
Proctor (Test Administrator) Training
Smarter Balanced Assessment 

SBA Troubleshooting and FAQs
Click here for a list of questions/answers. 

Thank you for signing in to this training!
Training Log

Individual Staff Security Assurance Form
(Assessment Coordinators, please click on these links to print 

forms and send them to Kristi Morrow after the proctor training)

Link: Test Administration Manual 

https://docs.google.com/document/d/1Ib5eScY9PVp-3SuMHf3JbCYuLkxqGL_VpjEhkM_4XRU/edit
https://docs.google.com/document/d/1Ib5eScY9PVp-3SuMHf3JbCYuLkxqGL_VpjEhkM_4XRU/edit
https://drive.google.com/open?id=0B9FohQvSp6LqZEw4aWpEOXNxNFk
https://drive.google.com/open?id=0B9FohQvSp6LqZEw4aWpEOXNxNFk
https://drive.google.com/open?id=0B9FohQvSp6Lqb2doamY1VEQwZjQ
https://drive.google.com/open?id=0B9FohQvSp6Lqb2doamY1VEQwZjQ
http://wa.portal.airast.org/wp-content/uploads/Smarter-Balanced-Online-TAM.pdf
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By the end of this session, 
you should be able to.... 

1. Explain your roles before, during, and after a test session
2. Explain your testing schedule and pausing rules 
3. Use the TA Interface to:

a. start; 
b. monitor, run, transfer;
c. pause;
d. end a test session

4. View and edit student test settings and accessibility resources

Link: Test Administration Manual 

http://wa.portal.airast.org/wp-content/uploads/SBAC_Fall-Online_TAM.pdf


Testing Schedule
Test Type Number of 

Sessions
Session Duration Breaks

ELA and Math
Computer Adaptive Test
(Non Performance Task)
MUST OCCUR 
BEFORE PT

ELA: 
2 sessions

Math:
2 sessions

Each session 40-60 
minutes long

As many breaks as needed 
whenever needed

ELA Performance Task 2 sessions:

a. Research 
Questions

b. Full Write

Each session 40-60 
minutes long

As many breaks as needed 
whenever needed

Math Performance Task 1 session 40-60 minutes long As many breaks as needed 
whenever needed



IMPORTANT!  Rules for Pausing IMPORTANT! 

Computer Adaptive 
Test (CAT)
*45 days to 
complete

**Pause less than 50 minutes = 
student can go back to previous 
question screens

**Pause more than 50 minutes = 
student cannot go back to previous 
question screens

Performance Task
*15 days to 
complete

Once a student has completed 
the research questions, student 
cannot go back to these 
questions

Students can go back to the full write at 
any time with no restrictions on pausing; 
this can happen over multiple days

Rules for Pausing a Test

When a student wants to start a test after any length of pause, the student 
has to re-enter their Test Ticket and Session ID information

**changed from years past



Materials Will You Need as Proctor

1. LINK: Administering the SBA - Checklist and Directions for Administration For Proctors

2. Classroom activity lesson plan for the classroom activity day 

3. Test Tickets -- one per student if you don’t already have them

4. Scratch Paper: ELA test
All grades -- 1-2 pages per student per day...students can use their own

5. Scratch Paper: Math test
3rd-5th grades -- 1-2 pages per student per day...students can use their own 
6th, 7th, 8th, and 11th -- graph paper (1-2 sheets per student per test)...students can use own 

6. Approximately 8-10 headphones….most students will bring their own

https://drive.google.com/open?id=1KqrxyUVLR1-5VKbSCrA1VKqhMscfSzyZISWHdN4nvSM


Prior to testing sessions, 
proctors need to...

1. Cover or take down any materials that are instructional in nature or that could provide 
students with unfair advantages. (If you took it down for MSP/HSPE, take it down for 
SBA).

2. Read and plan for your classroom activity prior to the classroom activity day.

3. Open Chromebooks and place them on student desks.

Securing Testing Environment
○ Post “Testing – Do Not Disturb” signs
○ Electronic devices are turned off and out of reach (both staff and 

students should not use phones during testing or during breaks)
○ Backpacks and purses out of reach



1. Post Do Not Disturb Sign on your door.

2. Begin a test session 1-2 minutes before students enter on the days of computer testing.

3. Write the test session ID on the whiteboard and in a safe place on your desk.

4. Pass out test tickets to students as they enter; 
5. Direct students to turn off all electronics, store them in backpacks and move them to the back or side 
of the room. Students CANNOT have access to backpacks or electronics during testing.

6. Ask students to get out scratch paper and log on to test system.

7. Read directions from the Directions for Administration pages to students as they log on. 

8. Approve and monitor tests.

9. Gather students test tickets and keep these secure.

At the start of a test session, 
proctors will follow this helpful checklist….

https://drive.google.com/open?id=1KqrxyUVLR1-5VKbSCrA1VKqhMscfSzyZISWHdN4nvSM


1. Walk around and monitor testing. Maintain test security at all times. Do not discuss 
problems/items/passages with students or any others within or outside of the 
testing environment.

2. If a student has an electronic device, take it and have the student continue testing. 
Report this immediately to your building test coordinator and administrator.

3. If a student becomes ill, have the student hit “pause” and then log out and go to nurse’s 
office. The student can continue the testing when they return to school.

4. Please do not allow students snacks and beverages at their desks because of the 
chance of spilling on the technology. Instead, encourage students to eat/drink during a 
break.

5.  At some point, collect student tickets.  You will need them for the next day.

During the test session, 
proctors will...



At the end of the testing session, 
proctors will...

1. When there is 10 minutes left, ask students to go back and check their work from before. 
Instruct them not to start any new questions.

2. With 2-3 minutes left, direct students to hit pause and confirm the pausing. They can also 
hit save, although the program does not require it and they will not see a dialog box 
confirming the save. DON’T WORRY...THEIR WORK IS SAVED.

3. End your test session.

4. Collect scratch paper AT THE END OF EACH TESTING SESSION:
A. CAT scratch paper needs to be kept secure and given to building coordinator

B. Performance Task scratch paper needs to have student’s name on it; keep it 
secure; return scratch paper to students for the next session; when PT is finished, 
scratch paper needs to be returned to building coordinator



Starting and Running a Test Session

Helpful Hint:
Check this page for important 
announcements about system 

downtime or other updates.

Go to: http://wa.portal.airast.org/



Click “test Administration” 
to begin a test session.

Helpful Hint:
You can also get an easy-to-follow 

tutorial by clicking on “Test 
Administrator Certification”

Starting and Running a Test Session



Your username is your Lake 
Stevens email address

The password is whatever 
you set up when you first 
activated your account.

If you can’t remember your 
password -- click on Forgot 
Your Password

Starting and Running a Test Session



Starting and Running a Test Session
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Starting and Running a Test Session: 
Approving Students



Missing a Student’s SSID? No problem!
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Starting and Running a Test Session: 
Monitoring, Pausing & Stopping a Test Session
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Starting and Running a Test Session: 
Logging Out
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Starting and Running a Test Session: 
Transferring a Test Session



On-line MSP: Still a one-day test

LINK: On-Line Science MSP: Directions for Administration

http://wa.portal.airast.org/wp-content/uploads/TAM_OGL-Sci_CoverFrontBack_03232016_FINAL.pdf


On-line MSP

Securing Testing Environment
➢ Post “Testing – Do Not Disturb” signs
➢ Electronic devices are turned off and out of reach (both 

staff and students should not use phones during testing 
or during breaks)

➢ Cover/take down anything on walls that provides an advantage 
to students

➢ Backpacks and purses out of reach

➢



Helpful Hint:
Check this page for important 
announcements about system 

downtime or other updates.

On-line MSP

Access the on-line test in at the same portal:

LINK: On-Line Science MSP: Directions for Administration

http://wa.portal.airast.org/wp-content/uploads/TAM_OGL-Sci_CoverFrontBack_03232016_FINAL.pdf


1. Create your SBA TIDE account if you have not already done so

2. Explain your testing schedule and the pausing rules

3. Begin a test session as a teacher and explain what materials you’ll need

4. Explain details on administering, monitoring, and pausing a test session

Exit Ticket for today’s work

Thank you for signing in to this training!
(Assessment Coordinators, please click on this link to print 

the sign-in sheet and send it to Kristi Morrow after the training)

https://drive.google.com/open?id=0B9FohQvSp6LqbnNudVcwa1g2bVlJdVplOTg5eHpRZ1NfU09N
https://drive.google.com/open?id=0B9FohQvSp6LqbnNudVcwa1g2bVlJdVplOTg5eHpRZ1NfU09N


Special Education Teachers, 504 Case Managers, and 
LAP/Title/Support Teachers: Accommodations Training

Embedded: 

Built in to the 
computer system

Non-Embedded: 

Setting, hand-held 
items, etc.

Special Education Teachers, 504 Case Managers, and LAP/Title/Support Teachers: Accommodations Training



Which students receive accommodations?

Every student….
NO documentation 
needed

Any student identified by 
an educator or a team of 
educators as needing 
support. This includes 
general ed students as 
well as IEP/504 students

IEP or 504 students

Special Education Teachers, 504 Case Managers, and LAP/Title/Support Teachers: Accommodations Training

Link: 
Easy Reference: 
One Page List of 
Supports & 
Accommodations

https://docs.google.com/spreadsheets/d/11hPWJTBUovMl3J8mro1HSXYPjrj2EpijU8pBarqwRW0/edit#gid=1060986977
https://docs.google.com/spreadsheets/d/11hPWJTBUovMl3J8mro1HSXYPjrj2EpijU8pBarqwRW0/edit#gid=1060986977
https://docs.google.com/spreadsheets/d/11hPWJTBUovMl3J8mro1HSXYPjrj2EpijU8pBarqwRW0/edit#gid=1060986977
https://docs.google.com/spreadsheets/d/11hPWJTBUovMl3J8mro1HSXYPjrj2EpijU8pBarqwRW0/edit#gid=1060986977
https://docs.google.com/spreadsheets/d/11hPWJTBUovMl3J8mro1HSXYPjrj2EpijU8pBarqwRW0/edit#gid=1060986977
https://docs.google.com/spreadsheets/d/11hPWJTBUovMl3J8mro1HSXYPjrj2EpijU8pBarqwRW0/edit#gid=1060986977
https://docs.google.com/spreadsheets/d/11hPWJTBUovMl3J8mro1HSXYPjrj2EpijU8pBarqwRW0/edit#gid=1060986977
https://docs.google.com/spreadsheets/d/11hPWJTBUovMl3J8mro1HSXYPjrj2EpijU8pBarqwRW0/edit#gid=1060986977


What documentation is needed?

Every student….
NO documentation 
needed

Must use this 
Designated Supports 
Documentation Form

Must be documented 
in student’s IEP or 
504

Special Education Teachers, 504 Case Managers, and LAP/Title/Support Teachers: Accommodations Training

https://docs.google.com/document/d/1IR0IGyHHQ4D0KCiU8XwDHSMyTUeNRYGQtTToh95nuB8/edit#
https://docs.google.com/document/d/1IR0IGyHHQ4D0KCiU8XwDHSMyTUeNRYGQtTToh95nuB8/edit#
https://docs.google.com/document/d/1IR0IGyHHQ4D0KCiU8XwDHSMyTUeNRYGQtTToh95nuB8/edit#
https://docs.google.com/document/d/1IR0IGyHHQ4D0KCiU8XwDHSMyTUeNRYGQtTToh95nuB8/edit#


Text to Speech

Special Education Teachers, 504 Case Managers, and LAP/Title/Support Teachers: Accommodations Training

Text to Speech:
SBA software read the text to 
students via headphones
Regulations/Guiding Questions

Designated Support 
Text to Speech:
LAP/Title/ELL/Academic 
Support students can have 
ITEMS ONLY read to them 
at all grade levels.

Accommodation 
Text to Speech:
Sped and 504 students can 
have ITEMS and STIMULI 
read to them at all grades

Before assigning Text to 
Speech, experience it 

yourself as a 
teacher….the quality is 
poor and may hinder 

students more than help.

https://drive.google.com/open?id=1tzgOXXXLjXGy0zTClzHGqtRz0tlKXcUPF_xSfa8_694
https://drive.google.com/open?id=1tzgOXXXLjXGy0zTClzHGqtRz0tlKXcUPF_xSfa8_694
https://drive.google.com/open?id=1SqhcGt4Wc92RAs0hOQmjb7oRtk61KJ33enY6Gvi-mFo
https://drive.google.com/open?id=1SqhcGt4Wc92RAs0hOQmjb7oRtk61KJ33enY6Gvi-mFo


A Special Note on “Speech to Text”

Special Education Teachers, 504 Case Managers, and LAP/Title/Support Teachers: Accommodations Training

“Speech to text” is a 
special accommodation for 
assistive technology 
devices. Read and Write for 
Google is not an official 
assistive tech device. 

A student who legitimately 
needs speech-to-text and 
uses it the majority of the 
time in a general education 
setting should be assigned 
a scribe.

However, work closely with 
your building assessment 
coordinator when 
considering this designated 
support/accommodation as 
it has import impacts on 
test scheduling.



Checking/Adjusting Student Test Settings 

STEP ONE: Go to wa.portal.airast.org 
and click on “Test Administrators”

STEP TWO: Click on “TIDE” and log in

wa.portal.airast.org



STEP THREE: Click on “Students” and 
then “View/Edit/Export Students”

STEP FOUR: Type in the student’s last 
name and first name. Grade level is 
optional. Then, click “Search.” Click on 
the pencil icon to edit the student 
record.

Checking/Adjusting Student Test Settings 



Checking/Adjusting Student Test Settings 

Designated supports - 
sped/504/ELL/LAP/Title/etc.

Accommodations - 
sped/504 students only

Ignore this section unless you 
want to turn an option off

Remember to assign the 
accommodation to each test 
for which it is applicable.



Resource Documents For You
One Page Quick Reference Sheet 

(Provides all the accommodations on one page with an limitations/rules for use)

Scribing and Transcribing Guides 
(Provides rules and training for scribes)

Read Aloud and Oral Translation Guidelines 
(Provides rules and training for read-aloud and oral translation)

Frequently Asked Questions about State Testing 
Accommodations 

Guidelines on Tool, Supports, and Accommodations 
(entire, 88-page document provided by OSPI that gives all of the information on 

accommodations

https://drive.google.com/open?id=0B9FohQvSp6LqdERYWWIwYWRuWENTbFAwc2VLdjFOV1hMS180
https://drive.google.com/open?id=0B9FohQvSp6LqdERYWWIwYWRuWENTbFAwc2VLdjFOV1hMS180
https://drive.google.com/open?id=0B9FohQvSp6LqdWdVSWxYRjJFT1RuQVpia1cxR1ZXUm1WLUZV
https://drive.google.com/open?id=0B9FohQvSp6LqdWdVSWxYRjJFT1RuQVpia1cxR1ZXUm1WLUZV
https://drive.google.com/open?id=0B9FohQvSp6LqdWdVSWxYRjJFT1RuQVpia1cxR1ZXUm1WLUZV
https://drive.google.com/open?id=0B9FohQvSp6LqamItLTktQ0R0WWJBX0FaM19vOWRqM0p3WDVr
https://drive.google.com/open?id=0B9FohQvSp6LqamItLTktQ0R0WWJBX0FaM19vOWRqM0p3WDVr
https://drive.google.com/open?id=0B9FohQvSp6LqZXc1U1NZZmVZZDNTX2JUaW40R01MWDk3aFlR
https://drive.google.com/open?id=0B9FohQvSp6LqZXc1U1NZZmVZZDNTX2JUaW40R01MWDk3aFlR
https://drive.google.com/open?id=0B9FohQvSp6LqZXc1U1NZZmVZZDNTX2JUaW40R01MWDk3aFlR
https://drive.google.com/open?id=0B9FohQvSp6LqZXc1U1NZZmVZZDNTX2JUaW40R01MWDk3aFlR
http://wa.portal.airast.org/wp-content/uploads/GTSA_1.27.16_FINAL.pdf

