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Proctor and Teacher Instructions 
MAP™ for Primary Grades 
 
These instructions will enable you to prepare for and conduct a warm-up session as well as a MAP™ for 
Primary Grades session with your students in grades K–2. A smooth test requires the following: 

� Preparing students for testing 

� Preparing the lab before the test session 

� Setting up test workstations for each student 

� Conducting the test 

� Obtaining test results 

Additional Resources 
For information about selecting the appropriate tests for your students, access the Guidelines for Placing 
Students – MAP™ for Primary Grades� document. 
 
Preparing Students for Testing 
Follow these steps to prepare your students before the test session: 

1. Schedule time to complete the Test Warm-up� with your students one or two days before testing. If 
your students are familiar with computers and using a mouse, the Test Warm-up� will take about a 
half hour. A longer timeframe, one-on-one, or small group instruction may be needed for students who 
are not familiar with a computer or who have difficulty understanding audio instructions.  

2. Access the Test Warm-up� to prepare students for both the Mathematics and Reading  
assessments. Both Windows® operating system and Mac OS® versions are available. You can run the 
Test Warm-up� from the NWEA web page, or you can download a zip file, extract the test files, and 
run the application from the MAP for Primary Grades Test Warm-up subdirectory. 

3. If you prefer to read a text version of the audio instructions to your students, access the Test Warm-up 
Audio Script� document on the NWEA web site. All the audio clues and descriptions are presented 
sequentially, and they match the warm-up presentation.  

4. Before the test, review the Student Directions provided on the last page of this document, and read 
them to all students at the time of testing. 

  

�       = Online Resources  
 Refer to the Easy 

Access to Online 
Resources handout 
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Preparing the Lab Before the Test Session 
Follow these steps to prepare the lab before the test session: 

1. Obtain headphones for each student taking MAP for Primary Grades tests concurrently in a lab 
setting and place a set at each workstation. 

2. Adjust the audio volume on each computer before launching the TestTaker session. You can adjust 
volume during testing only if the workstation keyboard has a separate key that allows access to the 
control: 

� Before starting TestTaker on a Windows® operating system, open the volume control panel 
to adjust the volume. Some Windows® keyboards have a volume adjustment key. 

� Before starting TestTaker on a Mac OS®, adjust the volume using the button on the 
keyboard.  

3. Consider covering or setting aside the keyboards at each workstation after setup is complete. 
Students can do everything they need to do within the test items by using a mouse to left-click on an 
item. The student does not need to know how to use the keyboard. Covering/moving keyboards 
reduces the likelihood that students will do something unexpected. 

4. Verify that the printer connected to each testing workstation is operational. Make sure the printer 
you want to use is set as the default printer. You may want to print out the End-of-Test Score 
Screen Report for each student. 

Setting Up Test Workstations for Each Student 
Follow these steps to prepare workstations before the test session: 

1. Click the TestTaker icon to launch the application. You will see the Proctor Login screen.  
 

 
 

2. Type your Proctor User Name and Password in the Name and Password fields. Remember that these 
fields are case-sensitive. Click Next. You will see the Test Selection screen. 
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3. Click on a subject from the Subject drop-down menu. Available tests for your chosen subject will 
display. 

 
 

4. Highlight a test and click Add. MAP for Primary Grades test names have a PRI prefix to differentiate 
them from standard MAP tests. Click Next near the bottom of your screen. You will see the Student 
Selection screen. 
 

 
 

5. Type a student’s last name into the Last field next to Student Name and click Search. You will see 
students with that last name. Scroll to the student for whom you are preparing this test. 
Kindergarten is listed as grade 13 and pre-kindergarten is listed as grade 14.  
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6. Click the desired student and click Finish at the bottom of your screen. You will see the Start Test 
screen for your selected student/test combination. 
 

 
 

Conducting the Test 
Important information to help you during the test session: 

� Students can do everything they need to do within the test items by using a mouse to left-click on 
an item. The student does not need to know how to use the keyboard.  

� Every time a new item is displayed for a student, the workstation automatically plays an audio file 
that contains everything a student needs to hear. Students need to listen to the entire auto-play 
audio file before clicking anywhere on the screen. If they interrupt the auto-play audio file by 
clicking an answer, they cannot play that particular audio file again.  

� A student may click on an audio icon to replay the associated audio file as many times as needed. 
Do not confuse these audio files with the audio files that play when the item is first displayed. 

� If students need a short “wiggle” or water break, that is OK. Access the Proctor Administration 
Menu by pressing Ctrl+Shift+P (Windows® or Intel® Mac® operating systems) or Apple+Shift+P 
(Mac OS®) on each workstation. You will be prompted for your password and then you will see 
the blue menu screen. 

 
 

� To restart the test, click the Close Proctor Menu button and enter your password. When a student’s 
test is restarted, the test will return to the same question in the sequence, but will display a 
different item.  

Obtaining Test Results 
Important information to help you after the test session: 

On the final screen that appears when a MAP for Primary Grades test is completed, the Continue 
button is disabled. Disabling this button prevents younger students from inadvertently clicking on the 
button and dismissing the screen prematurely. To enable the Continue button and proceed to the End-
of-Test Score Screen, press Ctrl+Shift+K (Windows® or Intel® Mac® operating systems) or 
Apple+Shift+K (Mac OS®).  
 

 
 

� For immediate documentation of student data, you may print the End-of-Test Score Screen 
Report after each student completes any test. Online reports are available on the Reports Site  
24-48 hours after test events are uploaded through the Test Administration Application (TAA).
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Student Directions for the MAP™ for Primary Grades Tests 
Read to all students. 

 
Note to Teachers: Before taking your class to the testing lab, remind your students of the following. 

� Please sit where you are instructed to sit. 

� Do not touch the computers or headphones until I tell you to do so. 

� Listen carefully to ALL instructions.  

� If you do not know an answer, make your best guess and keep going. 

� What you see on your screen may be different from your neighbors. 
 
Note to Teachers/Proctors: All items in italics are for your information only.  
 
� Today you will take a test. The activities on this test will help us know what you are ready to learn.  

 
� Raise your hand if you see your name on the computer screen in front of you. Keep them up. 

 Wait to give the next instruction until all students have indicated they see their names. 
 Tell them they may lower their hands. 

 
� Raise your hand if you see a button with words on it under your name. You may lower your hands.  

 
� Raise your hand if you do not see a button below your name. Keep your hands up and I will help 

you. 
 Help any students who are not able to identify this start button.  
 Tell them they may lower their hands. 

 
� We are almost ready to begin.  

 
� Once you begin the test, wait until the talking stops before you click an answer.  

 
� If at any time during the test you have trouble hearing the person talking, please raise your hand 

and I will help you.  
 

� You will know you are done with your test when you see the barking dog and you hear “Good job.” 
When you see the barking dog, please raise your hand.  
 

� We are ready to begin.  
 

� Please put on your headphones, and then click the button under your name to begin your test. 
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Find us on Facebook at NWEA or follow 
us at twitter.com/NWEA to get updates 
from NWEA and the SPARK Community 
and stay current with the latest educa-
tion headlines. 

lexile.com
The Lexile Framework® for Reading
Matching readers with texts
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