need the roster key to establish their student profile. It must be entered 
exactly as it appears (including the dash ‘-’)

• Unregistered means the student profile is not yet completed.
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Assigning TesTs 
From the instructor dashboard, select the appropriate roster, and then click the “Assign 
Student Tests” button on the Roster Detail page.   

To assign tests
1. Refer to the legend to identify test names.
2. Click the check boxes to assign one or more tests to individual  
 students.
3. Click “save” before leaving each page to save all test    
 assignments.
• A maximum of 15 students are available per page.

If the wrong tests was assigned, it can 
be unassigned by checking the box a 
second time. Once the test has been 
started by the student, its assignment 

status cannot be changed. 
Once tests are assigned, the student 

may be directed to the proctored testing 
location anytime during the published 

testing windows – fall or spring.  
The details of scheduling (e.g., which 
tests to take, date, time, and location) 

are determined at the school level.  
Test Fees 

The test fee allows the student to take 
any or all test in a series twice during 
the academic year - once in the fall

 window and once in the spring.
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VieWing And PRinTing TesT ResUlTs 
To view the instructor summary report, select the “View Instructor Report” button for a 
given roster.       

Below is a sample instructor report.  Data on the report are updated each time the 
report is opened.

To view the scores of an individual student, select the “Results” button next to the stu-
dent’s name on the instructor roster and a list of all the student’s tests will 

be displayed.



25

To view a student’s test score report, click “View Test Results”.

A detailed score report is displayed and can be printed

VieWing And PRinTing ceRTiFicATes 
Note: Certificate printing may be restricted and/or fulfilled by a third party in some states or localities. 

There are two options for printing certificates: one at a time, or all certificates for a 
roster at once.  To print individual certificates, navigate to the student’s test results and 
click the “View Certificate” button.  The individual certificate will display and can be 
printed.
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To print all certificates for an entire roster, click the “Batch Print Certificates” button on 
the roster detail page.

The certificate will include all the student’s certifications for a given year. If a test was 
taken and pass in both the Fall and Spring test widows, only the Spring instance will be 
shown.  
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common QUesTions 
Q. When the student tries to launch their test, the system kicks them out and 
takes them back to the login screen.  What’s wrong?
 The browser’s popup blocker is likely on and is not allowing the test to launch. 

Q. If a student fails a test in the fall, can they take the test again in the spring?
 Yes, students may take each test in the series twice per academic year - once in   
the fall window and once in the spring.  Students may not retake the same test during 
the same test window.

Q. What if a student forgets their username or password?
 • The instructor can recover the student’s username from the roster.  It appears   
 next to their name on the Roster Detail screen.

 • If the student has completed their profile, including their password recovery   
 question and answer, they can retrieve their password from the student    
 login page by clicking “I Forgot My Password” and following the instructions   
 provided.

 • If a student has completed their profile but did not complete their password   
 challenge question and answer, the instructor can reset their password to 
 a default “na3sa1” from the roster screen.  This can only be used if the 
 student has already completed their student profile.

 • If the student has not completed their profile, the reset password button is not   
 displayed.   Their instructor should give them their Roster Key and instruct
  them to login using the “New Student Registration” portal and complete 
 their profile.

Q. What if the student’s test is interrupted?
 If a student experiences a technical interruption during their test (e.g., loss of  

Internet connection, computer failure, etc.), the proctor can reauthorize student test 
login and allow the student to pick up where they left off.  Same day restarts allow full 
navigation throughout the test.  Subsequent day restarts will only allow the student to 

view questions not seen previously.
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Q. Can I upload a list of students to the school rather than entering them one at a 
time?
 The site administrator can upload a comma separated value (CSV) file of 
new students to the system.

Q. How long are the test scores available?
 As a general rule, Summit keeps the student test records on the system for the 
two previous years, plus the current academic year.
For archival records, the school site administrator can download a comma separated 
value (CSV) file for all students by test window and archive these data locally.   
Additionally, reports and certificates can be saved locally as pdf files.
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PRocToRs 
The proctor is responsible for verifying the student’s identity, unlocking the scheduled 
test, and monitoring the student’s test session to ensure all testing procedures are fol-
lowed.   

locATing A sTUdenT on The PRocToR lisT 
The proctor’s screen shows all tests that are currently assigned for all students.  Since 
the list shows a separate record for each test by student, the proctor should use one 
or more of the filters and sorting tools to manage the list and quickly locate the specific 
test(s) they wish to unlock.

1. Filter by first and/or last name (full or partial names).
2. Filter by test series (Harmony, Storyboard Pro), and/or by test name.
3. Change the number of records displayed per page (e.g., 0, 25, 50, etc)
4. Hide tests that have been completed.
5. Sort A-Z or Z-A by any selectable column header.

Once a filter is populated (e.g., with a name or test series), click the “Search” button to 
update the screen.  

1
2

3
4

5
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Unlocking A TesT FoR A sTUdenT
To launch a test for a student, the proctor should take the following steps:

1. Verify the student’s identity.
2. Confirm that the student has his/her username and password.
3. Confirm which test the instructor wants the student to take and click the “Unlock   
 Test” button for it.
4. Direct the student to login via the “Student Login” 
 and start their test.
5. Monitor the student throughout the testing session to ensure he/she does not   
 receive assistance or open other programs or windows during the test session.
6.  If a student is scheduled to take more than one test, they should notify the
 proctor when they have completed the first test so the proctor can unlock the
 next one.
Please unlock only one test at a time per student.  Once a test is unlocked, the student 
has 30 minutes to launch the test.  If the student does not begin the test within the 30 
minute period, the system will reset the test to the “Assigned” state. 

If a student experiences a technical interruption during their test (e.g., loss of Internet, 
computer failure, etc.), the proctor can restart the test and allow the student to pick up 
where they left off.  Same day restarts allow full navigation throughout the test.
Subsequent day restarts will only allow the student to view questions not seen 
previously. 

The following screen demonstrates two helpful features:
  1. Student password reset
  2. Monitor test progress

If a student cannot remember their password, the Proctor can reset their password to 
a default “na3sa1” by clicking the reset PW button (provided they have completed their 
profile as indicated by the word “Registered” in the Student Status column).  If the Stu-
dent Status is “Unregistered”, the Proctor can provide the student with their Roster Key 
and First and Last Name as displayed on the list. 

1
2

By periodically refreshing their screen (use F5 key), the Proctor screen will be 
updated to reflect Test Status, Date/Time Test Started, and Date/Time Test Com-
pleted.
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helPFUl hinTs
• Time To Start – Students have 30 minutes to start the test once it is unlocked by 
the proctor.

• Time To Test – Duration depends on which test(s) are being taken

• Monitor Students – Students must be monitored by the proctor throughout the 
entire test session to ensure that no outside assistance is utilized – including the open-
ing of additional browser windows.

• Restarts – If a student experiences a technical interruption during their test (e.g., 
loss of Internet connection, computer failure, etc.), the proctor can reauthorize student 
test login and allow the student to pick up where they left off.  Same day restarts allow 
full navigation throughout the test.  Subsequent day restarts will only allow the student 
to view questions not seen previously.

• Student Profile/Password – If a student has not previously set up their student 
profile (i.e., established a username and password), they must do so prior to starting 
the test.  To do this, they will enter their first name, last name, and their unique Roster 
Key in the lower half of the student login screen.  If necessary, the proctor can locate 
the student’s Roster Key next to their name on the proctor screen.

• Test Fails To Start – If the student is kicked out of the system as they try to 
launch the test, verify that the pop up blocker is turned off.  To change this in Internet 
Explorer, select “Internet Options” from the Tools drop-down menu, and under the
“Privacy” tab, make sure pop-up blocker is turned OFF.
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sTUdenTs
sTUdenT PRoFile 

Before a student can take a test, they must login and complete their student profile.  
While doing so, they will create a username and password that will allow them to take 
assigned tests and view the results.  At the student login screen, the student will be 
required to enter the following information exactly as their instructor entered it on  
 his/her roster:  First Name, Last Name, Roster Key.   The roster key is a six character 
alphanumeric expression (e.g. F2D-9HW) that uniquely identifies the student on the 
roster.  It must be entered exactly as it appears, including the dash “-”.

All future student logins will be through the upper 
“Student” login portal.  If a student forgets their 
password, the “I Forgot My Password” utility on the 
login screen will present them with the Password 
Challenge Question from their profile.  If answered 
correctly, the student will be provided a screen to 
establish a new password.

When the student establishes their profile, 
they may find that the instructor incorrect-
ly entered their name (e.g. Bobby Bower 
rather than Robert Bower).  The student 
may correct the spelling of their first and 
last name only during the initial profile 
setup.  To make corrections in the future, 
the student must request that the instructor 
make those changes.
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sTARTing A TesT 
Before logging in to test, verify that the correct browser is being used and that the 
popup blocker is turned off by referring to the message(s) displayed on the login 
screen. In the example below, a red warning message indicates that the popup blocker 
is turned on.  Tests will not launch properly until the pop up blocker is turned off.

After logging in, the student’s home page contains a “Student Dashboard” that is used 
to navigate among different features of the system. Clicking the “My Exams” button 
will take the student to a page similar to the one shown below. All tests that have been 
assigned by the instructor will be listed. When the proctor has unlocked a test, the stu-
dent has 30 minutes to login and begin their test. When the student is ready to begin 
their test, the student will click the “Launch Test” button next to the unlocked test.

Upon starting the test, the first screen the student will see is the Confidentiality 
Agreement.  Students must agree to the terms of this statement to participate with the 
Summit Student Certification tests.
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exAmPle TesT scReen 
Below is a typical layout that demonstrates how the test questions are presented.  The 
top header displays the student’s name on the left, and a clock indicating how much 
time remains for the test on the right.  The name of the current test is centered just be-
low the header.

To select an answer, click the button next to the desired choice.  To change the select-
ed answer to something different, simply click on another option to change the re-
sponse.

Use the navigation bar below the question to move throughout the test.
• To flag a question as a reminder to come back for a review, simply click 
the “Flag for Review” button
• To move to the next or previous question, click “Next” or “Previous”

The navigation bar also displays the sequence number of the current question and how 
many questions are on the test. 

After answering the last question, or when clicking the “Review Test” button, the stu-
dent is taken to the test summary screen. 
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The summary screen shows the status of each question – answered, not an-
swered, or flagged for review.  When using the cursor to hover over the question icon, 
the first few words of the question are displayed.  To return to the question, click on the 
question number.  Once all flagged items have been reviewed and all questions have 
been answered, click “Submit Test for Scoring”.  

Important - The test will score once the student clicks the “Submit Test for Scoring” 
button. Simply disconnecting from the system, closing the browser or allowing the test 
timer to run out will NOT force the test to score.

When the test is submitted for scoring, the student is automatically logged out 
and returned to the login screen.  The student can log back in to view their 
results or to start another test.
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VieWing TesT ResUlTs
To view test results, login and select “View Test Results”

The resulting report will appear similar to the sample shown below.

To obtain the corresponding Summit 
Student Certification certificate,please 

check with the instructor or schools site 
administrator. 


