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MODULE I: PROCTOR RESPONSIBILITIES 
The proctor must know, understand, and follow all applicable laws and rules that relate to examinations including 
Ohio Administrative Code Chapters 4765-20-06 and 4765-21-05. The proctor must conduct all examination 
related activities in accordance with the policies and procedures outlined in this manual and be in attendance at 
each examination he/she is scheduled to administer. In the event that the designated proctor cannot be present, 
the program director shall submit a change request to the Division of EMS at OFSTesting@dps.ohio.gov, so that 
an alternate proctor can be approved and assigned to administer the examination. 

 
 Proctor   Program Director      Candidate  Authorizing Official 

 
Proctor Is someone who oversees student examinations.  The primary job of the proctor is to 

monitor students to ensure they’re following testing room rules and not sharing answers. 

Program Director Is the authorizing official or that person designated by the authorizing official of a 
chartered program to oversee the administration and operation of a fire charter. 

Candidate Is a student in process of meeting final requirements for a certification. 
 

Authorizing Official Is any person who owns or maintains responsibility on behalf of an individual corporation, 
trust, partnership, or an association for the facilities, equipment, instructors, managers, 
and other employees of the chartered program. 

 
 
PROCTOR RESPONSIBILITIES 
 

  
 

   
 
 

The proctor must adhere to the standards of professional and Ohio Department 
of Public Safety ethics that reflect credit upon the Ohio Fire and EMS service 
as well as the Division of EMS. 

The Division of EMS does not discriminate and it will not tolerate discrimination 
by any of its proctors. The proctor must conduct examination related activities on 
an equal basis for all candidates, paying particular attention to eliminate actual or 
perceived discrimination based upon race, color, national origin, religion, gender, 
age, disability, position within the local system, or any other potentially 
discriminatory factor. The proctor must ensure that all other personnel assisting 
with administration of the examination conduct himself/herself in a similar 
manner throughout the examination. 

The Proctor must refrain from any conduct that may be considered by a candidate as 
sexual harassment, including making comments about a candidate’s personal 
appearance, telling sexually oriented or lewd jokes, or physical contact with a candidate.  
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Prior to the examination, the proctor must contact the program director upon receipt of 
confirmation from the Division of EMS that he/she will represent the Division of EMS at 
an examination. The proctor must confirm his/her availability and review the proctor's 
responsibilities in this document to ensure he/she fully understands his/her roles in the 
examination process to avert any issues the day of the examination. 

Prior to the examination, the proctor must contact the program director to ensure that 
he/she has the facility set up adequately to ensure proper administration of the written 
examination. After receiving all examination test information from the Division of EMS, the 
proctor must contact the program director to ensure the examination site is prepared and 
scheduled on the previously agreed upon day and time. 

          

The proctor must immediately report any suspected unethical conduct of any person 
who is attending or assisting with administration of written examination directly to the 
Division of EMS at OFSTesting@dps.ohio.gov  or call at (800) 233-0785. 

The proctor must maintain the confidentiality of all examination materials. The proctor 
must store the examination password in a secure, locked area and ensure security of all 
the Division of EMS examination information. This password is not permitted to be 
shared with any other person in any way. Maintaining the security of all examination 
information must be your primary concern as a proctor. 

mailto:OFSTesting@dps.ohio.gov
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INITIATING AN EXAMINATION

                   
              STEP 1 STEP 2          STEP 3                              STEP 4

                           STEP 5           STEP 6

EXAMINATION MATERIALS
The proctor is responsible for the following:

Upon receipt of the examination confirmation 
email, the proctor should contact the program 
director to review:
•  Examination Date

•  School Name

•  Start Time

•  Test Duration

•  Test Type

•  Course Identification (ID)

•  Course Start Date

•  Examination Location

The proctor’s and program director’s confirmation email will 
also include the following links:

• EMS Proctor Link: 

https://services.dps.ohio.gov/EMSProctor/

• Student Testing Link: https://emsstudent.dps.ohio.gov/

If any discrepancies exist, the proctor must contact the Division of 
EMS at OFSTesting@dps.ohio.gov or (800) 233-0785, to alert us 
of the situation. If necessary, we will intervene to ensure all are 
prepared to administer the requested examination in an acceptable 
fashion or the examination will be rescheduled.

https://services.dps.ohio.gov/EMSProctor/
https://emsstudent.dps.ohio.gov/
mailto:OFSTesting@dps.ohio.gov
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MODULE II, SECTION I: PREPARATION FOR EXAM ADMINISTRATION
EXAMINATION DAY – GENERAL RESPONSIBILITIES
The proctor is responsible for the following to help ensure a successful examination:

The proctor is responsible for notifying the Division of EMS at OFSTesting@dps.ohio.gov or (800) 233-0785, of 
all cases of suspected dishonesty or any other irregular occurrences during the written examination.

EXAM DAY – FACILITIES
The vast majority of situations that may tempt some candidates to violate some of the rules for appropriate 
behavior during the written examination can be eliminated by simply placing the candidates in a proper position 
before starting the examination. No candidate is permitted to sit immediately next to another candidate who is 
taking the same level of examination. If the seating is tight and you have different levels of candidates testing, 
simply alternate the candidates so that no two candidates taking the same level of examination are seated next to 
each other. In this case, it is also best to align candidates who are taking the same level of examination so that 
they are sitting in rows directly behind one another.
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EXAM DAY – GENERAL
Arrive 30 minutes early to prepare for the start of the examination. Verify that students have been added to the 
course dashboard.  Then click on your Exam Date.
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Verify that students have been added by clicking on “Add Student(s)” to the examination.  After you have added 
the student to the examination you must click on “Attest to Start Exam”

.

You must attest that you are the proctor of record for this exam and then click “Attest to Start Exam”.  You will not 
be able to begin the examination until you complete the attestation.

Open the “Students” list tab where you will find the Student ID.  Make sure you “Print” the student list and take it 
with you to the examination room.  
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ADA ACCOMMODATIONS AND INCIDENT REPORTING
Ensure students complete the examination in the same standardize format.  ADA accommodations can be waived
by submitting a written letter waiving their accommodations.  The written waiver shall be on file with the program 
director prior to the start of the examination. A seating cart and incident report and candidate’s concerns can be 
listed on the incident report challenges to the exam 

SEATING CHART
A seating cart must be prepared to prior to the start of the examination to include with an incident report if a
candidate’s files concerns.  This will need to be included with the incident report on any challenges to the exam.
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INCIDENT REPORT 
When incidents occur, it is important to have procedures in place to ensure that all necessary information is 
gathered so that the Division of Emergency Medical Services (DEMS) can determine what occurred.  All 
confirmed testing irregularities must be reported to the DEMS using the incident report form.  Test Proctors must 
immediately notify the Program Director as soon as they are made aware of any alleged or suspected violations.  
The nature of allegations requires an immediate inquiry by the charter program in order to gather all necessary 
information while the involved individuals are still available and able to recall details.  Chartered Programs must 
ensure that all testing personnel are aware of their obligation to report testing irregularities and can easily access 
reporting procedures. 

All incident reports submitted to DEMS must meet reporting requirements by clearly laying out the sequence of 
events, including the Program Director’s determination in the matter. 

The Program Director is responsible for investigating confirmed or alleged testing violations and must notify the 
DEMS as soon as the chartered program is made aware of the situation. At a minimum, each of the following 
items must be addressed by the chartered program when reporting testing violations: 

• Submission of Incident Report. 
• Include the Program Director’s determination of the incident (exactly what happened and why the incident 

occurred). 

o Explain how the incident was resolved. 

o Prepare a timeline, if necessary, to establish when events occurred. 

• Submission of a typed, dated, and signed statement(s) from the candidate(s) involved. 

o Obtain separate typed, signed, and dated statements from all individuals who were involved in   
or may have information about the incident. 

o Verify that each statement includes the full name of the person submitting the statement, that 
person’s role or title, and his or her signature. Statements should provide details about how the 
individual was involved with the reported irregularity.  Individuals implicated in an irregularity 
report should respond to all allegations. 
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• Describe a plan of action (describes the steps that a charter will take to ensure that the irregularity does 
not reoccur).

• Determine whether testing procedures were violated.
• Determine exactly what happened and why it happened.
• Determine who is responsible and how the error was discovered.
• Address and resolve all discrepancies (if any) in the information provided by the individuals involved.
• Make certain that the incident documentation includes the charter’s determination of what happened, why 

it happened, and how the incident was addressed, remedied, or resolved.
• Determine if the irregularity involved any examinees potentially gaining an unfair advantage on an 

assessment.
• Document all disciplinary action taken and submit to the DEMS.

To complete the process of submitting an incident report, Program Directors or their designees must provide all 
the required information requested. Submit an incident report and supporting documentation to 
OFSTesting@dps.ohio.gov or mail to Ohio Division of EMS, Office of Fire Testing, 1970 West Broad Street, 
Columbus, Ohio 43223. Attn: Fire Testing.

PROCTOR CANDIDATE ORIENTATION SCRIPT
As the Division of EMS (DEMS) Written Examination Proctor, you must read the following instructions 
(in bold italic print) to all candidates sitting for the written examination.

MODULE II, SECTION II: PREPARATION FOR EXAM ADMINISTRATION
VERIFYING STUDENT’S IDENTITY 
Verifying the candidate is on the student list when they arrive, and has an acceptable form of ID is crucial to test 
security.  The ID must be a government issued, unexpired primary ID, with photograph and signature.  Acceptable 
form of ID includes the following:

• Student ID
• Ohio Driver’s License and ID 
• Passport
• Military Identification
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PROHIBITED ITEMS
Items not permitted in the examination room include:

• Food
• Books
• Highlighters
• Rulers
• Notes
• Headsets/Earplugs
• Calculators
• Phones
• Watches

Other prohibited items include:

• Any other electronic devices or
• Reference material (Unless approved by DEMS);
• Any hat unless it is worn for a religious or medical reason that has been pre-approved by the Division of

EMS;
• Any article of clothing, jewelry, or accessory containing any information that may be reasonably related 
   to the examination
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Purses, cell phones, and backpacks are not permitted in the examination room and must be maintained in a 
designated secure area provided by the testing location before the examination begins.
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MODULE II, SECTION III: PREPARATION FOR EXAM ADMINISTRATION
INITIATING THE EXAM
Once you have seated the candidates and verified their identification, issue the student’s ID and password.

• You will locate the password that was emailed to you the day of the examination.

• Direct the students to their workstation which you have prepared, to begin his/her examination.

• Once the students have been checked in and seated, read the Orientation script.



EMS 0030 5/23 [760-1109]   Page 13 of 67

MODULE II, SECTION IV: PREPARATION FOR EXAM ADMINISTRATION
EXAMINATION ADMINISTRATION

The proctor will merely supervise the examination and you are not permitted to answer any specific questions 
related to the examination materials during the written examination.

During the examination, sit with a direct line of site to all candidates’ testing stations.

During the examination, sit with a direct line of sight to all candidates’ testing stations
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MODULE II, SECTION IV: PREPARATION FOR EXAM ADMINISTRATION
BREAKS

The following will be enforced for all breaks, both scheduled and unscheduled, during the exam day. If a break is 
taken during the exam, candidates must return to their original assigned seat.  Repeated or lengthy unscheduled 
breaks will be reported by the Ohio Division of EMS Written Examination Proctor.  Candidates may not discuss 
the exam with any person while on break during the exam day.

The use of cell phones and other electronic devises during scheduled or unscheduled breaks is prohibited.  Cell 
phones and other electronic devises must remain in the lockers provided by the test center for the duration of the 
examination.  You may not leave the building during breaks.  Upon the candidate return from his/her break, the 
proctor shall repeat the check in to ensure the candidate does not violate any security protocol.

.
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MODULE II, SECTION IV: PREPARATION FOR EXAM ADMINISTRATION
TALKING    

ELECTRONIC DEVICES
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MODULE III: POLICIES AND PROCEDURES
MODULE III, SECTION I: ADA ACCOMMODATIONS
Candidates requesting accommodations for the written component of the examination should contact the program 
director for copies of the Examination Accommodations Policy.

The Americans with Disabilities Act of 1990 (ADA) allows for reasonable and appropriate accommodations for 
individuals with documented disabilities who demonstrate a need for accommodations.

The purpose of test accommodations is to provide students with full access to the test. However, test 
accommodations are not a guarantee of improved performance or test completion. The Division of EMS provides 
reasonable and appropriate test accommodations to individuals with documented disabilities who demonstrate a 
need for test accommodations.

Test accommodations are individualized and considered on a case-by-case basis. Consequently, no single type 
of test accommodation (e.g., extra time) would necessarily be appropriate for all individuals with disabilities. 
Simply demonstrating that an individual meets diagnostic criteria for a particular disorder does not mean that the 
person is automatically entitled to test accommodations.



EMS 0030 5/23 [760-1109]   Page 17 of 67

MODULE III: POLICIES AND PROCEDURES
MODULE III, SECTION II: BREAKS AND INTERRUPTIONS

RESTROOM BREAKS
Candidates may be dismissed to use the restroom one (1) at a time. If a candidate needs to use the facilities, be 
sure the candidate’s computer is not visible to others. The candidate is not permitted to leave the room and 
access any books, notes, pamphlets, cellular telephones, pagers, personal digital assistants, or other electronic 
communication devices. Inform the candidate that his/her time limit will not be extended and dismiss the 
candidate to the restroom.

You must ensure the security of the candidate’s testing materials until he/she returns to the room. You are not 
authorized to read any portion of the examination. The security of the examination is of prime importance and 
“hall talk” between candidates who have completed the examination and those using the facilities may become an 
issue. Pay particular attention if the demand for usage of the facilities is excessive, especially towards the end of 
the examination.
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MODULE III: POLICIES AND PROCEDURES
WITHDRAW
Once the examination has started, if a candidate withdraws from the examination for any reason prior to 
completion, you should write an explanation of the events and file an incident report with the program director, 
immediately after the examination.

MODULE III: POLICIES AND PROCEDURES
INTERRUPTIONS
Despite our best planning, an interruption outside of anyone’s control may disturb candidates who are taking the 
written examination. Announcements over the public address system are an example of interruptions that, if too 
numerous, could affect candidates’ concentration. In these circumstances, you shall inform the program director 
and prepare the incident report to be filed with the Division of EMS, immediately after the examination.
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MODULE III: POLICIES AND PROCEDURES
FIRE ALARM
Perhaps the most severe form of interruption during the written examination can occur when the fire alarm sounds 
for a fire drill. Should this occur, you must quickly perform the following:

• Note the time of the interruption (fire alarm).
• Warn all candidates that they will be dismissed immediately from the remainder of the examination if they 

attempt to converse with anyone about the examination during the interruption.
• Ensure that all candidates leave the building in a quiet, organized manner following all appropriate 

evacuation directions.
• When it becomes possible to re-enter the building, re-verify each candidate’s return to their proper testing 

station. Give them a few moments to get settled back down and use the restroom if necessary.
• Note the time started and instruct all candidates to complete the examination in the remaining amount of 

time displayed on their computer screen after their test is unlocked.
• File an incident report with the program director and Division of EMS at OFSTesting@dps.ohio.gov, 

immediately after the examination.
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MODULE III: POLICIES AND PROCEDURES
CLOSING AND DELAYED STARTING TIMES
Adverse conditions such as extreme weather, a power failure, or other circumstances may make it necessary to 
cancel the administration of a test or delay the beginning of testing for some time period. If the examination has 
been cancelled, the Division will not be held responsible for any expenses incurred, including but not limited to 
travel expenses and lost wages, on the day of the exam. The program director is responsible for notifying all 
affected students and proctors.

MODULE III: POLICIES AND PROCEDURES
LATE ARRIVAL
Situations such as inclement weather conditions or emergency runs are typical examples in which the candidate 
may be granted permission to begin the written examination late. If admitted into the examination, candidates 
arriving late must be afforded the full-time limit to complete the examination. No candidate can be required to 
complete the examination without being afforded the full-time limit. You must instruct the candidate that approval 
from the program director to begin the examination must be obtained. If permission is granted, you must orient 
the candidate to the written examination as quietly as possible before launching the exam.

If the facility cannot ensure that the candidate will be afforded the appropriate full-time limit to complete the 
examination, the examination may not be administered to the candidate even if he/she wants to complete the 
examination in less than the full-time limit. In such cases, the candidate must be dismissed from the written 
examination and instructed to make alternate arrangements to complete the written examination at a later date.
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MODULE III: POLICIES AND PROCEDURES

POWER OUTAGE - PRIOR TO START

MODULE III: POLICIES AND PROCEDURES
POWER OUTAGE – DURING THE TEST
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MODULE III: POLICIES AND PROCEDURES
POWER OUTAGE – INTERNET OUTAGE

MODULE III: POLICIES AND PROCEDURES
PROHIBITED ITEMS
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MODULE III: POLICIES AND PROCEDURES
DISMISSAL
Because of the need to maintain order and examination security in the examination room, you have the authority 
to dismiss a candidate for misconduct. However, dismissal from the examination may have serious consequences 
for a candidate and should be a last resort. Prior to making a decision for dismissal, you must consult the program 
director.

You may decide to dismiss when warranted, but you and the program director should use your best judgment in 
handling the situation. Take no action until you are certain a candidate has given or received assistance, used 
prohibited aids, or disturbed others who were taking the examination. When you and the program director are 
sure of a violation, immediately dismiss the candidate from the room. Tell the candidate only that failure to abide 
by the examination regulations has made your actions necessary. Give a full account of the incident on the
incident report.

MODULE IV: TEST SECURITY

MODULE IV, SECTION I: ELECTRONIC DEVICES  
Candidates are not permitted to use notes of any type that were brought into the facility. Candidates must not 
copy any material from the examination or make recordings of the examination at any time or in any way. The 
candidates are not permitted to have anything on their desk. The use of cellular telephones, personal digital 
assistants, or any other mechanical or electronic communication device is strictly prohibited. If a candidate is 
discovered attempting to engage in any kind of inappropriate behavior during the examination, such as giving or 
receiving help; using prohibited notes, books, papers, or mechanical devices of any kind; using recording, 
photographic, or any other electronic communication device; removing or attempting to remove examination 
materials or notes from the examination room; or taking part in any act of impersonation, the candidate may be 
dismissed from the examination process by the proctor.
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MODULE IV, SECTION I: ELECTRONIC DEVICES  

The proctor is permitted to have a cell phone for medial and technological emergencies or to use as a time 
keeper or to otherwise perform necessary test related actions.  Test proctors must not use the cell phone for non-
test related issues or personal reasons.  Test proctors should be reminded to never take photographs of students, 
tests, computers, or the testing room during testing.  
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While it may be easy to find public-facing social media posts containing illicit or stolen test content, you may 
not be aware that an entire ecosystem of online forums, chats, and private groups exists for this very purpose.  
Sharing an image or test item or a description in words on social media or other public platform is a test violation, 
as well as cheating
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MODULE IV: TEST SECURITY
MODULE IV, SECTION II: TEST INCIDENTS
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FOUR TYPES OF TEST INCIDENTS

MODULE IV: TEST SECURITY
MODULE IV, SECTION III: TEST SECURITY VIOLATIONS
The following are test security violations, which need to be discussed with the Division of EMS as soon as the 
alleged violation is known.  
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TEST SECURITY VIOLATIONS AFTER THE TEST ADMINISTRATION
The following are test security violations, occurred after the test administration which needs to be discussed with 
the Division of EMS as soon as the alleged violation is known.  

MODULE IV: TEST SECURITY
MODULE IV, SECTION IV: PROCEDURES POSSIBLE TEST SECURITY VIOLATIONS
TEST SECURITY VIOLATIONS – AFTER THE TEST ADMINISTRATION
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MODULE IV: TEST SECURITY
MODULE IV, SECTION IV: PROCEDURES POSSIBLE TEST SECURITY VIOLATIONS

TEST SECURITY VIOLATIONS – REPORT REQUIREMENTS

THE INCIDENT REPORT
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MODULE V: IDENTITY MANAGER
MODULE V, SECTION I: SETTING UP YOUR ACCOUNT
Once you have received notification from the Division of EMS that your request to be a proctor has been 
approved, you may enter the EMS and Fire Exam Administration system by using this url: 
https://services.dps.ohio.gov/EMSProctor/Login.aspx . 

The first step in gaining access to the system is being approved through ODPS’s Identity Manager.  You will now 
be guided through Identity Manager registration process.  We will demonstrate the dashboard, manage access, 
change password, my profile, and how to switch applications.  Click on the highlighted areas as you are guided 
through a demo of the registration process.

REGISTRATION

Click on “Register” to set up your account.

Register with your email mail account and type in your email address again to confirm. Type in the Image and 
click Register.

https://services.dps.ohio.gov/EMSProctor/Login.aspx
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EMAIL CONFIRMATION FOR YOUR IDENTITY MANAGER REGISTRATION

Please complete the registration process and answer the three (3) security questions and select register to 
register your account.

You will receive confirmation that your registration has been received.  Please allow 3 business days for 
a response.  
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Complete this verification step.  

Complete the “Request School Access” step and submit.
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Select the “View Pending Email”

Confirmation that your request has been received.  Please allow 3 business days for a response. 
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Once your request has been verified and granted by EMS, this email is received: 

Return to the ODPS Identity Manager and enter your email address and password. 
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At the Dashboard, follow the prompts to access your list of options.  

MY PROFILE
At the drop-down menu, select “My Profile” 
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MANAGE ACCESS
At the drop-down menu, select “Manage Access” – Request School Access

Manage Access – Request User Access – EMS Accreditation 
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CHANGE PASSWORD
Hover over your user’s name to continue.  Select “Change Password”

CHANGE PASSWORD will allow you to change your password.  
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Hover over your user’s name to continue.  Select SWITCH APPLICATION

There are 5 EMS Applications listed.  

Hotspot 1 EMS and Fire Course and Exam Administration - One of the most common applications the 
proctor will access for chartered fire program is the “EMS and Fire Course and Exam Administration”.  
Another commonly used application for EMS accredited programs is the EMS Schools Course 
Management.  

Select “EMS and Fire Course and Exam Administration” to request a course exam. 
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COURSE REQUEST

Select “Course Search” 
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To search for an approved course, select any of the fields.  

Once the search criteria have been entered and the search begins, the following results will appear.  

Once you have located the course search results, click on “Select” for the course dashboard. 
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Course Dashboard – Hover over the Hot Spot and click on the number for more information on each section. 

Hot Spot 1 - Course Change Request allows changes to be requested for the approved course. 

Hot Spot 2 - Instructors displays the lead instructor, skill coordinator and if required live fire instructor 
that have been assigned to the course. 

Hot Spot 3 - Exams field will display the examination request that have been approved for the course.

Hot Spot 4 - Attachments displays the files uploaded and assigned to the course. 

Select the down arrow to view Hot Spots 5 and 6

Hot Spot 5 - Practical’s field displays the mandatory and random practical skills assigned to the course. 

Hot Spot 6 - Add New Students field displays the date that students must be added to the course.  
Students must be added within fourteen (14) days from the start date of the course.  
Select “New Student” 
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At the student dashboard, Hover over Hot Spot 7 and click to begin accessing information on Hot Spots 8 – 14. 

Hot Spot 7 - Student field will display the students who have been added to the course. 

Hot Spot 8 - Status field indicates in progress, withdrawn, failed, passed, or dismissed. 

Hot Spot 9 - ADA field indicates students who have requested ADA accommodations. 

Hot Spot 10 - Passed Practical’s indicates if the student has passed or failed their practical skills 
examination.   
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Hot Spot 11 - Course Completion Certificate indicates the date the student successfully completed all 
course requirements and were issued a certificate of completion from the training program.  

Hot Spot 12 - NIMS 100 indicates the date of completion of the requirement of the National Incident 
Management System 100. 

Hot Spot 13 - NIMS 700 indicates the date of completion for the requirement of the National Incident
Management System 700.  

Hot Spot 14 - Attestation date is the date the program director of the training program attested to the fact 
that they have verified the individual is eligible to test.  

MANAGE COURSE CHANGE REQUEST
At the course dashboard, select “Manage Course Change Request” 

Explain the Request Type Field
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REQUEST NEW EXAM

Course Dashboard – Hover over the Hot Spot and click for more information on each section. 

Hot Spot 1 - Written Date is the date of the written examination.

Hot Spot 2 - Session begin time is the start time of the written examination 

Hot Spot 3 - Type of test is the level of the requested written examination

Hot Spot 4 - Curriculum is the type of curriculum taught during the course (IFSTA, Jones and Bartlett, etc.) 
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Hot Spot 5 - ADA Accommodations requested examination is for student with an approved 
accommodation. 

Hot Spot 6 - Number of students scheduled to be tested 

Hot Spot 7 - Fire Charter or EMS Accreditation 

Hot Spot 8 - Name of Fire Charter or EMS Accreditation 

Hot Spot 9 - Exam conducted is the location where the written examination will be conducted. 

Hot Spot 10 - Proctor Information is the state approved proctor selected from the list at the dropdown box.  

SELECT ANOTHER FIRE CHARTER

SELECT OFFSITE LOCATION
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If the request has been submitted correctly, you will receive the following:

Once the examination request has been submitted, a status will be assigned to the request.  Any of the 
following 5 status can appear: 

1. Awaiting Approval 
2. Approved 
3. Denied
4. Cancelled
5. Closed
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To Return to the Course Dashboard, Select “Search”

Select “Back to Home”
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WRITTEN EXAMINATION ONLY REQUESTS – These examinations do not require practical skills testing 
for state certification.  

Dashboard – Select “Request Written Exam Only” 

First Attempt for this examination only request 
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Complete all the information requested on the “Examination Only Request” and then submit. 

An automated email is sent once the Exam Request has been submitted.  
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Select “View Granted Email” for approval of the requested exam.  

MODULE VI: PROCTOR ADMINISTRATION SYSTEM
ADDING A STUDENT TO A WRITTEN EXAM
This screen will appear under the course exam section at the course dashboard which will connect you to 
the Exam Administration Screen.  

Select the date of the course to add students.  
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Hover over the Hot Spot and click for more information. 
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Hot Spot 1 - Eligible student is the name of the student who has completed all course requirements and is 
eligible to attempt the state certification examination.  

Hot Spot 2 - Ineligible student will appear in this column until all course requirements are met.  Once the 
student is eligible and the program director updates the course dashboard, the name of the 
student will automatically move to the Eligible Student column. 

Hot Spot 3 - Student name(s) who have successfully passed the state certification examination.  

EXAMINATION ADMINISTRATION – EXAM CHANGE REQUEST
The Program Director can submit an exam change request prior to the administration of the exam. 

Select “Change Request” 

Select “New Change Request” 
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Select request type using the dropdown menu and enter the justification for the requested exam change 
request.  Submit the request. 

If the change request is within the 3-day window, contact Doug Orahood at 614-752-3960. 

The Change Request has been successfully submitted. 

CHANGE PROCTOR
If the proctor who is scheduled to administer the exam must be changed, select “Change Proctor”.  
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At the dropdown menu, select or edit a proctor and once edited, select “Update Proctor”. 

STUDENT LIST AND EXAM DAY SCREEN VIEW
The test proctor must attest to be the proctor of record 30 minutes prior to the administration of the 
examination.  The attestation must be completed in order to begin the exam. 

ATTEST TO START EXAM
Select “Attest to Start Exam” 
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Read the attestation, select the proctor (you) from the dropdown menu.  

Select the “Attest to Start Exam”.  

LIST OF STUDENT NAMES AND PASSWORD
From the Exam Administration dashboard, click on the “Students” to obtain the student ID and the 
password required for the examination.  



EMS 0030 5/23 [760-1109]   Page 56 of 67

The Student List appears.  The exam status remains listed as “Not Taken” until the student logs into the exam.  

Once the student begins the exam, the “Exam Status” is listed as “locked”.  

If the student has lost a connection to the exam because of some type of delivery interruption, the 
proctor will click “Unlock” which will allow the student to resume the examination from the point of lost 
connection. 
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MODULE VII: STUDENT TESTING SCREENS

Taking on the student role and exploring their view of the portal. 

Enter username and password.  Select “Take Test”. 
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Students are to review his/her information, make any necessary changes and check the 
acknowledgement box at the bottom to start the test.  

Example of a student testing screen.  The student can select a multiple-choice answer, clear or erase an
answer or skip the question and come back to it later.  The test item can also be marked for review even 
though an answer has been selected. Hover and click on the Hot Spots for more information. 

Hot Spot 1 - Clear answer will erase answer. 

Hot Spot 2 - Skip and come back to the question later 
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Review Page
The student can review test items before submitting the exam for grading.  Test items that were skipped, 
unanswered or marked for review will be highlighted.  

Once the student has completed the review. Select the “Grade Test” button.   

Student Results explains how the test results are displayed with a breakdown of each category.
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REQUEST WRITTEN EXAMINATIONS ONLY – RETEST
At Course and Exam Administration dashboard, select “Request Written Exam Only”.  

Select “Retest” at this screen.   
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Enter the examination ID number from the previous attempts is required for all retests.  Once the ID 
number is entered, select “Next”.  

MODULE VIII: COMMON SITUATIONS
EXCEEDED MAX ATTEMPTS
The Proctor must notify the Program Director for further instructions when the exceed maximum 
attempts screen appears. 
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QUIT TEST WITH UNANSWERED QUESTIONS
Warning!  All test questions must be answered before the student can review the test.  This option is 
given at the end of the test to “review test” or “quit and grade the test”. Once the test is graded, the 
results are final.

UNLOCKING A STUDENT – LOST CONNECTION / INTERRUPTION OF EXAMINATION
Return to the start test page if the test is locked due to a lost connection or interruption. The proctor can 
access the student list and unlock the exam so the student can continue the test. 
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After the proctor unlocks the exam, the student must re-enter their username and password. 

RESUME TEST
Student will verify their information, check the acknowledgement box and “Resume Test”.  
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PROCTOR TROUBLESHOOTING GUIDE

Use slide bar at side of each category for additional information.
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MODULE IX: SUBMITTING AN APPLICATION FOR CERTIFICATION AND THE PRO
BOARD APPLICATION

Students should be told to “Submit Application” and not to exit or quit test. 

Student must check the box affirming that the information is factual and give DEMS authorization to 
verify the accuracy of the information.  
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Student must enter all information.  

Application Submitted 
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Example of an application that has not been approved.
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