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Preparing students and teachers:  MINDSET! 
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What is CBT?  And Why? 
Transition began in NYS in 2016

Some tests released on computer

Commitment  to meet the needs of 21st Century Learners 

Improvement in test delivery, test integrity, 
scoring validity, and turn-around time on testing results 

More information on NYSED CBT Landing Page 
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http://www.nysed.gov/edtech/schools/computer-based-testing-cbt


Exam room basics 
Make arrangements in advance to seat students and prepare a secure testing environment.  
See Appendix B in Teacher’s Directions.  

Be sure to:
● Provide a well-lit, well-ventilated, and quiet testing room
● Each student has own device that has been configured for testing.
● Plan seating arrangements. Allow enough space between students to prevent 

communication, each student is clearly visible to the proctor at all times. Students must 
not be permitted to speak to one another while the tests are being administered.

Seating chart is recommended in the event that an emergency means 
that a students needs to go back to a certain device to submit a test.

5



Preparing the exam room

Completely cover or remove from the walls aids or charts and 
all board work pertaining to ELA or Mathematics

Place a “Do Not Disturb” sign on the door of the testing room.

Make sure students’ work spaces are cleared of all 
unauthorized materials.
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Check your materials 
For the Teacher
● Teacher’s Directions
● Student login credentials
● “Do Not Disturb” sign
● Device with Internet access to monitor testing
● Session Access Code
● Proctor PIN (obtain from School Test Coordinator)
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Testing accommodations 
Follow proper procedures for students with disabilities during school year  
● Honor location modifications and accommodations
● Remember, grades 3-8 ELA & Math tests are untimed
● Screen readers for:

○ Tests read - use of Text to speech or “human” reader
○ Directions read - use of Text to speech or “human” reader

● Read directions with explanation - “human” reader
● Scribing: use  PBT “live” or use of electronic STT program

Special Education Accommodations – used during the year
● Answer Masking Tool
● Reverse Contrast
● Initial Page Zoom
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Preparing the students
Set the tone:  Help students approach the testing in a relaxed, positive way.
Share the rationale:  Explain the purpose of taking these tests 
Partial credit:  Point out that some questions may be more difficult than others and that, 
for constructed-response questions, partial credit may be given. 
Practice:  Be sure students understand the directions and have had the opportunity to 
practice using the Practice Test
Procedures:  Assist students with test-taking procedures, but be careful not to 
inadvertently give hints or clues that indicate an answer or help eliminate answer choices. Do 
not assist students with any test questions.
Encourage:  Encourage students to attempt all questions, read each question carefully and 
make their best attempt at answering each one.
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What the 
students see 

and do...
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1. Students login to
Questar system

2. Verification
screen to confirm
info. Student clicks
“yes” or “no”.
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3.  If verification screen contains error… 12



4. Student selects his/her test for that day
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5. Student accesses directions and clicks through14



6. Access code
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7.  Verify Test Book Cover 
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Screenshots Within Test
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Screenshots Within Test
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Screenshots Within Test
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Complete test and submit - 4 steps 
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Pausing and resuming a test 
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Pausing and resuming a test 
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What the 
teachers 
need...

23



What the teacher should have during testing
Student login tickets

Student access codes

Proctor pin

Teacher directions

Scrap paper

School provided calculators (for math)

Math reference sheet (for math) 

24



Security
School personnel responsible for testing must ensure a secure environment at all times.

No section of the tests may be discussed with 
students before, during, or after administration.

You may, however, describe the format of the test 
and the testing schedule to the students

A no time may the contents of the test be reviewed, 
discussed, or shared through any electronic means.
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What does active proctoring look like? 
Proctor circulates periodically around the room to ensure students are working 
independently and recording their responses to test questions in the proper manner and in 
the proper place

While circulating proctors should support student in the mechanics of taking the tests and 
ensure a secure environment is maintained.

Proctors should review the Review Screen with the student, to ensure the student has 
answered all of the question before the student selects Submit Test.

Proctors may not comment to the student on the correctness or sufficiency of any answer.

Proctors should not use their own personal communication devices during the test, unless an 
emergency situation arises.
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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, tools, or personal electronic 
devices. When students enter the testing room, proctors must ensure that students do not 
bring any unauthorized materials such as those listed above.

All students are prohibited from bring personal electronic devices, other than the device on 
which they are taking the test, into a classroom or other location where a State test is being 
administered. Test proctors and school officials shall retain the right to collect and hold any 
prohibited electronic devices ,other than the device on which they are taking the test, prior to 
the start of the test administration.
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Unauthorized materials 
Any student observed with any prohibited device 
while taking a State test must be directed to turn it 
over to the proctor or monitor immediately. To 
allow for all possible outcomes of procedural due 
process, the student should be allowed to complete 
the test. The incident must be reported promptly to 
the school principal. If the student had a prohibited 
device in his or her possession during the test 
administration the student’s test must be 
invalidated. No score may be calculated for that 
student.
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Aid to students 
Teachers may give students assistance only in the mechanics of taking the test, such as 
understanding access and navigation of the Nextera Test Delivery System. No one, under any 
circumstances, may interpret or explain test questions to students, nor may anyone review or 
comment to a student about the correctness or sufficiency of the student’s response while the 
test is in progress. In response to inquiries by students concerning the meaning or 
interpretation of test questions, proctors should advise students to use their own best 
judgment.
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Temporary absence from testing environment 
If students need to leave the testing environment for any 
reason, the test needs to be paused. When the student returns, 
the proctor will enter the students' name and password. Next 
the proctor will be prompted to enter the Session Access Code, 
and then the Proctor Pin.*  Student resumes testing. 

(*The Proctor Pin is a secure code and should not be shared 
with any student. If any student does have access to the 
Proctor Pin, notify the principal immediately so it can be re-
set.) 
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Emergency during testing 
In any situation in which the safety of the students i 
endangered, the principal has full authority to interrupt the 
test immediately. If it is possible, the students should be 
kept under supervision during the emergency. Then, when 
work can be resumed safely, allow the students the 
necessary time to complete the test, Following the test, a 
written report of the circumstances should be sent by mail 
or fax to OSA
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Student cheating
Do not permit students to obtain information from or give 
information to other students in any way during the tests. 
If you suspect that such an attempt has occurred, warn 
the students that any further attempts will result in the 
termination of their test, If necessary, move the student to 
another location. If these steps fail to end attempts to 
obtain or give information, notify the principal 
immediately and terminate the students’ tests. 

At the conclusion of the test, all suspected cheating must 
be reported to the principal.
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Student illness during testing 
If a student becomes ill during a session of the test, the student 
should be excused until the student is well enough to continue.

When the student is well enough, they may complete that part 
of the test (as long as the testing or make-up period has not 
ended). Other unadministered sessions of the test should also 
be  administered according to these directions as long as the 
testing or make-up period has not ended. When a student is 
taking a partially completed session of the test, that student 
must be closely supervised so that they do not go back to 
previously completed questions on the test. See Appendix C on 
how to reactivate a paused test.
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Misadministration 
Notify the principal immediately if any session of the tests is administered improperly.

Examples of misadministration include the following: Permitting students to have an 
unauthorized testing accommodation or tools; or engaging in other types of nonstandard test 
administration (for example, cheating)
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Test security responsibilities
Review, comply, and sign the Deputy and Proctor Certificate

Follow proper procedures for students with disabilities

SIGNING THE PROCTOR CERTIFICATE IS NOT JUST A FORMALITY!
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