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Testing Schedule and Important Administration Dates 

Events 
Grades 3–8 

English Language Arts 
Grades 3–8 

Mathematics 

Secure Test Materials Arrive 
at�Schools 

Monday, April 12– 
Wednesday, April 14 

Monday, April 26– 
Wednesday, April 28 

Computer-Based Test 
Administration Window 

Please refer to the test schedule at 
http://www.p12.nysed.gov/assessment/schedules/schedule-ei.html 

Computer-Based Test 
Make-Up Window 

Paper-Based Test 
Administration Window 

Paper-Based Test 
Make-Up Window 

Scoring CDs Arrive 
at Schools 

Tuesday, April 20 Tuesday, May 4 

Scoring Window* Friday, April 23–Wednesday, May 5 Friday, May 7–Thursday, May 20 

Final Date to Submit Answer 
Sheets to Scanning Center 

Wednesday, May 5 Thursday, May 20 

* A teacher may not begin to train for scoring or rate student responses until the primary administration of the specific 
grade-level test that the teacher will be rating has been administered in that teacher’s school. 

Schools are not expected to bring students into the building to participate in the tests if they are receiving 
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�O Schools will be allowed to administer the tests to students who are receiving hybrid instruction on 
the days that they are ordinarily attending school in person. Schools will not be required to choose 
two consecutive school days for the primary test administration for each grade of the test and will 
not be required to test the entire grade on the same two school days. 

�O Public school districts are not required to have a uniform testing schedule for all of the schools in 
the district. 

�O Make-up testing at each school may begin on the school day immediately following the first day of 
the primary test administration. 

�O The operational test will not include any embedded field test questions. As a result, there will only 
be one form consisting of two sessions administered per grade and subject and all questions on the 
test will contribute to student scores. 
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Given that the spring tests have no time limits, schools and districts have the discretion to 
create their own approach to ensure that all students who are productively working are given 
the time they need within the confines of the regular school day to continue to take the tests. 
School administrators may prefer to allow students to hand in their test materials as they finish and then 
leave the room. If so, take care that students leave the room as quietly as possible so as not to disturb the 
students who are still working on the test. Additional guidance concerning untimed testing is provided in 
the section “Untimed Testing” in the “Administering the Tests” part of this manual. 

P
reparing for 
the Tests 
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Test Security Requirements and Responsibilities 
The purpose of the NYSTP test security requirements is to protect the validity of the test results. This section 
of the School Administrator’s Manual specifies security responsibilities and planning procedures that must 
be followed, specifically: 

�O The security and accounting measures of secure testing materials; 

�O Specifications of who is responsible for maintaining test security; 

�O The chain of responsibility in test security; and 

�O Types of testing irregularities and how to report them. 

Principals are responsible for ensuring that all proctors and school personnel authorized to have access to 
secure test materials comply with the requirements and instructions contained in this part of the manual. 

To minimize the number of testing irregularities, principals should conduct a review of the test 
administration procedures—prior to each test administration—with all faculty and staff who will be 
involved in the test administration and scoring. In addition, to preserve the integrity of the test materials, 
advise all teachers administering and scoring the tests that they are not to discuss test questions or other 
specific test content online via e-mail or LISTSERV or through any other electronic means. Teachers and 
test administrators may not use cell phones or other photographic devices to duplicate test 
materials and should keep their own personal communication devices put away during testing, 
using them only in emergency situations. Please note that shrink-wrapped packages of test booklets 
cannot be opened prior to the distribution of tests to students. 

Test security responsibilities of the principal or designee: 

�R Authorize specific personnel to serve as proctors, and train them to properly administer the tests. 

�R Designate other school personnel permitted to access secure test materials, and train them in test 
security requirements. 

�R Advise all staff that they are not to discuss test questions or other specific test content with each 
other, with others online via e-mail or LISTSERV, or through any other electronic means. 

�R Prior to delivery date of secure test materials, make arrangements to: 

• Be notified when the secure test materials arrive, 

• Inventory the secure test materials (see “Inventory Secure Test Materials” on page 18), and 

• Store the secure test materials in a secure location (see “Store Secure Test Materials” on page�20). 

�R Develop additional local policies and procedures necessary to ensure maximum test security at 
all�times. 

�R Deliver a copy of the Teacher’s Directions (which is not secure) to each teacher who will be 
administering the test. 

6 
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�R Conduct a review of the test administration procedures prior to each test administration with all 
personnel who will be involved in the test administration and scoring. 

�R Review, comply, and sign the Test Storage Certificate located in Appendix B and retain in 
school files for one year. This document acknowledges that required security procedures 
were�observed. 

�R Review, circulate, and collect signatures for the Deputy and Proctor Certificate located in 
Appendix�D and retain in school files for one year. This document acknowledges that required 
administration procedures were�followed. 

�R For computer-based testing (CBT) administration, maintain security of all secure materials associated 
with CBT, including printed student login tickets, session access codes, and Proctor PINs. 

�R For CBT administration, after the conclusion of the test, securely destroy all used scratch paper, 
printed student login tickets, session access codes, and Proctor PINs. 

Test security responsibilities of proctors: 

�R Receive training in administering test sessions properly and securely. 

�R Review the Teacher’s Directions and: 

•  
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Shared test security responsibilities of principals, proctors, 
and all other school personnel authorized to have access to 
secure material: 

�R Receive training in test security requirements and test administration protocols. 

�R 
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The provisions of the Elementary and Secondary Education Act (ESEA) do not permit any exemption of 
ELLs from the Grades 3–8 Mathematics Tests. In CBT and PBT formats, these tests are available in Chinese 
(Traditional), Haitian Creole, Korean, Russian, and Spanish. Also, three new additional translations of the 
Grades 3–8 Mathematics tests are available (in PBT format only): Arabic, Bengali, and Chinese (Simplified). 
These three new PBT translated editions will need to be obtained exclusively from the Department, and 
not Questar. The tests can be translated orally into other languages for those ELLs whose first language is 
one for which a written translation is not available from the�Department. 

See Appendix F: Testing Accommodations for English Language Learners for specific testing 
accommodations. 

Students with Disabilities 
�O The Committee on Special Education (CSE) must decide for each student, on a case-by-case basis, 

whether the student will participate in a particular general State test or in the New York State 
Alternate Assessment (NYSAA) for students with severe cognitive disabilities.  

�O The CSE’s decision must be documented in the student’s Individualized Education Program (IEP). 
The criteria that the CSE must use to determine eligibility for the NYSAA is available on the NYSAA 
website (http://www.p12.nysed.gov/assessment/nysaa). 

See Appendix G and Appendix H for testing�accommodations for students with disabilities. 

Specific accommodations allowed for students can be found in Appendix H: Specific Testing 
Accommodations. 

Medically Excused 
�O Students who are incapacitated by illness or injury during the test administration and make-up 

periods and have on-file documentation from a medical practitioner that they were too 
incapacitated to complete the test at the school, at home, or in a medical setting are considered 
Medically Excused, are considered to have no valid test score, and must be reported with a final 
score of 999 and a standard achieved code of 93. 

�O These students are excluded from the numerator and the denominator of the participation and 
performance accountability calculations. 

Students Receiving Entirely Remote Instruction 

Students who are unable to participate in the test due to receiving entirely remote instruction during the 
test administration and make-up periods during the pandemic are considered Receiving Entirely Remote 
Instruction. These students are considered to have no valid test score and must be reported with an 
Overall Scale Score of “999” and a standard achieved code of 92. 

10 
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�O Familiarity with the Grades 3–8 Rubric and Scoring Training materials. 

Retired teachers and active or retired school administrators, as well as certified teachers who are currently 
working as teacher assistants, may score the short- and extended-response questions if they: 

�O Have taught in the elementary grades (for Grades 3–6 tests) or in the subject area (for Grades 5–8 
tests), and 

�O Have familiarity with the Grades 3–8 Rubric and Scoring Training materials. If a district, charter 
school, religious school, or independent school chooses to contract with a private contractor to 
score these tests, it is the responsibility of the district, charter school, religious school, or 
independent school to ensure that all individuals who will be scoring for the private contractor 
have also met these criteria. District, charter school, religious school, or independent school 
administrators considering the use of special education teachers to score these tests should refer to 
Guidelines for Including Special Education Teachers in Scoring Committees located in 
Appendix N. 

Note: At the time scoring training takes place, scoring materials are secure, and may only be shared with 
those who will be engaged in actually scoring student responses. Anyone who will not be scoring tests 
may not participate in scoring training. 

17 
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School Administrator Responsibilities 
It is the responsibility of the school administrator to: 

�O Inventory all testing materials. 

�O Store secure test materials in a safe or vault, as designated in the school’s Examination Storage�Plan. 

• For computer-based testing administration, the student login tickets, session access codes, 
and Proctor PINs are secure test materials and must also be stored in the safe or vault if they 
are printed prior to the test administration. 

�O Ensure paper-based secure test materials remain sealed in their packaging until the dates on which 
they will be administered. 

�O Distribute the materials to the teachers or proctors, and ensure the security of the tests. 

�O Advise all teachers administering and scoring the tests that they are not to discuss test questions or 
other specific test content with each other outside of the scoring rool7g.023 TwitI	
/L 3l
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Prepare the Grades 3–8 Paper-Based English 
Language Arts Secure Test Materials and 
Answer Sheets 
In order to prepare the secure materials for paper-based testing (PBT), schools must take the following 
steps: 

�O Verify that the school has the following for each student in the class: 

• Answer sheet for use with English Language Arts Test Session 1. 

• Preprinted student identification label for English Language Arts Test Session 2. 

�O If the school does not have a precoded answer sheet or student identification label for a student, 
complete one of the extra answer sheets and labels provided by the Regional Information 
Center (RIC) or Large-City Scanning Center. Record demographic information for that student 
according to district/regional directions. 

�O Record on the answer sheet the categories of testing accommodations for students with disabilities. 
Only darken the circle if an accommodation was provided during the test. Please note that not all 
the accommodations listed in Appendix H: Specific Testing Accommodations are permitted on 
all parts of the Grades 3–8 English Language Arts Tests. 

�O A student identification label must be affixed to each student’s English Language Arts Test 
Session 2 booklet. Labels can be affixed either on the days of the tests or after the administration 
of the tests. 

If the school chooses to affix the student label(s) prior to administration on the days of the tests, be sure 
that each student receives the test booklet with their name on the affixed label. 

Under no circumstances may a school open the shrink-wrapped packages and affix the student 
identification labels to the Session 2 test booklets prior to the day that the Session 2 test 
booklets will be administered. 

The following chart lists the English language arts materials needed in each testing room at each grade 
level for each paper-based testing day. 

English Language Arts 

Session 1 Session 2 

Grades 3–8 

• PBT Teacher’s Directions 

• Classroom roster 

• Session 1 test booklets (one per student and 
one for the teacher) 

• English Language Arts Test Answer Sheet 
(one per student) 

• PBT Teacher’s Directions 

• Classroom roster 

• Session 2 test booklets (one per student and 
one for the teacher) 

• Student identification labels (one per 
student to be used on Session 2 test booklet) 
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Prepare the Grades 3–8 Computer-Based 
English Language Arts Secure Test Materials 
In order to prepare the secure materials for computer-based testing (CBT), schools must take the following 
steps: 

�O The building Principal and/or the School Test Coordinator must provide the following prior to each 
session: 

• Printed student login tickets for all students who will be testing (see directions beginning on 
page A-75) 

• The session access code to begin the applicable planned sessions found on the Nextera™ 

Administration System Tests tab (see directions beginning on page A-70) 

• The secure Proctor PIN found on the Nextera™ Administration System Home page (see 
directions beginning on page A-47) 

• Scratch paper (one piece of lined paper per student)—For all test sessions the proctor should 
have a further supply of scratch paper on hand to provide to students who request 
additional sheets during the test session 

The following chart lists the English language arts materials needed in each testing room at each grade 
level for each computer-based testing day. 

English Language Arts 

Session 1 Session 2 

Grades 3–8 

• CBT Teacher’s Directions 

• Classroom roster 

• Student login tickets for students who will 
be testing 

• Access code for students to begin applicable 
sessions 

• Proctor PIN for reactivating paused tests 

• Scratch paper (one piece of lined paper per 
student) 

• Individual student device 

• CBT Teacher’s Directions 

• Classroom roster 

• Student login tickets for students who will 
be testing 

• Access code for students to begin applicable 
sessions 

• Proctor PIN for reactivating paused tests 

• Scratch paper (one piece of lined paper per 
student) 

• Individual student device 
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Students in Grade 6 are NOT permitted to use a calculator with Session 1. For Session 2, students should 
have exclusive use of a four-function calculator with a square root key or a scientific calculator. 
Graphing calculators are NOT permitted. Students in Grades 7–8 should have exclusive use of a scientific 
calculator for both Session 1 and Session 2. Graphing calculators are NOT permitted. 

Supervision of Students 

Unauthorized Materials 

Students should be under close supervision at all times during the administration of the tests and may 
not use any unauthorized notes, printed materials, or tools. 

Use of Communications Devices 

All students are prohibited from bringing cell phones and certain other electronic devices, as defined in 
the script below, into a testing room. Test proctors, test monitors, and school officials shall retain the 
right to collect and hold any prohibited electronic devices prior to the start of the test administration. 
Admission to the test shall be denied to any student who is in possession of a cell phone or other 
prohibited electronic device and refuses to relinquish it. 

At the beginning of each test administration, proctors must read the following statement to all 
students taking State examinations: 

You cannot have any communications device, including a cell phone, with you during this examination 
or during any breaks (such as a restroom visit). Such devices include, but are not limited to: 

�Q Cell phones 

�Q iPods and MP3 players 

�Q iPads, tablets, and other eReaders 

�Q Personal laptops, notebooks, or any other computing devices 

�Q Cameras, other photographic equipment, and scanning devices 

�Q Wearable devices/smart wearables, including smart watches and health wearables with a 
display 

�Q Headphones, headsets, or in-ear headphones such as earbuds, and 

�Q Any other device capable of recording audio, photographic, or video content, or capable of 
viewing or playing back such content, or sending/receiving text, audio, or video messages 

If you brought any of these items to the building today, and have not already stored it in your locker or 
turned it over to me, a test monitor or school official, you must give it to me now. You may not keep 
your cell phone or any of these items with you, or near you, including in your pockets, backpack, desk, 
etc. If you keep a cell phone or any of these items with you, your examination will be invalidated and 
you will get no score. Is there anyone who needs to give me any of these items now? 

[Proctor: repeat list of devices.] 

This is your last opportunity to do so before the test begins. 



31 Grades 3–8 English Language Arts and Mathematics Tests School Administrator’s Manual v202

A
dm

inistering 
the Tests

 

 

 

 

 

 

 



32 

A
dm

in
is

te
ri

ng
 

th
e 

Te
st

s

Grades 3–8 English Language Arts and Mathematics Tests School Administrator’s Manual v202

 

 

��

��

��  

 

��

��

��

��

 

��

��

��  

3. Following the test, a written report of the circumstances should be sent by mail or fax to OSA. 
(See the section “Reporting Irregularities and/or Misadministrations” on page�51.) 

Student Cheating 
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Administrator’s Checklist for Collecting, Storing, and 
Organizing Secure Computer-Based Testing Materials 
At the conclusion of the CBT session, please follow these instructions: 

�R Collect and securely destroy all used scratch paper, printed student login tickets, session access 
codes, and Proctor PINs. 

�R If student login tickets, session access codes, or Proctor PINs are to be used for future test sessions, 
store in a secure location as designated in the school’s Examination Storage Plan until needed. 

�R CBT Teacher’s Directions should be left in the testing rooms with the teachers so that they may 
review the instructions for the remaining test session(s). 

�R 
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• Number Tested: Write the number of students who completed the test, including students 
who took make-up tests. 

• Comments: Include any additional pertinent information. 

�R Place stacks of banded, used English Language Arts Test Session 2 booklets and Mathematics Test 
Session 2 booklets into boxes with the appropriate SGL and classroom roster(s) on top. Place the 
used English Language Arts and Mathematics Test booklets in separate�boxes. 

�R Keep the completed SGL with the updated classroom roster(s) on top of the used test booklets 
being packed for scoring. Send a separate copy of the SGL and classroom roster(s) to the scanning 
center. 

�R The used test booklets that have been packed for scoring must be stored in a secure location in the 
school until being relocated to the scoring site. Once at the site, the packed used test booklets must 
be placed again in a secure location. 

Prepare Scorers 

Assemble Scoring Materials 

Two scoring CDs, one for the Grades 3–8 English Language Arts Tests and one for the Grades 3–8 
Mathematics Tests, will be shipped to schools by Questar. Schools will print scoring materials from the 
PDFs provided on the CDs. The files are organized by individual grades. 

The Scoring Leader Handbook

http://www.p12.nysed.gov/assessment/ei/eigen.html
http://www.p12.nysed.gov/assessment/ei/eigen.html
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During the scorer training for the tests, the CAS should be used to identify areas in which additional 
training may be needed in order to ensure inter-rater reliability. 

Note: At the time scorer training takes place, scoring materials are secure and may only be shared with 
those responsible for scoring student responses. Anyone who will not be scoring tests may not participate 
in scorer training. 

Assign Scorer Numbers and Questions to Scoring Committee Members 

Each scoring committee must be assigned a number. This number is a way of identifying scoring 
committees in order to provide feedback when conducting read-behinds. Records of the names of scoring 
committee members and the questions assigned to them should be retained in the school for one year. 
The answer sheets have a place for teachers to record their scoring committee number. Refer to the 
Scoring Leader Handbook (http://www.p12.nysed.gov/assessment/ei/eigen.html) for details. 

Generally, teachers on the scoring committees are assigned approximately equal numbers of questions to 
score. Questions must be assigned to scorers so that each student’s test is scored by a minimum of three 
scorers. To comply with a State requirement, none of the scorers assigned to score a student’s test 
responses may be that student’s teacher. 

Estimated Time Needed for Scoring 

Depending on the grade level of the test, a scoring committee of three can be expected to score 
approximately 100–130 students’ English Language Arts Tests or approximately 120–220 students’ 
Mathematics Tests in one full school day, after the committee has completed the required training. (See 
Appendices M and N of the Scoring Leader Handbook for grade-specific scoring read times.) 

Operations/Logistics for Scoring the Short- and Extended-
Response Questions 

Scoring Room 

The room selected for scoring should provide all of the following conditions: 

�O Ample lighting, 

�O Adequate ventilation, and 

�O The capacity to be made secure. 

During scoring, the scoring room should be kept as quiet as possible to facilitate accurate and productive 
scoring. Scorers may only discuss scoring with the Table Facilitators or the Scoring Leader. 

All test booklets, student answer sheets, and scoring manuals must be kept secure and confidential. 
These materials must not be left unattended during breaks or lunch, and the room must be kept locked 
when unattended during the day and after school hours. 

http://www.p12.nysed.gov/assessment/ei/eigen.html
http://www.p12.nysed.gov/assessment/ei/eigen.html
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Checklist for Receiving Materials to Be Scored 

Regional Scoring (Scoring Model 1) and Districtwide Scoring (Scoring Models 2–4): 

�R Make sure test booklets have been received from each school. 

• Check the sequential numbering on each box (for example, “1 of 5,” “2 of 5,” etc.) to make 
sure that the shipment from each school is complete. If a box is missing, do not continue. Contact 
the school administrator to locate the missing box. 

�R Verify that the test booklet count written on each classroom roster matches the number of booklets 
received from the school. If the test booklet counts do not match, do not continue. The classroom 
roster can be used to determine which students’ test booklets are missing. Contact the school 
administrator to locate the missing booklets. 

�R If a shipment is complete, open the boxes and check the first box to find the SGL classroom 
roster and packing list. Place these sheets in a safe location because they will be used to make sure 
test booklets were received for all tested students. 

�R Create a check-in log with columns for school name, box number (for example, “1 of 5”), date 
shipment was received, and check-in date. Use the check-in log to record this information for every 
box received. See Appendix M of the Scoring Leader Handbook for a Check-In Log Template. 

�R Determine the number of students whose test booklets were submitted by a school by adding the 
number of students reported on the label affixed to the outside of the box(es). Record this total on 
the check-in log. 

�R �R
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The scoring session will proceed as follows: 

1. Folders or boxes are placed in the “in-process” box on the scoring table. 

2. 
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No Double Scoring 

Once a set of student test booklets has been completely scored one time, the answer sheet should be 
reviewed to ensure that all questions have been scored, scores have been darkened appropriately, and 
that there are no stray marks. Preparations should then be made for returning the sets of student test 
booklets either back to the school or to a specified location for auditing. Schools will be notified if they 
are to participate in the audit. Except for the read-behinds discussed previously, student test booklets 
should be scored only once (i.e., no double scoring). 

When the teacher scoring committee completes the scoring process, test scores must be considered final 
and must be entered onto students’ answer sheets. 

Principals and other administrative staff in a school or district do not have the authority to set aside the 
scores arrived at by the teacher scoring committee and rescore student test papers or to change any 
scores assigned through the procedures described in this manual and in the scoring materials provided by 
the Department. Any principal or administrator found to have done so, except in the circumstances 
described below, will be in violation of Department policy regarding the scoring of these tests. Teachers 
and administrators who violate Department policy with respect to scoring State tests may be subject to 
disciplinary action in accordance with Sections 3020 and 3020-a of Education Law, or to action against 
their certification pursuant to Part 83 of the Regulations of the Commissioner of Education. 

If an administrator has substantial reason to believe that the teacher scoring committee has failed to 
accurately score student papers on any test, the administrator must first obtain permission in writing 
from the Office of State Assessment (OSA) before arranging for or permitting a rescoring of student 
papers. The written request to OSA must come from the superintendent of a public school district or the 
chief administrative officer of a religious, independent, or charter school and must include the test title, 
date of administration, and number of students whose papers would be subject to such rescoring. This 
request must also include a statement explaining why the administrator believes that the teacher scoring 
committee failed to score appropriately and, thus, why the administrator believes rescoring the test 
papers is necessary. As part of this submission, the school administrator must make clear their 
understanding that such extraordinary rescoring may be carried out only by a full committee of teachers 
constituted in accordance with the scoring guidelines presented above and fully utilizing the scoring 
materials for this test provided by the Department. 

The Department occasionally finds it necessary to notify schools of a revision to the scoring guide for the 
test. Should this occur after the scoring committee has completed its work, the principal is authorized to 
have appropriate members of the scoring committee review students’ responses only to the specific 
question(s) referenced in the notification and to adjust students’ scores when appropriate. This is the only 
circumstance in which the school is not required to notify or obtain approval from the Department to 
correct students’ scores. 

Quality-Checking Answer Sheets 

The quality-checking procedure involves a review of the scores filled in on the answer sheet by the scorers. 
During the quality check, any errors or omissions made by the scorers in recording students’ scores should 
be detected and corrected while the booklets and answer sheets are still in the scoring area. The task of 
quality-checking the booklets should be assigned to a Scoring Site Assistant and should not be assigned 
to the student’s teacher. 
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Return of Scoring Ancillary Materials 

The Scoring Site Coordinator will be responsible for returning all materials listed below to the schools. Call a 
secure package delivery company (such as FedEx, UPS, or DHL) to pick up the materials that day or the next 
day, or receive directions to the nearest drop-off location. 

The following is a list of materials to be returned to the schools: 

�O Scoring Sign-in Log (with assigned scorer numbers). 

�O Confidentiality Agreements: verify the completion of all the Confidentiality Agreements for each 
scorer and Scoring Site Assistant. 

�O Training Materials Inventory Sheet: this is a log verifying the receipt of training materials. 

�O Sensitive Papers. 

Closing of Scoring Site 

After the scoring and preparation of PBT materials for delivery to scanning centers and schools, the 
Scoring Site Coordinator supervises the closing of the scoring facility. Scoring Site Assistants, as well as 
other members of the leadership team, may help with these�procedures: 

�O Arranging secure shipments of all paper-based answer sheets and test booklets; 

�O Checking scoring areas for overlooked materials; and 

�O Returning all ancillary materials to schools. 
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Large-City Scanning Center as soon as possible. The only method for submitting the administrative 
error record after the file has already been transmitted to Questar is for the RIC or Large-City 
Scanning Center to submit a request to the Department’s Office of Information and Reporting 
Services for permission to override the score during the summer clean-up process to an Assessment 
Standard Achieved Code of “97,” indicating administrative error. 

Circumstances that Should Not Be Reported as 
Administrative Errors 

Inaccurate Demographic Data 

If an answer sheet containing inaccurate demographic data was submitted to and scanned by a RIC or 
Large-City Scanning Center, do not darken the circle denoting administrative error code on the answer 
sheet. Instead, communicate the problem to the scanning center, go back into the student management 
system (SMS), correct the demographic data, and reload it into SIRS. If the student uses a blank/extra 
answer sheet in place of the preprinted answer sheet with incorrect demographic data, do not code the 
original answer sheet as an administrative error. Instead, communicate the problem to the RIC or Large-
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Post-Administration Guidelines 

Recording and Maintaining Test Scores, Test Booklets, and 
Storing Answer Sheets 
All schools must maintain accurate and complete records of their students’ test results. However, in public 
schools, these records must be kept separate from the students’ permanent records. Paper-based answer 
sheets that schools send for scanning, and any test booklets sent for regional or centralized scoring, will 
be returned to schools once scanning/scoring has been completed. This material must be retained securely 
at the school for one year, then securely destroyed. 

Score Reports 
The information contained in a student’s Score Report must be made available to the student’s parent/ 
guardian as soon as practical after the school has received the Score Report. The information may be 
mailed or delivered electronically. 

Review of Test Sessions by Students and Parents 
For the Grades 3–8 English Language Arts or Mathematics Test administration, students and their parents/ 
guardians have the right to review only the student’s own responses to open-ended questions in English 
Language Arts Session 2 and Mathematics Session 2 after the responses have been scored and the scoring 
window has closed. Parents may be allowed to read passages associated with students’ responses. The 
review must take place in the presence of school personnel to ensure that the student’s responses are not 
changed as they are being reviewed. Schools may provide copies of the student’s responses to open-
ended questions to parents upon request. 
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Appendix A1: School Administrator’s Checklist for 
Paper-Based Testing 

Test Administration 
Before Testing: 

�R Contract with a Regional Information Center (RIC) or Large-City Scanning Center for answer sheets 
and scanning services. 

�R Announce testing dates and scoring schedules in advance. 

�R Inventory the materials when received. If items are missing, follow the directions on page 19 of this 
manual. Boxes used for delivering materials to your school should be kept for storing and sending 
completed paper-based test booklets and answer sheets to scoring sites. 

�R Secure all test materials in an appropriate safe or vault. 

�R Familiarize yourself with all test materials, including this manual and the Teacher’s Directions. 
Provide copies of the Teacher’s Directions, prior to the first day of testing, to all teachers who will 
be administering the tests. Teacher’s Directions are not secure, and may be distributed. 

�R Brief all teachers on their responsibilities and roles in testing, and remind teachers about preparation 
of the testing room. 

�R Arrange to obtain secure test materials, if needed, from a Regional Center. 

�R Obtain secure test materials from the safe or vault on the days they will be administered. 

�R Prepare class materials early in the morning of each test. 

�R Ensure a secure and efficient method for distributing and collecting the secure test materials (test 
booklets, answer sheets, etc.) each day. Provide additional test booklets as needed. 

�R Keep test materials secure throughout the testing and scoring processes. 

�R Ensure that students with disabilities are provided the allowable testing accommodations 
as indicated in their Individualized Education Program (IEP) or Section 504 Accommodation Plan 
(504 Plan). 

�R Ensure that English Language Learners and eligible former ELLs are provided with the testing 
accommodations that the principal has determined will be provided for them. 

A-1 
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After Testing: 

�R Collect and verify the return of all test booklets and answer sheets at the conclusion of testing each 
day. Use the Secure Materials Tracking Log located in Appendix C to track the return of 
materials to secure storage. No one should review test booklets prior to scoring. 

�R Make sure used English Language Arts Test Session 1 booklets are separated from used Session 2 
booklets and that used Mathematics Test Session 1 booklets are separated from used Session 2 
booklets. 

�R At the conclusion of the English Language Arts tests, separate used Session 1 booklets and 
Session 2 booklets. Remove each student’s Answer Sheet 1 from the student’s English Language 
Arts Test Session 1 booklet and insert it inside the front cover of that student’s Session 2 booklet. 
English Language Arts Test Session 2 booklets need to be sent to the scoring site, along with 
Answer Sheet 1, unless locally scored. 

�R At the conclusion of the Mathematics Tests, separate used Session 1 booklets and Session 2 
booklets. Remove each student’s Answer Sheet 1 from the student’s Mathematics Test Session 1 
booklet and send only the answer sheets to the Regional Information Center or Large-City Scanning 
Center. Mathematics Session 2 booklets need to be sent to the scoring site, along with Answer 
Sheet 2. 

�R Check the condition of the answer sheets to ensure that: 

• Absences, refusals, and exempt status have been recorded. 

• Student information is correct and matches student labels on the backs of all test�booklets. 

• Selected score circles have been darkened completely. 

• No stray marks appear on the answer sheet. 

�R For more information on the handling of all paper test booklets and secure materials, please see 
Part 3, After T.049 T4g1/oT1_3 1 Tf
( )Tj
EMC 
/LB 
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Appendix A2: School Administrator’s Checklist for 
Computer-Based Testing 

Test Administration 
Before Testing: 

�R Announce testing dates and scoring schedules in advance. 

�R Familiarize yourself with all test materials, including this manual and the appropriate Teacher’s 
Directions. Provide copies of the Teacher’s Directions, prior to the first day of testing, to all teachers 
who will be administering the tests. Teacher’s Directions are not secure, and may be distributed. 

�R Familiarize students with the general types of questions on the tests and the procedures that they 
should follow when recording the answers to the test questions. All students should have at least one 
opportunity to practice with the practice test for either English language arts or mathematics in the 
Nextera™ Test Delivery System secure browser. Login credentials for the practice tests are available on 
the Help tab of the Nextera™ Administration System (see directions beginning on page A-88 of 
Appendix Y: Nextera ™ Administration System for further details). 

�R Each student will need their own device that has been configured for testing. Please work with 
your School or District IT Coordinator to verify the devices are ready for testing. The Setup and 
Installation Guide (https://cbtsupport.nysed.gov/hc/en-us/sections/201823103-CBT-Resources) has 
detailed instructions for setting up devices for testing. 

�R Ensure applicable accommodation features are set in the achers 

https://cbtsupport.nysed.gov/hc/en-us/sections/201823103-CBT-Resources
https://cbtsupport.nysed.gov/hc/en-us/sections/201823103-CBT-Resources
https://cbtsupport.nysed.gov/hc/en-us/sections/201823103-CBT-Resources
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Appendix B: Test Storage Certificate 

The University of the State of New York 
THE STATE EDUCATION DEPARTMENT 

Office of State Assessment 
Albany, New York 12234 

SECURE PRINTED TEST MATERIALS STORAGE CERTIFICATE 

�R Spring 2021 Grades 3–8 English Language Arts Tests 
or 

�R Spring 2021 Grades 3–8 Mathematics Tests 

School Name: _________________________________________________________________ 

Test Period: ___________________________________________________________________ 
(Month/Year) 

I, the undersigned principal of the school named above, do hereby declare that each of the security 
procedures listed below was fully and faithfully observed for the current administration of the 2021 
Grades 3–8 English Language Arts and Mathematics Tests. 

1. The shrink-wrapped packages of secure test materials were stored in a safe or vault at the location 
indicated on the test storage plan submitted to the Department for the above test period. 

2. The safe or vault was maintained under strict security conditions. 

3. An inventory of the test materials was conducted as soon after delivery as was practical. The 
Department was notified in writing if any of the packages of secure test materials were not 
properly shrink-wrapped when received. The shrink-wrapped packages of secure test materials 
were replaced inside the safe or vault immediately after the inventory was completed. 

4. The shrink-wrapped packages of secure materials were not removed from the safe or vault, 
except for the inventory of test materials shipped to the school, until the day on which each test 
booklet was scheduled to be administered. 

5. The shrink-wrapped packages of secure test materials were not opened until the days on which 
the tests were scheduled to be administered. 

6. Following each day of testing, test booklets and answer sheets were collected and stored in a 
secure location. 

Name of Principal (print or type): ___________________________________________________ 

Signature of Principal: __________________________________________ Date: ___/_____/____ 

After completion, retain in school files for one year. 

A-4 
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Appendix D: Deputy and Proctor Certificate 
The University of the State of New York 
THE STATE EDUCATION DEPARTMENT 

Office of State Assessment 
Albany, New York 12234 

�R Spring 2021 Grades 3–8 English Language Arts Tests 
or 

�R Spring 2021 Grades 3–8 Mathematics Tests 

School Name: _________________________________________________________________ 

We, the undersigned deputies and proctors who assisted in the administration of the 2021 Grades 3–8 
English Language Arts and Mathematics Tests, hereby declare our belief in the correctness of the 
following: 

�O The rules and regulations for administering the tests were fully and faithfully observed, and in 
particular: 

�O The rules for administering the tests were read to or read by each person who assisted in 
administering the tests. 

�O The tests were administered within the assigned dates. 
�O Secure test materials were kept in the shrink-wrapped packages until the administration dates. 
�O The students were given appropriate instructions and orientation before beginning the tests. 
�O The students were so seated as to prevent collusion. 
�O Adequate supervision was maintained throughout the administration of each test. 
�O All test booklets and answer sheets were collected from the students immediately at the close of 

the tests for all administrations. 
�O Test booklets and answer sheets were collected and returned to the principal for storage in a 

secure location after each day of testing. 

�O For CBT administration, all used scratch paper, student login tickets, session access codes, and 
Proctor PINs were collected and returned to the principal for storage in a secure location after each 
day of testing and securely destroyed at the conclusion of testing. 

Print Name Signature Test Proctored Test Room 
1 

2 

3 

4 

5 

6 

7 

8 

9 

10 

(Make additional copies as necessary.) 
After completion, retain in school files for one year. 

A-6 
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Grade 6 

Students in Grade 6 are NOT permitted the use of a calculator or mathematics tables for Session 1. For 
Session 2, students should have exclusive use of a four-function calculator with a square root key 
or a scientific calculator. Graphing calculators are NOT permitted. The use of mathematics tables is 
permitted for Session 2 for students in Grade 6 only if specified in the student’s Individualized Education 
Program (IEP) or Section 504 Accommodation Plan (504 Plan). 

Grades 7–8 

Students in Grades 7–8 should have exclusive use of a scientific calculator for both Session 1 and 
Session 2. Graphing calculators are NOT permitted. The use of mathematics tables is permitted for 
Sessions 1 and 2 for students in Grades 7 and 8 only if specified in the student’s IEP or 504 Plan. 

Calculators and CBT 

For students testing on computers in Grades 6–8, a calculator is provided as part of the Nextera™ Test 
Delivery System, but schools should continue to supply students with exclusive use of the type of hand-
held calculator the students use for everyday mathematics instruction for those sessions in which a 
calculator is permitted. 

A-8 
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For each ELL testing with PBT, darken the circles indicating the testing accommodations provided on the 
answer sheet under the heading “ELL Accommodations.” For each ELL testing with CBT, indicate the 
testing accommodations provided in the Nextera™ Administration System (see directions beginning on 
page A-59 of Appendix Y: Nextera ™ Administration System for further details). 

Former English Language Learners 
Schools may provide the testing accommodations listed on the previous page to former ELLs who met 
the exiting criteria specified in Part 154-2 of the Regulations of the Commissioner of Education and were 
exited from ELL status following their participation in one of the two most recent administrations (Spring 
2018 or Spring 2019) of the New York State English as a Second Language Achievement Test (NYSESLAT). 
Such students either achieved an overall level of Commanding on the NYSESLAT or achieved an overall 
level of Expanding on the most recent administration of the NYSESLAT and scored at Level 3 or higher on 
the New York State Grades 3–8 English Language Arts Test. 

These accommodations may not be provided to ELLs who were identified as English language proficient 
prior to the 2018 NYSESLAT administration. For each eligible former ELL testing with PBT, darken the 
circles indicating the testing accommodations provided on the answer sheet under the heading 
“ELL Accommodations.” For each eligible former ELL testing with CBT, indicate the testing 
accommodations provided in the Nextera™ Administration System (see directions beginning on page 
A-59 of Appendix Y: Nextera ™ Administration System for further details). 

A-10 
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Large Type or Braille Editions 

For students who use large type or braille editions of the tests, large type answer sheets, or have a 
testing accommodation allowing the circling of answers in the test booklet rather than marking the 
answer sheet, teachers should transcribe the students’ responses onto regular test answer sheets and test 
booklets exactly as dictated or recorded. Additional information on scribing may be found on the website 
of the Office of Special Education (http://www.p12.nysed.gov/specialed/publications/). 

Format Changes 

Any format changes to the Grades 3–8 paper-based tests to be made by the school, such as the re-spacing 
of questions, enlargement beyond the standard large type edition provided, or colorization, must receive 
prior written approval from the Department. Note that the reformatting of State tests may never change 
the wording of questions, nor may additional examples be included. 

In order for the Department to process requests for reformatting by the school, requests for approval 
should be submitted to OSA at least two weeks before the first scheduled date of the test administration. 
Requests should be on school letterhead signed by the school principal. Requests may be faxed 
to 518-474-1989. Department approvals will be provided by fax. However, regardless of approval, under 
no circumstances may the shrink-wrapped packages of paper-based tests be opened prior to the day that 
the test is to be administered in the school. 

A-12 
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Appendix H: Specific Testing Accommodations 

Testing Accommodations Categories 
Information on the types of testing accommodations are available on the website of the 
Office of Special Education (http://www.p12.nysed.gov/specialed/).

http://www.p12.nysed.gov/specialed/
http://www.p12.nysed.gov/irs/sirs/
http://www.p12.nysed.gov/irs/sirs/
http://www.p12.nysed.gov/irs/sirs
http://www.p12.nysed.gov/specialed
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Method of Presentation, continued: 

Revised Test Directions2 

�O Directions read to student 

�O Directions reread for each page of questions 

�O Language in directions simplified 

�O Verbs in directions underlined or highlighted 

�O Cues (e.g., arrows and stop signs) on answer form 

�O Additional examples provided 

Use of Aids/Assistive Technology: 

�O Audio recording/playback device 

�O Computer (including talking word processor) 

�O Masks or markers to maintain place 

�O Papers secured to work area with tape/magnets 

�O Questions and multiple-choice responses read to student 

�O Questions and multiple-choice responses signed to student 

�O Magnification devices (specify type) 

�O Amplification devices (specify type) 

�O Amanuensis (scribe) 

�O Tape recorder 

�O Word processor 

�O For CBT: Answer Masking, Background Color, Initial Page Zoom, Reverse Contrast 

Method of Response: 

�O Marking of answers in booklet rather than on answer sheet 

�O Use of additional paper for math calculations 

�O Use of scribe 

Other: 

�O On-task focusing prompts 

2Revision of test directions is an accommodation that is limited to oral or written instructions provided to all students that explain where 
and how responses must be recorded, how to proceed in taking the test upon completion of sections, and what steps are required upon 
completion of the test. The term “test directions” does not refer to any part of a question or passage that appears solely on a student’s 
test booklet or computer screen. 

A-14 
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Accommodations Specific to the Grades 3–8 English Language Arts Tests 

Use of Spell Checking Devices/Software 
Students whose Individualized Education Programs (IEPs) or Section 504 Accommodation Plans (504 Plans) 
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�O A word processor may be used by a scribe to type a student’s dictation, and scribes should write/ 
type a student’s dictation on every other line. 

�O When the student’s dictation is complete, the scribe shows the student the written response and 
asks them to indicate where capitalization of proper nouns, additional punctuation, and 
paragraphing should be used. 

�O The student reads the completed dictation/transcription and indicates if there are any further 
changes to be scribed on the skipped lines. 

�O For PBT, the scribe must then transfer the student’s completed response into the printed test 
booklet exactly as dictated or recorded, and should attach the lined paper with the student’s 
dictation to the back of the printed test booklet, preferably by stapling, to ensure against the 
student’s response being lost. 

�O 





18

A
pp

en
di

ce
s 

Grades 3–8 English Language Arts and Mathematics Tests School Administrator’s Manual v202

 

 

 



19

A
ppendices 

Grades 3–8 English Language Arts and Mathematics Tests School Administrator’s Manual v202

�� ��

A
pp

en
di

x 
J:

 P
ap

er
-B

as
ed

 T
es

tin
g 

S
ch

oo
l/G

ro
up

 L
is

t

Sc
ho

ol
/G
ro
up

 L
is
t

�R
 G

ra
de

s 
3–

8 
E

ng
lis

h 
La

ng
ua

ge
 A

rt
s 

T
es

ts
 

or
 

�R
 G

ra
de

s 
3–

8 
M

at
he

m
at

ic
s 

T
es

ts
 

S
ch

oo
l N

am
e:

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
 

D
is

tr
ic

t N
am

e:
__

__
__

__
__

__
__

__
__

__
__

__
__

  C
on

ta
ct

 N
am

e:
__

__
__

__
__

__
__

__
__

__
__

B
E

D
S

 C
od

e:
__

__
__

__
__

__
__

__
__

__
__

__
__

__
  P

ho
ne

 N
um

be
r:

__
__

__
__

__
__

__
__

__
__

__

Te
st

in
g 

R
oo

m
 N

um
be

r 
G

ra
de

 
N

um
be

r 
Te

st
ed

 
C

om
m

en
ts

 

A-19 



20

A
pp

en
di

ce
s 

Grades 3–8 English Language Arts and Mathematics Tests School Administrator’s Manual v202

 
 

           

                

��

��

��

��

��

��

           

                

��

��

��

��

��

��

Appendix K: Box Labels for Submission 
of Paper-Based Testing Booklets to Scoring Center 

English Language Arts Test Booklets for Scoring 

Send to: _________________________________________________________________________
                  Scoring Site 

From: ___________________________________________________________________________
      School Name 

BEDS Code: _____________________________________________________________________ 
BEDS Code Number 

English Language Arts Test (Check One) 

�R Gr 3 Session 2s �R Gr 6 Session 2s 

�R Gr 4 Session 2s �R Gr 7 Session 2s 

�R Gr 5 Session 2s �R Gr 8 Session 2s 

Box ____________________________ of _______________________ 

Contains _________________________________ Booklets for Scoring 
Quantity 

Mathematics Test Booklets for Scoring 

Send to: _________________________________________________________________________
                  Scoring Site 

From: ___________________________________________________________________________
      School Name 

BEDS Code: _____________________________________________________________________ 
BEDS Code Number 

Mathematics Test (Check One) 

�R Gr 3 Session 2s �R Gr 6 Session 2s 

�R Gr 4 Session 2s �R Gr 7 Session 2s 

�R Gr 5 Session 2s �R Gr 8 Session 2s 

Box ____________________________ of _______________________ 

Contains _________________________________ Booklets for Scoring 
Quantity 

A-20 
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http://www.p12.nysed.gov/assessment/ei/eigen.html
http://www.p12.nysed.gov/assessment/ei/eigen.html
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Appendix N: Guidelines for Including Special Education 
Teachers in Scoring Committees 

Note: After review of their teacher certifications and present teaching assignments, school administrators 
may choose to include special education teachers with the following titles in the scoring committee. 

Special Education Teaching Titles Awarded 
Prior to February 2, 2004 

Certificate Titles 
Awarded Prior to 
February 2, 2004 

May Score English 
Language Arts Tests and/ 
or Mathematics Tests in 

these Grades  
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Appendix O: Scoring Operations Certificate 

The University of the State of New York 
THE STATE EDUCATION DEPARTMENT 

Office of State Assessment 
Albany, New York 12234 

SCORING OPERATIONS CERTIFICATE 

�R Spring 2021 Grades 3–8 English Language Arts Tests 
or 

�R Spring 2021 Grades 3–8 Mathematics Tests 

School Name:__________________________________________________________________ 

District/BOCES Name: _____________________________ Test Period _____________________ 
(Month/Year) 

�R Grade 3 English Language Arts Test �R Grade 3 Mathematics Test 

�R Grade 4 English Language Arts Test �R Grade 4 Mathematics Test 

�R Grade 5 English Language Arts Test �R Grade 5 Mathematics Test 

�R Grade 6 English Language Arts Test �R Grade 6 Mathematics Test 

�R Grade 7 English Language Arts Test �R Grade 7 Mathematics Test 

�R Grade 8 English Language Arts Test �R Grade 8 Mathematics Test 

I, the undersigned leader of the scoring operations, do hereby declare that each of the procedures listed 
below was fully and faithfully implemented: 

1. The scoring committee for each grade level included a minimum of three scorers. 

2. Test questions were assigned to scorers according to the criteria described in the School 
Administrator’s Manual. 

3. Scorers were trained using the procedures and materials described in the Scoring Leader 
Handbook. 

4. Scorers were not permitted to rate their own students’ responses. 

5. Table Facilitators conducted read-behinds. 

6. The paper-based answer sheets were subjected to a quality review as described in the School 
Administrator’s Manual. 

7. The paper-based answer sheets and test booklets were kept secure. 

8. The scoring sessions were conducted during the dates specified by the Department. 

9. All paper-based answer sheets were checked and accounted for before being submitted to the 
scanning center by the date specified. 

Name: _____________________________________________________      Title: ____________________ 

Signature: _________________________________________________  Date: ______/______/______ 

After completion, retain in school files for one year. 

A-26 
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mailto:ekuzan%40buffaloschools.org?subject=
mailto:nhickok%40cnyric.org?subject=
mailto:akeesey%40cnyric.org?subject=
mailto:kirk.simpson%40edutech.org?subject=
mailto:mzelko%40gstboces.org?subject=
mailto:supdike%40gstboces.org?subject=
mailto:lhrictesting%40lhric.org?subject=
mailto:tmoore%40lhric.org?subject=
mailto:testcontacts%40mhric.org?subject=
mailto:madin%40mhric.org?subject=
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http://www.monroe2boces.org/maars_home.aspx
http://www.monroe2boces.org/maars_home.aspx
http://www.monroe2boces.org/maars_home.aspx
mailto:mmaloney%40bocesmaars.org?subject=
mailto:pzeiner@bocesmaars.org
http://www.moric.org
mailto:datareadiness%40moric.org?subject=
mailto:switt1%40nasboces.org?subject=
mailto:fwerner%40nasboces.org?subject=
http://neric.org
http://neric.org
mailto:testing%40neric.org?subject=
mailto:annemarie.bertram%40neric.org?subject=
mailto:servicecenter%40schools.nyc.gov?subject=
mailto:charterschools%40schools.nyc.gov?subject=


30

A
pp

en
di

ce
s 

Grades 3–8 English Language Arts and Mathematics Tests School Administrator’s Manual v202

 

Scanning Centers (continued) 

Location Primary Contacts Secondary Contacts 

Rochester City School District  
131 West Broad Street 
Rochester, New York 14614 

Answer Sheets & Scanning 
Nancy Eichner 
585-262-8328 

585-262-8684 (fax) 
nancya.eichner@rcsdk12.org 

Answer Sheets & Scanning 
Bob Lau 

585-262-8556 
585-262-8684 (fax) 

robert.lau@rcsdk12.org 

SCRIC 
South Central Regional Information 
Center 
Broome Tioga BOCES 
Mail Drop #31 
435 Glenwood Road 
Bingha
S
Q
qew York 14614 fax) 

SCRIC 

mailto:nancya.eichner%40rcsdk12.org?subject=
mailto:robert.lau%40rcsdk12.org?subject=
http://www.southcentralric.org/DDC.aspx
mailto:SIRSHELP%40btboces.org?subject=
mailto:SIRSHELP%40btboces.org?subject=
mailto:lzwerlin%40esboces.org?subject=
mailto:kbarbaro%40esboces.org?subject=
mailto:sdavidson%40scsd.us?subject=
mailto:testscoring%40e1b.org?subject=
mailto:testscoring%40e1b.org?subject=
mailto:rcole%40yonkerspublicschools.org?subject=
mailto:dbeaver%40yonkerspublicschools.org?subject=
mailto:janderson%40yonkerspublicschools.org?subject=
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Appendix R: New York City Department of Education 
2020–21 Borough Assessment Implementation Directors 

Borough Assessment Office 
Borough Assessment 

Implementation Director 

Manhattan 
Comprising Districts: 
1, 2, 3, 4, 5 & 6 
333 Seventh Avenue 
7th Floor 
New York, New York 10011 

Louise Smith 
718-349-5613 (Monday–Thursday) 

212-356-3784 (Friday) 
212-356-7523 (fax) 

lsmith2@schools.nyc.gov 

Bronx 
Comprising Districts: 
7, 8, 9, 10, 11 & 12 

mailto:lsmith2%40schools.nyc.gov?subject=
mailto:ylam2%40schools.nyc.gov?subject=
mailto:ldallabetta%40schools.nyc.gov?subject=
mailto:bmarcis%40schools.nyc.gov?subject=
mailto:jgarcia17%40schools.nyc.gov?subject=
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New York City Department of Education (continued) 

Borough Assessment Office 
Borough Assessment 

mailto:dgong%40schools.nyc.gov?subject=
mailto:jmitchell5%40schools.nyc.gov?subject=
mailto:jholmes3%40schools.nyc.gov?subject=
mailto:avelez16%40schools.nyc.gov?subject=
mailto:kkaufmann%40schools.nyc.gov?subject=
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Appendix S: Pausing and Reactivating a Computer-Based 
Test in Nextera ™ Test Delivery System 

A student may pause a test by selecting ll/Sign out in the upper right corner of the student’s screen in 
the Nextera™ Test Delivery System. 

The student then selects Pause test to exit the test session and save current progress until the student 
can return to the test session. If the student selects Cancel, the student will immediately return to the 
test session without pausing the test. 

Any test that is paused will require a Proctor PIN for the student(s) to log back into the test. Proctors will 
need to contact their school administrator to obtain the Proctor PIN prior to administering the test. The 
Proctor PIN will be the same for all students testing on computer within a school, but each school will 
have a unique Proctor PIN. Please Note: Being mindful of the health and safety protocols established at 
schools in response to COVID-19, for the Spring 2021 administration, schools have the option of having 
students enter the Proctor PIN themselves. If a school chooses this option, the Proctor PIN should be reset 
after each test session. 

A-33 
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Appendix T: Nextera ™ Test Delivery System 
Computer-Based Testing Accommodations 

Student testing accommodations must be set for both English Language Arts and Mathematics computer-
based testing (CBT) administrations. Testing coordinators can set testing accommodations on the 
individual student level, from the Classes page, or from the Multi-Student Edit page. The Nextera™ Test 
Delivery System includes the following online testing accommodations and classroom accommodations: 

�O Answer Masking Tool 

�O Reverse Contrast 

�O Initial Page Zoom 

�O Text-to-Speech (online only) 

�O Background Color 

�O Read Aloud (by human) 



35



36

A
pp

en
di

ce
s 

Grades 3–8 English Language Arts and Mathematics Tests School Administrator’s Manual v202

 

Initial Page Zoom 

The initial page zoom is an embedded accommodation that enlarges the text and images on the screen 
so the student can view or read the text more easily. Once set in Nextera™ Admin, the initial page zoom 
remains as is throughout the test unless the student chooses to change it. 

Example: 

Text-to-Speech (online only) 

Text-to-Speech (TTS) is an accommodation that indicates that the student will take the test online, but 
that all or part of the test will be read aloud by the computer. See the Teacher’s Directions for Computer-
Based Testing for additional information regarding the TTS accommodation. 

Note: If TTS is not set as an accommodation for the student before the student accesses the computer-
based test, the student will have to have their online test reset. This will cause a delay to the student’s 
ability to test that day. Please double-check all testing accommodations by reviewing the student’s 
downloadable report from the Classes page. 

Background Color 

The background color option is an embedded accommodation that allows the color of the background to 
be changed as needed in order to make the text easier for the student to read. There are multiple color 
options available. 

A-36 
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If this option is selected, the test will automatically appear in the selected mode and the student does not 
have to take any action. 

Example: 

Read Aloud (by human) 

Read Aloud (by human) is an accommodation that indicates the student will take the test online, but that 
all or part of the test will be read aloud by a human reader. Setting this accommodation for the student 
in Nextera™ Admin ensures that the student and human reader are using the same test form, Form A, so 
that all test questions match between the computer-based test and the paper-based test being read to 
the student. Students with disabilities whose IEP or 504 Plan recommend this accommodation must have 
tests read to them in accordance with the testing conditions and implementation recommendations 
specified in the student’s IEP or 504 Plan. 

Classroom Accommodations 

The below image shows a list of the classroom accommodations that can be selected in Nextera™ Admin 
that students may use outside of the testing platform. 

A-37 
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Appendix U: Roles, Responsibilities, and Permissions in 
Nextera ™ Administration System 

for Computer-Based Testing 

This section describes the roles, responsibilities, and permissions of the various user roles in Nextera™ 

Administration System for computer-based testing (CBT).tera
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�O Principal (PRN) 

• Has access to their own school-level information 

• One principal role per school 

• Can verify CBT Technology Readiness in Nextera™ Admin 

�O School Test Coordinator (STC) 

• Handles test coordinator responsibilities at the school level 

• Responsible for managing users and students, and schedules tests at the school level 

• There is only one School Test Coordinator per school 

• Can verify CBT Technology Readiness in Nextera™ Admin 

�O Building Level User (BLU) 

• Receives the same permissions in the system as the School Test Coordinator 

• Can assist in managing school-level users and students, and in scheduling tests 

• Can create SITC and Teacher users 

• Can verify CBT Technology Readiness in Nextera™ Admin 

�O School Information Technology Coordinator (SITC) 

• Information technology point of contact for the school 

• Can download the secure test browser on all devices used for testing 

• 
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Nextera ™ User Roles By Functionality 

Note: The functionalities differ based on role. For example, a school user does not have access to all 
district information. A school user, with appropriate access, can edit student information within their 



41

A
ppendices 

Grades 3–8 English Language Arts and Mathematics Tests School Administrator’s Manual v202

 

��

��

��  

��

��               

��

��  

��

��  

��

��

��
  

��

��

��

��  

Appendix V: District and School Test Coordinator Checklist 
for Computer-Based Testing 

Activities PRIOR to and DURING Test Administration 

�R Announce testing in advance. 

�R Familiarize yourself with all test materials, including this manual and the Teacher’s Directions for 
Computer-Based Testing. 

�R Complete appropriate steps necessary in the Nextera™ Administration System to prepare for 
testing. Examples include adding or updating teacher and student details, creating classes, etc. 

�R Provide copies of the Teacher’s Directions for Computer-Based Testing prior to the first day of 
testing to all teachers who will be administering the tests. Teacher’s Directions are not secure and 
may be distributed. ��Te9 >>BD
/LBod/LBody Computerroom
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Appendix W: Suggestions for Creating a Secure 
Computer-Based Testing Environment 

The following physical and visual barriers between testing devices can also be used as security measures 
for computer-based testing. 

�O Card stock (e.g., manila folders) that can be taped to the sides of monitors 

�O Flattened cardboard boxes that can be cut, folded, and taped to form a visual barrier between 
testing devices 

�O Cardboard carrels 

�O Privacy screens that narrow the viewing angle of a computer monitor so that it is visible only to 
someone sitting in front of it. Schools that have privacy screens available should affix them to 
monitors prior to the beginning of testing and ensure that students are seated so that they cannot 
view the monitor of the student seated in the row in front of them. 

A-42 
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Sign In/Sign Out 

If you have been provided with Nextera™ login tickets, you can enter the following website address in 
your browser address bar to access Nextera™ Admin (https://ny.nextera.questarai.com/Admin/). If you 
have not been provided with login tickets to Nextera™ Admin, you should contact your District Test 
Coordinator (DTC), School Test Coordinator (STC), or your local Regional Information Center (RIC) testing 
department. 

Sign In 
1. Enter your User ID and Password, then select Sign In. If you need to reset your password, 

please find password reset instructions on page A-96. You can also contact your testing 
coordinator to have login tickets resent to you. 

2. If you are signing in for the first time, you will be prompted to reset your password upon first 
login. 

3. You will receive a message that your password has expired. This step allows you to create your 
own password. Enter a new password in the New Password and Retype Password fields and 
select Submit. 

A-45 
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Home Tab 

Information available on the Home page is based on role. Please reference 
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Since certain roles have access to multiple schools’ details, it is important to ensure they are looking at the 
applicable school’s page when searching for data, such as the Proctor PIN, which is necessary when a student 
needs to reactivate a paused test. See Appendix S: Pausing and Reactivating a Computer-Based Test in 
Nextera ™ Test Delivery System for more details. 

When viewing the Nextera™ Administration System, DTCs should verify they are viewing information for the 
appropriate school by looking in the “Schools” field on the Home page. 
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If it is not the desired school: 

1. Select Change in the header. 

2. Use the “School” drop-down menu to select the correct school and select Change. 
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 3. The applicable school’s page displays. 

A-50 
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School Test Coordinator 
The School Test Coordinator’s (STC) Home page includes 

�O Your Profile 

�O Administration Quick Links 

�O STC Checklist 

�O Teacher Checklist 

�O What’s New 

�O School Information, including the Proctor PIN, which is required when a student needs to reactivate a 
paused test, and the school’s CBT Lead Scoring Entities for English Language Arts and Mathematics 

A-51 
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Teacher 
The Teacher’s Home page includes 

�O Your Profile 

�O Administration Quick Links 

�O Teacher Checklist 

�O What’s New 
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Students Tab 

Based on the user’s role, the Students tab allows users to view, make changes, and add students in the 
Nextera™ Admin system. STCs, DTCs, and Teachers can make changes (e.g., setting Not Tested codes) 
and add students in the Nextera™ Administration System. To access all students, users must verify they are 
viewing information for the appropriate school. 

To View Students 

1. Select Students from the STUDENTS tab. The list of all students displays. The students appear in a 
list with New York State Student Identification System (NYSSIS) ID, first and last name, class 
assignment, and grade. 

• Click the up/down arrows in the column headings to sort users. 

• Click View to view student details and make changes, such as adding student testing 
accommodations, if permissions allow. 

• Use the “Show Students” drop-down list on the upper left to tailor your view of students by 
assigned to any class, finished all testing, not assigned to any class, testing, and assigned not 
testing code. 

2. To download the list of students, select the Student Download (Excel) link in the lower right 
corner of the screen. 

• The downloaded list of students will show all student testing accommodations that have been 
set for each student. Students are listed on a separate line in the report for every testing 
accommodation that has been set for the student. 
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3. To view the details of a particular student and make changes to that student (if permissions 
allow), select View for the applicable student. The student information displays, including the 
student’s name, grade, date of birth, NYSSIS ID, local ID, class name, and accommodation 
options. 

• Click Edit on the upper right to make changes to the student’s information or to set testing 
accommodations. 

4. To return to the Class List, use your web browser’s back button. 
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To Add or Edit a Student (School and District Test Coordinators only) 

1. Select Students from the STUDENTS tab. 

2. To add a student: 

• Select New Student on the upper right of the Students page. 
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• Enter the new student’s information and click Save. The bold text on the New Student page 
indicates required information to create a new student (NYSSIS ID, Grade, First Name, Last 
Name, and Date of Birth). Local Student ID is also required. 

• When creating a new student, you can assign that student to a class in Nextera™ Admin 
before clicking Save or you can assign the student to a class as an additional step. 

• 
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��• To update the student’s general information, edit the applicable field(s) and select Save. 
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4. To add or edit a student’s accommodations: 

• Locate the student’s name on the Students page (you can browse to the student’s name or use 
the Search feature on the upper right) and click View. 

• Click Edit on the upper right of the student’s details page. 

• Scroll to the bottom of the Edit Student Record page and click Modify under the “Accessibility 
and Accommodation Options.” The Select Accommodations screen pops up. Nextera™ Admin 
includes both online testing accommodations as well as classroom accommodations. Please note 
that classroom accommodations are accommodations that are managed outside of the Nextera™ 

Test Delivery System, such as for Flexibility in setting, Method of response, and more. 

For a description of the online testing accommodations options available in the Nextera™ 

Administration System, see Appendix T: Nextera™
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• To update or add an online testing accommodation, first select the Online Testing 
Accommodations tab (the Online Testing Accommodations tab is the default view). 

• Click on the testing accommodation icon for the testing accommodation you want to add to 
the student’s record. 

• Click Save to add the online testing accommodation to the student’s computer-based test. 

• Click Save again on the Edit Student Record page to apply all changes to the student. 

Note: a student must be assigned to a class in order to see the “Accommodations and Accessibility 
Options” panel on the Edit Student Record page. 
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To update or add a classroom accommodation, first select the Classroom Accommodations tab. 

• Select the classroom accommodation you want to add from the list. 

• Click Save to add the classroom accommodation to the student’s record. 

• Please note that these are classroom accommodations only; there is no online component to a 
classroom accommodation. 

• Click Save again on the Edit Student Record page to apply all changes to the student’s record. 

Note: a student must be assigned to a class in order to see the “Accommodations and Accessibility 
Options” panel on the Edit Student Record page. 
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To Set a Student’s Alternate Language for the Computer-Based 
Mathematics Test 

To set an alternate language to display for the student’s Mathematics Test in the Nextera™ Test Delivery 
System, such as Chinese (Traditional), Haitian Creole, Korean, Russian, and Spanish, you must first set the 
student’s testing language to align with the alternate language that should display on-screen for the 
student’s test. 

• Locate the student’s name on the Students page (you can browse to the student’s name or use 
the Search feature on the upper right) and click View. 

• Click Edit on the upper right of the student’s details page. 

• Select the alternate language from the drop-down menu next to “Testing Language.” 

• The accompanying alternate language accommodation icon displays in the “Accommodations 
and Accessibility Options” panel for mathematics, indicating that the alternate language is set 
for that student’s computer-based Mathematics Test. 

Reminder: To review student testing accommodations and alternate languages that have been set for 
students, you can navigate to any student details page or download the list of all students from the 
Students page. Student testing accommodations appear in downloadable reports. 
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Multi-Student Edit 

This feature allows you to add or edit student testing accommodations to any student in the school from 
one location. Navigating to the Multi-Student Edit page provides access to all students, with the ability to 
set individual or multiple accommodations for individual students or for a group of students from one 
location. Accommodations are set only for selected students. 

�O 
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2. Locate the students’ records you would like to edit using either the search bar or browsing through the 
list of student results. 

3. Check the boxes on the left next to the students’ names you would like to edit. 
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4. Click the icon next to each accommodation you would like to turn on or off for the students and 
click Save to save your changes. 

• You will see the accommodations icons appear to the right of the student’s name after you 
click Save. 

• If you click the Classroom Accommodations icon, the list of classroom accommodations will 
display, allowing the user to select check boxes for the needed classroom accommodation. 
Click Apply and then Save to add a classroom accommodation to a selected student. 

• After clicking Save all student check box selections will clear. 

• If you want to add additional accommodations to a group of students or an individual student, 
you must select the student by clicking the check box on the left next to the student’s name. 

• You can confirm that accommodations are correctly set for your students. 
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Classes Tab 

Based on the user’s role, the CLASSES tab allows users to view, make changes, and create classes in the 
Nextera™ Admin system. In New York State, students are loaded into Nextera™ Admin from the Level 2 
Data Warehouse before each CBT administration. Students are loaded by grade-level enrollment. When 
navigating to the CLASSES tab for the first time, a user may see the enrollment classes that were loaded 
to Nextera™ Admin entitled “PRE ID” with the grade level. Users can edit the name of the populated class 
with all student enrollments or create new classes to group students, such as by testing accommodation, 
homeroom, and more. Each school can arrange student testing in a way that best fits their CBT needs. 
The “teacher role” in Nextera™ Admin is associated to a class only for CBT proctoring purposes. 

�O Protip: You can group students in a class from different grade levels, such as for creating a makeup 
testing class with students from all grades in Nextera™ Admin. The students in the class will all have 
the same test session access code, and the grade level associated to the student ensures the 
student is provided with the correct grade-level test in Nextera™ Admin. 

To View and Edit a Class 

1. Select the CLASSES tab. Review the list of classes. To see details regarding a class, select View. 
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2. Information displayed includes the class name, teacher, class, test window, classroom, proctor, 
content area, and the list of students in the class. 

• To edit the class details, including adding or removing students associated with the class, 
click Edit. 

3. To change general class information (teacher, class name, classroom, proctor, etc.), update the 
applicable field(s) and click Save. 

• Protip: A teacher account must be active in Nextera™ Admin to appear in the drop-down list of 
Teachers to be selected and associated to a class. 

• To find students in different classes to add to a class, use the “Search by Class” drop-down 
menu on the upper left. 

A-67 



68

A
pp

en
di

ce
s 

Grades 3–8 English Language Arts and Mathematics Tests School Administrator’s Manual v202



69

A
ppendices 

Grades 3–8 English Language Arts and Mathematics Tests School Administrator’s Manual v202

 

��

 

��

��  

��

��  

To Add a Class 

1. Select the CLASSES tab. Select New Class. 

• Protip: You must have a content area, such as English Language Arts or Mathematics, selected 1S1 gs
5sC 
/0 /0MC 
/Spl4os 
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• Navigate to the Class Details page to download a list of all students in the class for review. 

Tests Tab 

Based on the user’s role, the TESTS tab allows users to view important dates and test administration 
details, print student login tickets, designate students not taking the test, and track student progress of 
students who are actively testing. The TESTS tab includes the Important Dates, Tests, and Testing Status 
Details pages. The Tests page, which includes the ability to print student login tickets, and view session 
access codes, is only available directly before a content area testing administration. Check on CBT Support 
(http://cbtsupport.nysed.gov) to find out when the English Language Arts and Mathematics Tests page 
will be available to schools. 

To view important dates, which include the testing dates for all CBT administrations, select Important 
Dates from the TESTS tab. The test dates are displayed for each CBT administration window. 
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To View Tests, Session Access Codes, and to Designate Students 
Not Testing 

There are two ways to set student Not Tested codes in Nextera™ Admin: either from the Tests page or 
from the Testing Status Details page. The latter is available to schools as soon as students are loaded and 
available in Nextera™ Admin. The former, from the Tests page, is available when the Tests page is opened 
directly before a content area testing administration. 

1. Select Tests from the TESTS tab. Information displayed includes the teacher, class, content 
area, test name, and testing status. 

• As soon as the first student accesses their test in the Nextera™ Test Delivery System, the 
“Testing Status” will show “In Progress” for students in that testing class. 

• Click the up/down arrows in the column headings to sort classes on the Tests page. 

• The View Test page displays the student name, username and password, grade level, test form 
assigned to the student, testing status, total test questions completed, and start and end 
times. 

• The View Test page is refreshed every 60 seconds. 
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2. To view test details, select View. 

3. The View Test page displays test details, including the test progress, student status, and session 
access codes. The teacher will provide the session access code on the day of the applicable test 
session to students to allow them to start the test in the Nextera™ Test Delivery System. 

• The session access code can be changed by entering a new code in the “New Access Code” 
field and clicking Submit. 

• The session access code is a secure testing material that should be distributed to testing 
classrooms on the morning of the test session. 
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4. To indicate that a student is not testing, locate the student’s name in the class list and click Set in 
the “Status Codes” column. 

• For “Scoring Option,” select Not Testing to view the list of Not Testing codes in the “Reason” 
drop-down menu. 

• Select the applicable Not Testing code. 

• Click Submit. You will see that a status code has been set for the student’s test session. 

• Not Testing codes must be set for both test sessions if the student will not be testing in 
Session 1 and Session 2. 

• To download a list of students with their Not Testing codes, visit the Testing Status Details 
page for that class. 
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5. This opens a new tab on the Web browser containing the session access codes, student 
passwords, and student testing progress. This tab will automatically refresh and display updated 
student progress information. Keep this tab open. On the first tab, sign out of the Nextera™ 

Administration System. 

• Now the other educator will have access to student progress during the assessment even 
though that educator does not have a Nextera™ Admin user account. 

• The testing status with student testing progress refreshes every 60 seconds. 

• The Examiner View shows student names, usernames and passwords, test status, the number 
of test questions completed, and start and end time stamps for every student. 

To Print Student Login Tickets (Labels) 

Each student in the class will need student login tickets to sign in to the test session. On the day of the 
computer-based test, the teacher will provide the access code to the students for that day’s test session. 
Teachers may print student login tickets as labels. 

To print the student login tickets as labels, complete the following steps: 

1. Select Tests from the TESTS tab. 
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2.  Click View for the applicable test. 

3. On the View Test page, click Login Tickets. 
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4. Select the form option from the printing drop-down menu. 

5. Click OK. 

6. The student login ticket labels display. Use the Print function to print the labels. Each label 
includes the student’s name, user ID (NYSSIS ID), password, and test name. 

• All student login tickets or labels are secure testing materials and must also be stored in the 
safe or vault if they are printed prior to administration. 
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Troubleshooting Tip for Printing Student Login Tickets 

If you are attempting to print student login tickets on label stock and the student login tickets are not 
aligning properly with the labels, try the following steps: 

1. Save the .pdf file 

2. Find the .pdf on your local drive and open it 

3. File > print 

4. Click “Custom Scale: 100%” 

5. Be sure paper size says 8.5 x 11 

6. Click Print 
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Testing Status Details 

To review testing status details and to set Not Testing codes by session, you can visit the Testing Status Details 
page. When navigating to the Testing Status Details page, the user will have some testing status filters 
automatically populated based on permissions. DTCs will need to select the school for which they want to 
review a class’s status details. STCs will need to select the class and content area for which they want to review 
a class’s status details. 

1. To review the status of tests in your district or school, select Testing Status Details from the TESTS 
tab. 

• Use the Testing Status filter feature to select testing window, district, school, content area, and 
class to tailor your view. 

• The testing status details display, showing each student with their testing status for each test 
session. 

• You can download the student testing status data into a spreadsheet by clicking Export. 
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Setting Student Not Testing Codes 

A student’s testing status can be set to a Not Testing code as long as the student has not accessed the 
computer-based test in the Nextera™ Test Delivery System. 

1. Select Testing Status Details from the TESTS tab. 

2. Use the Testing Status filter feature to select testing window, district, school, content area, and 
class to tailor your view. 

3. The testing status details display, showing each student with their testing status for each test 
session. 

4. For the student, click on the blue Not Started link within the applicable test session column. The 
Set Status Codes screen pops up. 

5. On the Set Status Codes screen, select Not Testing for the “Scoring Option” field. 

6. The “Reason” menu is populated with the Not Testing codes. 

7. Select the applicable Not Testing code from the “Reason” drop-down menu. 
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8. Click Submit. You will see that a status code has been set for the student’s test session. 

• Not Testing codes must be set for both test sessions if the student will not be testing in 
Session 1 and Session 2. 

• You can download the student testing status data into a spreadsheet by clicking Export. 
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Accounts Tab 

The options on the ACCOUNTS tab vary by role. Any user who will be actively managing CBT may need 
a Nextera™ Admin account. Multiple user levels exist within the Nextera™ Administration System. DTCs 
and STCs can add or edit users at or below their user-account level as needed to allow specific individuals 
the rights they need for accessing student testing information. 

To Edit an Account 

Please reference Appendix U to determine which roles have access to this functionality. 

1. Select Accounts from the ACCOUNTS tab. 

• Locate the user either by using the Search bar on the upper right or browsing through the list 
of users in the accounts results list. 

• Click View in the “Actions” column to navigate to the user account details page. 

2. Click Edit. 
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3. Make the applicable changes and select Save. 

• If you are editing user roles, you must select district and school before clicking Add Role. 
The Selected Roles will appear in a list on the left. 

• If you are adding a teacher role, you will need to include a TEACH ID or a local ID for the 
user and then select the content area for test administration. 

• Protip: A teacher account must be active in Nextera™ Admin to appear in the drop-down list 
of teachers to be selected and associated to a class. 
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  4. Enter the new user’s information and select Create an Account. Be sure to select the check box 
“This account is currently active” to see that account in the Class “Teacher” drop-down menu for 
editing or creating new classes. 
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Student Responses Tab 

Principals and DTCs can access their students’ responses to operational constructed-response test 
questions via the STUDENT RESPONSES tab in Nextera™ Admin. This tab is only visible to principals and 
DTCs of students who have taken the operational tests on computer. 

Student responses are available to users in June each year following operational test administrations. 
Once the responses have been made available, NYSED will notify CBT principals and DTCs, providing 
further instruction on how they can access the students’ responses. Student responses are available on 
the Nextera™ Admin STUDENT RESPONSES tab for two years. 

Additional information on accessing information in Nextera™ Admin can be found at CBT Support (https:// 
cbtsupport.nysed.gov/). 
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Help Tab 

Customer Support contact details, Commonly Asked Support Questions, and Support Documentation 
are available on the Nextera™ Administration System’s HELP tab. 

To access this information: 

1. Select Help from the HELP tab. 

• “Contact Support” details include a telephone number, e-mail address, and chat feature, 

• “Commonly Asked Support Questions” provides answers to commonly asked questions, and 

• “Support Documentation” includes links to reference materials, such as the Teacher’s 
Directions. To open a document, simply click on the document title. 
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All users can access Downloads from the HELP tab. Download the Questar Secure Browser using the 
links on the Downloads page. The HELP tab also includes the Downloads page where technology 
coordinators can download the most recent versions of the Questar Secure Browser. 

For all users, the HELP tab also provides a link to the System Scan. 

To perform the System Scan: 

1. Select System Scan from the HELP tab. 
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2. Select Scan Now. 

3. The scan results display and include the following details: 

• System type 

• Operating system and version 

• Screen resolution 

• Browser and version 

• Whether or not the system accepts cookies 
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4. To view Questar’s system requirements, select the View Questar system requirements option. 

5. To view the requirements, select the plus sign next to “Desktop and Laptop Requirements” or 
“Chromebook and Tablet Devices Requirements.” 
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 6. The requirements display and include physical requirements (e.g., screen resolution) and system/ 
network requirements (e.g., Internet speed). 
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Secure Browser Practice Test Logins 

Below are the logins for the practice tests in the secure browser. These logins can also be found in the 
Support Documentation section under Help in the HELP tab. 

NY Math Practice Test Logins 
Available in the Secure Browser 

All passwords = practice 
Practice Tests 

(3 forms available for each) User Name 
Grade 3 Math mathg03 
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Forgot Your Password? 

Upon initial login, you will be required to change your password. This step allows you to create your own 
password. Enter a new password in the New Password and Retype Password fields and select Submit. 

If you have forgotten your password: 

• Select Forgot your password? 

• Enter your e-mail address and select Submit. 
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• You will receive an e-mail asking you to confirm you want to reset your password. Select Yes 
to continue the password reset process. 

• You will receive another e-mail that provides you with a single-use Password. Select the Go 
to this Internet Site link. 

• Enter your User ID and single-use Password and select Sign In. 
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• You will receive a message that your password has expired. This step allows you to create your 
own password. Enter a new password in the New Password and Retype Password fields 
and select Submit. 

For initial logins and for all password changes, you will be asked to acknowledge and agree to the 
Security Compliance statement. After reviewing the statement, select the check box
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