
NOTE TO SACs:  Display this slide while waiting for staff to arrive
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Welcome to the Forward Exam proctor training!
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Before we begin, there are a few disclaimers that must be 
shared…

**SACS - I recommend printing manuals for each proctor or 
sending an email with the required manuals as PDF 
attachments.  Read aloud, scribe, translation, and bilingual 
dictionary guidelines should also be available.  Have enough 
Test Administrator Confidentiality Forms on hand for each 
proctor to sign and return to you at the training session.
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The Forward Exam is administered online through the INSIGHT 
secure testing browser.  The Forward Exam is an untimed 
assessment that allows students to take as many breaks as 
needed.  DPI estimates the exam will take 3.5 to 7 hours to 
administer depending on the grade level and number of content 
areas administered.  These content areas include ELA, math, 
social studies, and science.  Within each content area, there are 
multiple test sessions.  For example, ELA has 4 test sessions: text 
dependent analysis, writing/language, listening, and reading.
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This year the testing window for Forward Exam is March 20 to 
May 5.  We will be administering the ELA exams the week of 
March 20th, the math exams the week of March 27th, the science 
exams the week of April 3rd, and the Social Studies exams the 
week of April 10th.  Makeup testing can be completed any time 
during the test window.

5



Students will take different content areas depending on their 
grade level.  All students in grades 3 through 8 will take ELA and 
math.  Students in grades 4 and 8 will also take science and 
social studies.  Students in grade 10 will take social studies only. 
Please remember that these estimated test times do not include 
time to start computers, load secure browsers, log students in, 
and read test directions.  Extra time needs to be planned for 
these test administration tasks. 
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On the Forward Exam, students will be given text dependent 
writing analysis prompts, multiple choice questions, technology 
enhanced items, and short answer questions.  Additional 
information about test item types and test blueprints can be 
found on DPI’s Forward Exam website under Resources.
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The English language arts section of the Forward Exam presents 
students with a text-dependent analysis (TDA) question.  The 
TDA portion of the exam requires students to read a passage 
and then respond to writing prompts. In order to successfully 
answer a TDA, students must analyze and use information from 
the passage to plan a comprehensive, evidence-based response.  
DPI emphasizes that the TDA is not a short answer question but 
rather a long write item.  Students should begin the TDA session 
in the morning and complete it in one sitting (allowing for short 
breaks).  The TDA session is expected to take approximately 40 
minutes to complete, but students should be given as much time 
as they need.  Per DPI, students should not be allowed to return 
to the TDA the next day for security reasons.

NOTE TO SACS:  If a proctor asks you about special 
circumstances regarding the “no returning to the TDA rule the 
next day,” let them know it is something you will need to discuss 
with me on a case-by-case basis.

8



Students must have access to certain materials during the test.  
Proctors should provide each student with scratch paper during 
each content area.  Headphones are required for every student 
during the listening portion of the ELA test.  It is recommended 
that students in grades 6 through 8 be provided with graph 
paper during the math assessment.  Students may not use 
physical calculators during the assessment unless they have a 
specific documented accommodation that allows for an 
adaptive calculator.  An embedded (online) calculator will be 
provided to all students through the INSIGHT testing browser.
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When setting up your testing room, please arrange students in a 
way that does not allow them to see each other’s computer 
screens.  Remove or cover all instructional materials that might 
help students answer questions on the exam.  This includes (but 
is not limited to) charts with definitions, maps, mathematical 
formulas, etc.  When testing begins, place a “TESTING—DO NOT 
DISTURB” sign on your classroom door.  Please try to ensure, to 
the best of your abilities, that lighting, temperature, and 
ventilation in your testing room allow students to give their full 
attention.  Before logging students into the INSIGHT browser, it 
is always a good idea to check each testing device to ensure 
the volume is not muted and set to an appropriate level for 
tests requiring audio.
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On test day, each student will receive a test ticket with a 
username and password that they will use to log into each 
content area test.  Student user names will be the same across 
all content areas, but passwords will be unique for each content 
area. Usernames and passwords are not case sensitive.  
Proctors should make sure the information written on each 
student ticket is correct – including whether all of the students 
online designated supports and accommodations are printed on 
the ticket.  Never start a student’s test if the information on 
their ticket is incorrect.  If you believe a student should have a 
designated support or accommodation that is not listed, contact 
your School Assessment Coordinator right away.  Because test 
tickets contain protected information, they must be kept secure 
at all times. DPI recommends proctors collect test tickets from 
students as soon as they have started the test.

NOTE:  If a correction is made to online supports and accommodations, a new test 
ticket will need to be printed BEFORE the student begins the test.  If a student starts a 
test without the appropriate accommodations set, there is nothing that can be done.  
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When preparing students for test day, please remind them to 
eat, drink, and use the bathroom before test sessions begin and 
during breaks.  Unless it is medically necessary, students should 
not have food or beverages in the testing room.  Remind 
students not to bring cell phones, smart watches, or other 
electronic devices into the testing room.  Proctors should also 
put away their own cellphones, laptops, and other electronic 
devices during test sessions.  Remind students they may not use 
textbooks, dictionaries, or notes during the exam.  Since this is 
an untimed test, students will finish at different paces.  Let 
students know what they should do if they finish the test ahead 
of other students.  It is okay for teachers to designate a task for 
students to work on quietly at their work stations if they finish 
early.  Please make sure the task is NOT related to the content 
area being tested to ensure test security is not accidentally 
violated.  
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Before test day, all proctors should review the Student Tutorial 
Videos with students.  The videos are available on DPI’s Forward 
Exam webpage under trainings.  Be sure to use the Chrome web
browser when accessing the tutorial.  Each video introduces 
students to different aspects of the testing process, including 
how to log into the INSIGHT testing browser, how to navigate 
through the test, how to use the Universal Tools, how to pause a 
test, and how to submit a completed test.  Some videos should 
be reviewed by all students, and others pertain to specific grade 
levels.
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Once students have watched the Student Tutorial Training video, 
they can practice what they have learned using the Online 
Training Tools (OTT) practice test.  Students can access the 
practice test through the INSIGHT testing browser on any 
Chromebook normally used for testing.  The OTT will give 
students a chance to practice using the navigation buttons and 
universal tools, pausing the test, and ending the test.  The test 
items provided in the OTT are not necessarily representative of 
the CONTENT OR QUESTION DIFFICULTY students will see on the 
real exam.

Students may perform better and with less anxiety if they are 
familiar with the format of the test, the tools available to them, 
and the types of question they will encounter

It is strongly encouraged that all students in the district have an 
opportunity to try the Online Training Tools.
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On test day, once all students have entered the testing room and 
taken their seats, begin the testing session by reading the test 
directions aloud to students exactly as they appear in the Test 
Directions manual.  When instructed by the Test Directions, 
distribute Test Tickets to students.  Personally hand tickets to 
students one-by-one, ensuring each student gets the correct 
ticket.  Only distribute the tickets for the content area you are 
administering.  Next, instruct students to log into the INSIGHT 
online testing system when directed by the Test Directions 
manual.  As students are logging in, walk around the room to 
ensure they are working on the correct content area and test 
session.
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Once the INSIGHT Secure Browser is open, students will log into 
the test by selecting Test Sign In
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Next, students will enter their username and password from 
their test ticket and select “sign in”

18



Proctors should walk around the room and verify that the 
username and test information on a student’s computer screen 
matches the information on their test ticket.  If any information 
for the student is incorrect on this screen, proctors should notify 
their SAC immediately.  Never start a test if the embedded 
supports and accommodations are not correct.
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Next, proctors will instruct students which test session to select.  
Proctors should walk around the room to make sure students all 
students have selected the correct session on this screen!  All 
students in a testing rooms should be working on the same 
content area and session.
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Proctors should review the test directions with students, 
including the general test directions…
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…the navigation buttons…
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…the testing tools…
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…and helpful testing tips….
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After reviewing the test directions, students will begin the test.
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Here are a few sample items.  In this question, students are 
asked to move the words that best complete the sentence into 
the blanks.
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In this items students are asked to highlight the book titles with 
Capitalization errors.
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Here students fill in the correct bubble.
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In this item students choose the correct word spellings from the 
drop down menus.

29



For breaks of 20 minutes or less, students should pause the test. 
the test can be left on the pause screen until the student 
returns.  Upon return, the student should choose the green 
“Resume” button before the clock counts down to zero.  The test 
will resume where the student left off.

If the student does not choose the “Resume” button before the 
clock counts down to zero, the test session will end, but the test 
will NOT be submitted.  The student will need their test ticket to 
log back into the test.  The student will resume where they left 
off.

For breaks greater than 20 minutes, students should exit the 
test.  The Test Administration Manual states, “Students should 
be told to go back and check any question that they flagged or 
did not complete before exiting the test as they should not be 
going back to any of these items during the next allotted 
testing time.”
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To submit a completed test, students should select “Review/End 
Test”.
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On the review screen, students will be able to see which 
questions they have completed and which they have not 
completed.  Students should be encouraged to go back and 
complete all questions before submitting their tests.  When the 
student is ready to submit their test, they will select “End Test”.
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Once the student selects the “Submit” button, they cannot 
return to the test.  Students must SUBMIT their test for it to be 
scored. If a test is not properly submitted, the student will be 
counted as NOT TESTED.
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If some students finish the test early, they may quietly work on a 
designated task at their workstation.  Please make sure the task 
is not related to the content area you are testing.  Before 
students leave the testing room, ensure that all students have 
properly paused or submitted their tests.  Proctors should also 
collect and count all test tickets and sheets of scratch paper 
before allowing students to leave to ensure also test materials 
have been accounted for.  If your pre-test count does not match 
the post-test count, you must resolve the discrepancy 
immediately.  Test tickets and scratch paper are considered 
secure testing materials and should be accounted for at all 
times.
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Once the testing session has ended, proctors should make sure 
all computers used for testing are properly signed out of the 
INSIGHT testing browser.  If any testing irregularities occurred, 
they should be reported to the School Assessment Coordinator.  
Finally, proctors should return all test tickets and scratch paper 
to the School Assessment Coordinator immediately.
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Special circumstances sometimes occur during testing.  Here are 
a few of the most frequent.  Students may take as may 
bathroom breaks during the assessment as they need.  If the 
break is less than 20 minutes, they should simply press the 
“Pause” button.  If a student becomes ill during the test, log the 
student out of the INSIGHT testing browser by selecting “Pause” 
then “Exit”.  All answers will be saved and the student will pick 
up where they left off when they return to test.  Please 
remember that for breaks greater than 20 minutes, students will 
not be allowed to return to previous questions.  The proctor 
should collect and securely store the student’s test materials 
until they return to resume testing.  If a student accidentally 
submits a test before they are finished, contact your School 
Assessment Coordinator immediately.  Under certain (rare) 
circumstances, the test may be unlocked.
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Designated supports and accommodations are intended to 
provide equitable access to grade level content for all students 
regardless of disability or English language acquisition.  Please 
always ensure that the online (embedded) supports and 
accommodations that a student should receive are correctly 
printed on the student’s test ticket before they start testing.  
Accommodations be practiced with the student using the Online
Training Tools (OTT) ahead of testing whenever possible.  
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Here are a few important reminders if you are providing 
supports and accommodations for students…read list above
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DPI takes test security very seriously during all statewide testing. 
Violations of test security can result in invalidation of student 
test results and/or civil legal liability for copyright violations.  
Whether intentional or by accident, any deviation in test 
administration must be reported to your School Assessment 
Coordinator as soon as possible.  
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Important rules to follow during the test window include the 
following:  read list above

NOTE TO SACs:  Please emphasize the importance of not using 
electronic devices in the testing room with proctors.  It is 
important for proctors to model good test taking behavior with 
students by not using devices of their own.  It is also important 
to demonstrate respect for students by ensuring a distraction 
free testing environment that does not include clicking keys or 
pinging noises.
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read list above
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read list above

NOTE TO SACs:  Please emphasize the importance of “active 
monitoring” during test administration.  Proctors should be 
solely focused on students and should not be reading, grading, 
or doing anything unrelated to test administration during test 
sessions.
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Here are a few troubleshooting tips:  read list above
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For additional resources, please visit DPI’s Forward Exam 
website.  You will find Test Administration Manuals, Frequently 
Asked Questions, and additional information about Supports 
and Accommodations.
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