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A User’s Guide for Teachers
Introduction

This is a “getting started” guide for teachers. Please read these instructions carefully! In order to use
the Precision Exams test administration system you MUST register in the system, and have a valid ID
(e.g., your CACTUS ID) and Password. If you need to retrieve your Precision Exams account
information, or, if you have any questions about using the system, please contact Precision Exams
at: 801-653-9356, or e-mail us at: support@precisionexams.com

This guide reviews the following topics:
Registering in the system
Logging into the system
Creating a class

Creating an exam

Proctoring an exam

Printing certificates

Showing active exams

Registration
1. Go to: www.precisionexams.com/usoe
2. Select Teacher Registration
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3. Read the instructions and select the Next button.

Welcome to the Utah CTE Teacher registration

In order to administer CTE assessments you must self-register.

You will need your state CACTUS ID to complete the registration process. If you don't have a CACTUS ID a new ID will be generated for you by an administrator. Please
allow 24 to 48 hours for ID requests.

After you complete the registration, instructions and a random password will be emailed to you.

Please press the "Next" button to continue with your registration.

4. Complete the required fields in Step 2 and then select the Next button.
Step 2 of 4

Teacher Contact Information Please enter your contact information hare.

First Name * | ML | Last Name * i
Primary E-mail * [ | Alternative E-mail | |
Day Phone * | | Evening Phone | |

State ID Please enter your State CACTUSID. This will be your login ID.

CACTUS ID * o No CACTUS ID [ ]

Password *
Confirm Password * S
If you don't know your CACTUS ID, an alternate ID will be created for you. This may take 24 hours to complete.

School/ District - Press the + icon to expand district folders to see schools Bizass select your school 3ssignment(s). You may ssiect more than one school

Organization | Select Sche

5. If you teach at multiple schools please add all the schools/districts that you teach at.
6. If you have entered the correct Cactus ID and you receive a message your ID is not in the
system, then select the “No CACTUS ID” box and continue.
Step 2 of 4

T by Contact Tafovnateoe Plzase enter your contact information hare.

First Name * [ | M.1 \ B | LastName * |

Primary E-mail * | Alternative E-mail |

Day Phone * T | Evening Phone | ]

State ID Please enter your State CACTUSID. This will be your login ID
CACTUS ID * | ] No CACTUS ID []

Password * \

Confirm Password * |

If you don't know your CACTUS ID, an alternate ID will be created for you. This may take 24 hours to complete.

School/District - Press the + icon to expand district folders to see schools Pizase select your school assignment(s). You may sslect more than one school

Organization | Select School |




7. Read and sign the electronic Instructor Agreement form in Step 3 and select Next.

Registration step 3 of 4

Instructor Agreement Form Please read the Instructor Agreement Form and check if you agree.

Please read the Instructor Agreement and mark the check box below if you agree.

2012-2013 UTAH CTE SKILL CERTIFICATE PROGRAM
INSTRUCTOR AGREEMENT FORM
An electronic si, e must be submitted in order to administer CTE Skill Certificate assessments.

All CTE tests must be administered online. Please check with your test coordinator if you do not
have computer access.

POLICY

All CTE assessment content is treated as proprietary and strictly confidential information. Access to
such material is restricted to those individuals of CTE, including teachers, who have a legitimate need
for it.

access to assessment content are responsible for taking reasonable precautions to

i+ Thie inchad ner and inm tha antira adminictratinn neacace

Copy or print agreement
Check if you agree:

8. Verify your information and select the Next button. Registration is complete!

Registration Summary - step 4 of 4

Please review the information below. If anything is incorrect press the "Previous” button and make your changes.

If the above information is correct press the "Next" button and an Instructor Account will be created for you. If you have entered a valid CACTUS ID you will receive an
automatic email with your new password to access the system.

If you do not have a CACTUS ID a new ID will be generated for you by an administrator. You will receive an email when this process is complete. Please allow 24 to 48
hours for ID requests.

Information Summary

First Name: Tyler

Last Name: Park

Primary E-mail: test@precisionexams.com

Day Phone: 801-555-5555

Organization: AAA Testing School

Teacher Agreement: Y

Teacher Login
***Note*** You MUST register to continue. See above.

1. Go to: www.precisionexams.com/usoe
2. Select Teacher Login
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Enter your Teacher ID (your Cactus ID) and the Password you selected and click Login.

@ support@precisionexams.com

E (801) 653-9356

Id and Password are case sensitive

Teacher IdI
Password |

Forgot password?

4. From the My Tests tab select: Add Test
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5. Enter the required fields.
a. Enter the desired class name.
b. Selecta period.
c. Selectaterm.
d. Select the desired exam.
e. Click Create Test.

Class Name: | District Name: AAA Testing District

period: Period 1 "‘h’——e School Name: AAA Testing School
Term: | 1st Quarter H

Select | Exam Name Exam Num | GQuestions Points
()| 3D Animation (819} 818 43 46.00 ~
)| 3D Graphics (818} 818 41 43.00
D A+ (Computer Maintenance and Repair) (884) 284 61 §5.00
O Accounting | (210} 210 87 88.00
O ’Mmz} 22 55 55.00
D AdurtEules and Financial Literacy A (317} 317 50 53.00
O Adult Roles and Financial Literacy B (315} 319 a0 20.00
O Adutt Roles and Responsibilities (310) 30 73 75.00
Cl Advanced Accounting (213) 213 50 55.00
| fdvmmand Buninann 1iak fa e Maniee FEEL nee = < nn ¥



Editing Class Details

If the Class details need to be edited, the teacher can click the Class Name, edit the Class details, and
resubmit the edited Class.

elect action how active

YSelect| Test Code TestMame Class : Year Period Term Status Action

2015-2016 Period 24 3rd Quarter Active PROCTOR

|:| AYTDLZMEK Accounting Il (212) Accounting \

Class Mame |Account1'ng |
Year l015-2016 | Period i Period 2A v |
Term Period|3rd Quarter v|5chooLName[AAA Testing School |

Test Administration

Login as a teacher (see above).

From the My Tests tab, find the Test Code for the class.

Provide students with the Test Code. Students will log in using the test code.

Select Proctor, to view the student names as they import into the class/test list screen.

PWONPE

how last 90 days
Class.

Year Period Term Action

3D Animation (819} Testing Class 2015-2018 Pericd 88 | 1st Quarter PROCTOR

|:| XNQRBWBS Accounting 1(210) Testing Class 2015-2018 Pericd 88 | 1st Quarter Active PROCTOR

|:| DEINPTOZ Accounting Il (212) Testing Class 2015-2018 Pericd 88 | 1st Quarter Active PROCTOR

5. If all of your students don’t display, select the red refresh button on your proctor page.

how active |

Max Percent | Passing | Passing | Performa
Points | Correct | Points Percent | Reguirem

Select | First Name Last Name Score | Pass

Status ‘Repnmﬂ‘ter‘tiﬁca Active | Action ‘
Time




6. Before testing, you MUST record the required performance evaluation. This is done by selecting
all students, choose YES from drop down menu, click on Performance Req, “Y” will load in
column —and then individually select the students who have not completed ALL the required
performance objectives at the 80% level and select No from the drop down menu. A'Y or N will
appear in the Requirement Status field. Double check the list to make sure it is accurate. You can
change the Performance Requirement to Y or N at any time.

| TestList | Industry Test List

Precision Exams technical support; 1-B00-470-1215
Bshow active -

Max Percent | Passing | Passing | Performa

ek Score | Pass Status | Reports/Certifical Active | Action

Select | First
ele Irst Time Points | Correct | Points | Percent | Requirem

e
TEST STUDENT 1 90 0 0 80 Walting | ;. ovaiable Y Deactivate
Authorizi

i TEST STUDENT 2 90 0 0 80 Walting | navaiable | Y Deactivate
§ Authorizi

If you DO NOT complete the Performance Requirement, the following message will appear:

All selected student(s) must have performance requirements equal to 'Y or ‘N' to Authorize.

7. The Test Code also appears on this screen on the left side. Select students to test (click on the
box by their name), then select Authorize. The exam is now available to your students. You can
select all the students at once or individually.

Printing Certificates

Note: you will no longer receive state issued certificate paper. Please use your own
paper to print certificates.”)

1. Before printing certificates you MUST record the required performance evaluation. This is done
by selecting all students, choose YES from drop down menu, click on Req Complete, “Y” will
load in column — and then individually select the students who have not completed ALL the
required performance objectives at the 80% level and select No from the drop down menu. AY
or N will appear in the Requirement Status field. Double check the list to make sure it is
accurate.
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2.

Print certificates by selecting All Students and then click on the Print Certificate link. A PDF will
be created of the student names that have a Y in the Pass and Requirements Status fields. You
can select one or more individual students and then click on the print certificate function.

IMPORTANT
In order to print standards on the back of the certificate you MUST set your printer to print
ODD pages first (this will print the front of the certificate with the student’s name).

3.

Once the certificates have printed, turn the certificate paper over and format your printer to
print EVEN pages (this will print the back of the certificate with the standards).

Activating and Deactivating Exams

Teachers can activate and deactivate exams from current and previous years. This functionality
allows them to view ONLY the exams for the current year, or view past exams.

To activate and show exams for the current year, use the “Select Action” drop down menu and

choose Activate.

'IShow last 90 days

'_

Sele Select action

| class |

Year

| period

| status | Action \

q Activate

-=-- Deactivate {3

=
Sample Business Program (001)

Test Class

2013-2014

Period 1

Active PROCTOR

After activating the exams, choose Show active from the drop down menu.




