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OVERVIEW 

The NCCER Testing System Proctor Reference Guide is intended to provide Proctors with a collection of materials and 

infographics that they can actively use and reference during Testing Sessions. The main objectives of this guide are to equip 

Proctors with resources to implement before, during, and after a testing session. These resources are detailed below: 

1. Before Testing

a. Proctor Script - The Recommended Proctor Script takes the Proctor through a step-by-step list of suggested

instructions that they can follow or use to implement their own proctoring routine. The script starts at “Before

Testing” and gives steps up until the Test Taker finishes the test. Please note that following the proctor script is

simply recommended.

b. “How To” Documents - Several of the “How To” documents provide Proctors with specific instructions to

complete processes relative to what should occur prior to testing.

c. Proctor Checklist - NCCER highly recommends that Proctors use the Proctor Checklist to track their progress

through the test administration process.

d. Table of Contents - Proctors that hope to have the best testing experience possible will ensure their familiarity

and understanding of each material included in this reference guide. If you have any questions, please contact

your ATS Sponsor Representative for more information.

e. Test Taker Question Comment form - A copy of the Test Taker Question Comment form is included. Please

make copies of this form for each test taker in advance, or access the digital copy that can be found on the NCCER

website.

f. Test Navigation & Test Progress Flow - Test Navigation and Test Progress Flow give the Proctor an opportunity

to see and understand how the test takers will be progressing through the tests and answering questions. It also

details each button and icon, and how the test taker is able to interact with the testing system.

2. During Testing

a. “How To” Documents - Several of the “How To” documents provide Proctors with specific instructions to

complete processes relative to what should occur during testing. NCCER recommends reading through these

documents in case your test takers encounter a testing issue, or to simply increase your familiarity with the Testing

System.

b. Proctor Permission Quick Reference - The Proctor Permission Quick Reference is an infographic that is a great

material for Proctors to keep on their desk with the checklist during the testing process. This infographic gives a

general overview of the Proctor Console functions and simple notes for the Proctor to keep in mind during testing.

c. Help Desk Reference Guide - The Help Desk Reference Guide is a tool that Proctors should refer to first when

they have a question that can be answered using the NCCER Knowledge Base or Help Desk support.

3. After Testing

a. After testing has commenced, the Proctor should collect all testing materials and ensure all tests have ended.

Please note that tests will automatically end and score when all testing time has run out.

NCCER Policy Documents 

The NCCER Testing System Proctor Reference Guide is not meant to be used as a substitute for the ATS Guidelines or 

AAC Guidelines & NCACP Procedures. NCCER expects all certified Training and Assessment Program Personnel to 

adhere to the same standards and policies outlined in the guideline documents. 

Certification Maintenance 

Training and Assessment Program Personnel that actively administer NCCER tests are required to maintain their Proctor 

Certification at least once every three (3) years. In order to maintain certification, a Proctor must successfully administer a 

PASSED NCCER test. Failed tests do not migrate to the Registry system and, therefore, do not maintain a Proctor’s 

certification. Successful certification maintenance will extend a Proctor’s certification expiration date by three (3) years. 

Please note that Assessment Proctors are required to complete and pass the Proctor Recertification assessment. 

NCCER Knowledge Base & Support 

Proctors can access the entire list of Training and Assessment Program “How To” documents and articles by going to the 

NCCER Solutions portal here: https://support.nccer.org/solution/categories .  
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  Obtain the NCCER Testing System Proctor Checklist 

Print the NCCER Testing System Proctor Reference Guide 

Read and Familiarize Yourself with the Table of Contents 

Read Through the Included How To Guides 

Read the Test Progress Flow 

Read the Navigation Description 

Read the Proctor Permission Quick Reference 

Read the Recommended Computer Testing Proctor Script 

Print Enough Copies of the Question Comment Form 

Prepare the Room or Space for the Testing Session 

Verify that Test Takers have been Assigned Tests 

Log in to the Proctor Console 

 Encounter a Testing Issue? Provide these to NCCER: 

• Proctor’s NCCER Card # __________________

• Testing Location Name ___________________

• ATS Organization Name __________________

• NCCER Card Numbers for all Test Takers involved.

  Contact NCCER Before Test Takers Leave! 

   Phone: 888-622-3720, Press Opt. 2 for Customer Service 

NCCER 

Testing System 

Proctor 

CHECKLIST 

Please Complete this Checklist Prior to the Testing Session 

✔
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HOW TO Log In to the NCCER Testing System 

These instructions should be used to guide users to access the NCCER Testing System through their 

NCCER Registry Login. Through a Single Sign On (SSO) approach, users will use one login (their NCCER 

Card # and password) to access both systems. Important Note: If you have not already registered (activated) 

your NCCER Registry account, you will need to complete that process before proceeding.  

Please access step-by-step instructions on How To Complete New User Registration here: 

https://support.nccer.org/solution/articles/13000017689-register-i-know-my-card-number . 

1. Go to http://www.nccer.org and select the top-right myNCCER button.

2. Select Registry System link.

Tip: Save time by bookmarking the 

following url: registry.nccer.org . 

3. Select the Sign In button.

4. Enter your NCCER Card # and password, and then select Sign In.

5. Click the Testing System button.

a. You may also skip this step by choosing a Role and clicking

Ok instead. If you decide to skip this step and log in to the

Registry System instead, you will have another opportunity to

access the Testing System within the Registry System.

b. Once you are in the Registry System, you can access the Testing

System by clicking the Testing System button at the top-right.

6. You have reached the Testing System landing page. Select your

Testing Location to proceed.

7. If you receive the following message,

then access to the Testing System has not been

granted to you.  Please contact your Sponsor

Representative for access.
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HOW TO Proctor a Test

The Proctor permission allows users to authorize Test Takers to take (written) module tests from a Proctor 

Console. The Proctor will log in to a single computer while each Test Taker logs in to their computer. Refer 

to How To Log In & Start a Test (as a Test Taker) for assistance with the Test Taker process.  

IMPORTANT: The Proctor and Test Taker must be logged in on different computers/devices. 

1. Log in to the NCCER Testing System.

2. Select your Testing Location.

3. Select Proctor.

4. Once a test taker has selected to begin a test, it

will populate on the Proctor screen for authorization. Select the Play icon to authorize the test.

5. A pop-up will verify your

selection. Select OK to allow Test

Taker to continue.

Tip: The session information will 

not update automatically. Click the 

  button in the upper 

left corner to update the test session information. 

6. Complete steps 4-5 for each test taker.

Tip: If you select all tests by checking the box to 

the left of the test title for each Test Taker, or 

check the box next to “Session", you can click 

Authorize at the top of the screen to authorize all 

tests at once as long as they are “Awaiting.” 

Tip: By refreshing this screen during test taking, 

the proctor can monitor all Test Takers’ progress, status, remaining time, etc. 

7. When all tests are complete log out of the NCCER Testing System by clicking the Logout button in the

upper right corner of the screen.

Note: See next page for Proctor screen breakdown. 
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PROCTOR SCREEN BREAKDOWN  

1. Started at:  This will show you the date and time each test began and allow you to filter the list by date.

2. Status:  This will show you the status of each test. The statuses will include:

1) Awaiting (Test taker is waiting for authorization from the Proctor) 

2) Authorized but not started (Test has been authorized, but the Test taker has not begun) 

3) In Progress (Test taker has started the test) 

4) Completed (Test taker has finished the test) 

3. Progress:  This will show you each Test taker’s Progress within the test. Progress will include:

1) Welcome – item 1/1 (Demographic Information Welcome Page) 

2) Demographics – item 1/3 (3 optional demographic questions) 

3) Sample Items – item 1/1 (Sample Questions Welcome Page) 

4) Sample Items – item 1/3 (3 optional sample questions) 

5) Sample Items – item 1/1 (Test Begins Now Notification) 

6) Scored Items – item 1/35 (Actual test questions/Number of questions will vary) 

7) Scored Items – item 1/1 (End of Test Warning) 

8) Ending – item 1/1 (Score displayed) 

9) Finished (The test has ended) 

4. Terminate and Irregularity:  This button is for proctors to report for the following:

• A Test taker was found cheating

(Refer to HOW TO Report a CHEATING Incident) 

• A Test taker leaves the Testing Location

(Refer to HOW TO Report a Test taker Stopping a Test) 

• A Test taker has a test question comment

(Refer to HOW TO Submit Question Comments To NCCER) 

5. Show the detailed session history:  This will let you see the history log of each test session.

6. Print the Score Report:  This will let you print a Generalized Score Report.

1 2 3 

4 5 6 
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HOW TO Log In & Start a Test (as a Test Taker) 

Test-Takers will log in to the computer they are testing on and request for authorization from the Proctor to 

begin testing. 

1. Navigate to https://testing.nccer.org to log in to the

NCCER Testing System as a Test Taker

Tip: Bookmark this address on each test taker

computer by using the keyboard shortcut Ctrl+D in

most browsers.

2. Select applicable Alternate ID Type.

Note:  It is very important that the Test Taker log in using their NCCER Card Number or

Alternate ID as entered when the test was assigned.

3. Select Alt ID Type and Enter ID Number.

4. Enter Last Name

Tip:  This is not case sensitive.

5. Click the  button.

Note:  The Test Taker should verify their name is displayed along with their NCCER card number.

6. Click  the button.  The test taker’s Available Tests will then load. 

7. Select the test you wish to take from the list

by clicking the  button. 

8. Read the NCCER Retest Policy and click

Accept.

Note:  The test will proceed to await authorization from the Proctor.  Once the Proctor has

authorized the test, the Proceed button will become available (blue).

9. Click Proceed to begin the test.

Tip:  If the wrong test is selected, click the  button to return to your available tests. 

Note:  If the Test Taker cancels a test, the assignment will be removed from the Available Tests list 

and the test will have to be assigned again before the test can be taken.  
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HOW TO Navigate the Test Taker Screen 

This guide outlines the navigation features test takers 

encounter.     

1. Navigate to https://testing.nccer.org to log in to

the NCCER Testing System as a Test Taker.

2. Test Taker Menu Options

a. Home button – Returns the test taker to their

menu of available tests. This will Pause and Exit their current test if selected.

b. Test Taker Name – Displays the name of the test

taker currently logged in.

c. Logout – Logs the test taker out of the system completely.

3. Header Bar

a. Test Name and Section

Identifier – This

portion of the bar indicates the module number and task name for the test. In addition, the

last portion (circled) indicates which section of the test the test taker is viewing. Options

for this portion are Welcome, Demographics, Sample Items, and Scored Items.

b. Timer and Progress trackers –

On the left, the Timer displays

the time remaining to complete the test. There are two progress trackers. In the middle, a

Progress Bar visually denotes how far along the test taker is. On the right, another

progress tracker tells the test taker which question they

are answering and how many questions there are in

total.

4. Review Toolbar – Detail on the following page.
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5. Status Icons

a. This bar indicates how many questions the test taker has

Viewed, and how many questions there are in total.

b. This bar indicates how many questions the test taker has

Answered, and how many questions there are in total.

c. This bar indicates how many questions the test taker has

Unanswered, and how many questions there are in total.

d. This bar indicates how many questions the test taker has

Flagged for Review, and how many questions there are in

total.

6. Footer Bar

 Collapses the Review Toolbar 

 Adds the current test question to the Flagged menu in the Review 

Toolbar 

 Presents the test taker with a basic calculator 

 Saves answer and moves to the previous question 

 Saves answer and moves to the next question 
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HOW TO Report a Stopped Test 

If a Test Taker stops testing and leaves the testing location, then the Proctor should terminate the test. The 

Terminate and Irregularity button on the proctor screen gives proctors the ability to terminate a test. 

1. Log in to the NCCER Testing System.

2. Select your Testing Location.

3. Select Proctor.

4. Select the  button on the right of the Test Taker’s information to 

open the report dialog.

5. Select Terminate Session.

6. Verify you have selected the correct test by

reading the session name and Test Taker

name on the form.

7. Select Examinee from the Issue Category list.

8. Select Behavior from

the Subcategory list.

9. Enter as many details

as possible about why

the Test Taker did not

complete the test in

the comment box.

10. Click . 

11. Contact your Sponsor Representative and report the incident, including details about the incident and

all information reported in Steps 4, 5, and 6.

12. Contact NCCER and provide the same information as reported to the Sponsor Representative.

5

.6. 

4.

11



HOW TO Approach Testing Issues 

If you are NOT able to get testing started, please refer to the “How To” documents that address the 

topic you are having trouble with. If you are still unable to find a solution, please contact your Sponsor 

Representative. 

If you ARE able to get testing started and have encountered an issue after testing has already begun, 

please follow the steps below: 

Note:  If possible, please have the test taker wait in the room while the issue is resolved. This 

allows NCCER the opportunity to get testing resumed. 

1. In order to get testing started as quickly as possible please have the following information

ready:

➢ Sponsor Organization name 

➢ Testing Location name 

➢ Proctor’s name 

➢ Proctor’s NCCER card number 

➢ Test Title (from Proctor screen) 

➢ Test-Taker(s) name 

➢ Test-Taker(s) NCCER card number or Alternate ID 

➢ A description of the issue you have encountered. 

2. Call NCCER at 888-622-3720 and select Option 2 to be connected with Customer Service.

3. Let the Customer Service Representative know that you have encountered an issue during

testing and need to speak with someone immediately.

a. They will collect the information as outlined in Step 1 and transfer you to someone who

can assist you.
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HOW TO Report a CHEATING Incident 

Cheating should be reported to NCCER immediately. The Terminate button within the Proctor Console 

allows proctors to terminate a test session. If a Test Taker is caught cheating on a test, the Proctor should 

follow the steps outlined below to terminate the test 

session.  

1. Log in to the NCCER Testing System.

2. Select your Testing Location.

3. Select Proctor.

4. Select the  button on the right of the Test Taker’s information to 

open the report dialog.

5. Select Terminate Session.

6. Verify you have selected the

correct test by reading the session

name and Test-Taker name on the form.

7. Select Examinee from the Issue

Category list.

8. Select Behavior from the

Subcategory list.

9. Enter as many details as possible

about the incident in the comment

box.

10. Click . 

11. Contact your Sponsor Representative and report the incident, including details about the incident and

all information reported in Steps 4, 5, and 6.

12. Contact NCCER and provide the same information as reported to the Sponsor Representative.
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HOW TO Access the NCCER Question Comment Form 

Prior to the start of each testing session, Proctors should visit the NCCER website and navigate to the 

Forms & Manuals page. Here you will download and access a copy of the Question Comment Form. 

This form allows Test Takers to record and report a question comment. The Proctor will collect all 

forms at the end of each Test Takers testing session and review before submission to NCCER. 

Please use the following steps to access the Forms & Manuals page: 

1. Go to www.nccer.org .

2. Click the myNCCER button located at the top-right corner of the screen.

3. Click the Forms & Manuals hyperlink from within the white ribbon.

4. Scroll through the alphabetical list of forms to find the Question Comment Form.

5. Click the form title to download and print multiple copies.
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HOW TO Make a Question Comment 

NCCER created the Testing System Question Comment Form to allow Test-Takers the ability to make a 

comment on a question they identify as having an issue. The form is provided to the Test-Taker by the 

Proctor. 

1. Ensure a sufficient supply of the Testing System Question

Comment Form is available for each test session. Download

from here:  Question/Comment Form

Tip:  Download the form as needed, since it may be

updated from time to time.

2. Inform Test-Takers, prior to the Testing Session, that if a

question warrants submission of a comment to NCCER

(i.e. no correct answer, insufficient information to answer,

no graphic appears, etc.), then they are to appropriately

request a copy of the comment form from the Proctor.

3. Distribute the Testing System Question Comment Form to

each Test-Taker that requests a copy.

➢ The Proctor should keep track of the number of forms distributed so confirmation

that all copies have been collected from the Test-Takers can be made. This is done to 

ensure the integrity of the test questions. 

4. Instruct each Test-Taker to record the specific issue(s) or question comment(s) they wish to

submit for review.

Tip: Question Comments should be recorded by Test-Takers during the Testing Session to ensure 

appropriate test question data and details are captured. 

5. Retrieve all distributed forms from the Test-Takers once the Testing Session has ended.

6. Review each form for accuracy, relevancy, and specificity. Ensure that each issue or question

comment recorded qualifies as an appropriate submission to NCCER.

7. Submit each question comment in the Testing System.

8. See How to Submit Question Comments to NCCER  for further instruction.
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HOW TO Submit Question Comments To NCCER 

During a Testing Session, Test Takers are provided with the NCCER Testing System Test Taker Question 

Comment Form, upon request. After the Testing Session, the Test Taker returns the completed form to the 

Proctor for review. Question comments should be entered, into the NCCER Testing System, by the Proctor, 

immediately following the Testing Session. 

1. Log in to the NCCER Testing System.

2. Select the Proctor button to view the Proctor Console.

3. Locate the Session (Test Title) and Test Taker’s First/Last Name for the completed test for which

you wish to enter a Question Comment.

4. Select the Terminate and Irregularity button for the row identified in Step 3.

(The left-most icon displaying paper and pencil.)

5. Select Report Irregularity. 

6. Select the Issue Category menu under “Please provide a reason:”

and choose Examinee. 

7. Select the Subcategory menu and choose Complaint.

8. Enter the Question Number, Comment Reason and

Description in the open-response textbox.

IMPORTANT:  Be sure to enter the Question Number,

Comment Reason and Description exactly as written by the

Test Taker.

9. Click the OK button. 

10. Repeat Steps 3-9 if a Test Taker submits a comment for multiple questions for the test session.

Important Note:  Question Comment Forms should be maintained, per ATS Guidelines policy. 

NCCER recommends keeping on file until the resolution of the Question Comment. 
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How To Interpret the Test Progress Flow 

The Test Progress Flow document shows Proctors the sequence of screens in the Testing System that 

each Test Taker will encounter before, during, and after testing.  

Note: The Progress column on the Proctor Console will be blank until the Test-Taker gets to the 

Demographics Information screen. Then the following sequence will ensue. 

Part 1 – Demographics 

Introduction to Demographic Information 

Demographic Questions 

• Please note that the test taker will encounter a total of 3 (three) screens of optional demographic
questions. The test taker is not required to answer these questions to start the test.
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Part 2 – Sample Questions 

Introduction to Sample Questions 

Sample Questions 

• Each time a test taker starts a test, the sample questions will be different.
• Please note that the test taker will encounter a total of 3 (three) screens of optional sample

questions. The test taker is not required to answer these questions to start the test. If the test
taker does not wish to use this a practice opportunity, then they may press the Skip button to skip
each question.
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Part 3 – Module Test Questions 

Scored Items Introduction 

Scored Items – During Testing 

• These items are the actual test questions.

Scored Items – End of Test Warning 

END TEST – Score Displayed 

• This screen will only display for 10 seconds. Test Takers should select the End Test button, as
instructed.

• Score Reports may be utilized for longer viewing of score results.
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1.  Allows Test-Takers to advance to the next question by clicking the Next button. 

2.  Allows Test-Takers to revisit any prior question by clicking the Previous button. 

3.  Allows Test-Takers to access and use a basic calculator by clicking the Calculator button. 

4.  Allows Test-Takers to mark a question they want to revisit later by clicking the Flag for Review button. 

5.  Allows Test-Takers to close the left pane that shows the Test status and Scored Items by clicking the Hide Review button. 

6.  Shows Test-Takers the current status of each question using the Test status located above as a key. 

7.  Allows Test-Takers to filter their view of Scored Items to show All, Unanswered, or Flagged questions. 

8.  Shows Test-Takers an overall count of questions that have been Viewed, Answered, Unanswered, and Flagged. 

9.  Shows Test-Takers the Test Title of their current Testing Session. 

10.  Shows Test-Takers how much time they have remaining in their current Testing Session. 

11.  Shows Test-Takers the current question number they are viewing. 

Please note that a Test-Taker is able to navigate through the test to view questions and select or change  

answers as many times as they wish until time runs out or they select to end their test and have it scored. 

1 3 5 4 

6 

7 

8 

2 

20



NCCER TESTING SYSTEM
ATS Proctor Permission Quick Reference

BEST PRACTICES

Pr
o

c
to

r C
o

n
so

le

Authorize test taker to begin testing

View/Monitor test taker progress

Terminate testing

View Score Reports

View history of test taker’s browser activity

 ☐ Never leave test 
takers alone

 ☐ Walk around the 
room, keeping an 
eye on test taker 
screens

 ☐ Closed book tests

Default test time for written 
tests is 1HOUR

Time extensions can be 
administered by the testing 
location through the Proctor 
Console

See “How to Add Time to a 
Test” for further instruction

Remember 
to refresh 

the proctor 
console 
to see 

test taker 
progress 
updates

Hand out Question Comment forms to 
test takers as appropriate

Submit Question Comments to NCCER
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[Please do not read the instructions contained within brackets aloud. These contain actions for the Proctor.] 

Hello and welcome! [Provide personal introduction to group of Test-Takers.] 

Thank you for attending the Testing Session being held today at [Testing Location]. 

Please listen carefully to the following instructions: First, I will read aloud the testing practices you are 

expected to perform Before Testing begins.  I will also distribute the tests at this time. Do not open your test 

booklet until permission is given after these instructions.  Next, I will explain the practices required After 

Testing has completed.  Once I complete these instructions, I will give you permission to open the test 

booklet. Once I start reading the During Testing instructions, the Testing Session will begin. Please remain 

quiet and raise your hand if you have any questions.  I will now start reading the testing steps: 

1. Before Testing

a. Please remove or deactivate all possessions that have the potential to cause distraction to

you and other Test-Takers.

b. Please remove any materials that are not authorized.

c. Please be aware that the sharing of reference materials is prohibited.

d. Please do not talk or converse with other test-takers.

e. Please be aware that I will be walking around the testing room to ensure a safe and secure

testing session. Please raise your hand if you have a question or request.

f. Please raise your hand to request a Test-Taker Question Comment Form if you identify a

question that would warrant submission of a comment to NCCER for review.

g. Please notify me to request any additional scratch paper.

h. Please stay in your seat unless you have permission to take a break and use the restroom. If

you leave the testing room, then your testing materials will be collected and held until your

return. Please note that the testing session time will continue to count during your break

from the Testing Session.

i. I will now proceed to individually distribute a test booklet to each Test-Taker. [Distribute

test booklets.]

j. Please do not open or start your test until I have given permission.

k. Please verify that you have been given the correct test and that it matches the number listed

on the Name, Demographic and Bubble sheets.

l. Please pay close attention to the information you bubble on the demographic sheet.

m. Please read the Release Statement and NCCER Retesting Policy, and let me know if you

have any questions or require any clarification.

2. After Testing

a. Please notify me once you have completed the test. I will then collect your testing materials,

including scratch paper and question comment forms, if applicable.

b. Once you are finished and have returned all testing materials, including scratch paper and

questions comment forms, then you may quietly exit the Testing Session.

3. During Testing

a. [Instruct Test-Takers to open the test booklet.] Please open the test booklet.

b. Please read the liability statement and sign to affirm acknowledgement.

c. [Give permission to begin testing and start the testing time.] Please begin testing.
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NCCER TESTING SYSTEM 

Helpdesk Resource Quick Reference 

Try these resources for answers to common questions 

WATCH TRAINING VIDEOS 

www.nccer.org/pipeline 

SEARCH KNOWLEDGE BASE 

support.nccer.org 

REFERENCE HOW TO GUIDES 
support.nccer.org 

NCCER Testing System/How To Guides 

CONTACT YOUR SPONSOR REPRESENTATIVE 

SUBMIT A HELPDESK TICKET 

support@nccer.org 

CONTACT NCCER CUSTOMER SERVICE 

support@nccer.org / (888) 622-3720 
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