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CONDUCTING A PRACTICAL EXAM 
Only a Certified Practical Examiner may conduct a practical exam.  NOTE: a certified practical examiner, 
assessment administrator or assessment proctor can assign a practical exam. 

 
1. Log into the Assessment Platform. 
2. Click Assessments on the navigation toolbar. 
3. Select Dashboard from the dropdown menu. 
4. Click Proctor Console.  

 
5. Under Assigned Assessments & Practicals click the practical exam title you are going to be 

conducting.  NOTE:  You, as the practical examiner, will see a complete list of every practical exam that 
you are certified to give.  Practical Exam titles are preceded by “Practical Exam:” and the list is sorted 
alphabetically. 

6. Review the Practical Exam Overview.  
 

IMPORTANT:  Confirm the candidate has been provided with the Candidate Handbook, completed the 
applicable Practical Exam Application in the Registry, and been informed of the Retest Policy before 
beginning the exam. 
 

Note:  If you are not able to bring an electronic device to the practical exam location or you do not have 
connectivity at the location, you may print a copy of the exam to complete onsite. 

 When you have completed the examination, you will need to transcribe the answers from the 
paper form into the online form and submit. 

 Once the results have been entered and submitted, shred the paper copy of the practical exam. 
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7. Click the Practical Exam title to open the list of candidates that are currently assigned to this exam.  

8. Click Record Practical Results for the candidate who is testing 

 
9. Click Attempt Test Now to begin the practical exam 

 
 
NOTE:  Every task/prompt must be completed for the practical exam to score properly. Practical exams 
are divided by task, with each page containing all instructions, the candidate script for you to read and 
all information pertaining to that task. 
 
IMPORTANT:  If at any point the testing environment becomes unsafe, 
select ‘yes’ under Stop Test (the last Question of each task) to immediately 
end the exam. The Test Stopped prompt must be answered for each task. 
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10. Once all tasks are complete, click Finish Attempt (bottom right of screen or within the Test 
Navigation). 

 
 

 
 
 
 
 

11. Review the Summary of Attempt to ensure that every question has a status of Answer Saved.  

NOTE:  Click Return to Attempt for any missed questions or if there is a need to go back into the 
practical.  You can also click on a question number to go directly to a specific question/task.  
 

12. You must confirm and click Submit All and Finish a 2nd time.  

 
IMPORTANT:  Once the practical exam is submitted, it will be scored and cannot be reopened.  

 

13. Basic score information will show onscreen.   

14. Print Score Reports and Training Prescriptions in the Registry. 

OR 
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a. Please see the How to guide Assessment Center - Checking Results for more information on 
how to pull score reports and training prescriptions. 


