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 Information & Guidelines for SCHOOL Online Test Administrators

General:
· Online tests are administered by MBAResearch
· Tests are taken individually from any computer with access to the Internet.

· Tests are administered by the school designated testing administrator

· Tests may be administered at any time during the pre-determined open testing window 

· Students may be tested as a group, in several groups, or individually

· Students will have only one opportunity to take the test

· If a student is "activated" as a participant in the current testing session and they do not show up, they may be re-tested later.  Once they are activated they have a 60 minute window to begin testing. However, if they do not begin the test at that time they may be re-activated later and take the test then.

· Test questions show up in random order…the order will not be the same for everyone. 
· Students will have the option to go back and change answers or skip over a question and then come back later.

· Students and site administrators will not have access to test scores. District testing administrators can view or download test scores.

Registration and Preparation for Testing:
· Register all students to be tested using the forms, guidelines, and deadlines provided by your district leadership council representative.

· Reserve computers or computer labs as needed for the dates your district is scheduled for online testing.

· Using the Administrator ID and password provided in advance by your district testing administrator, the site testing administrator should preview the testing website (www.webxam.org) a few days in advance to insure that students are registered correctly and to obtain student id’s and passwords. 
· Select from the menu on the left “Students” ( “List”

· Click the “Show Passwords” box & select “go”

· Print a list of passwords to be provided to students

· Notify your district testing administrator of any registration errors

· Inform students of id’s and passwords (id’s and passwords are case-sensitive).

· Please DO NOT WAIT UNTIL THE LAST DAY of the testing window to schedule testing. Things happen like snow, absences, and network failures. Always save the last day for contingency purposes.

Test Day(s):
· On testing day, the site administrator will log on to the testing website www.webxam.org using the Administrator ID and password provided.

· “Activate” the students that will be testing during that session.  A list of all students registered to take the test from your school will be pre-loaded on the testing site in advance

· Select from the menu on the left “Student Tests” ( “Schedule Student Tests”

· Click the “Show Passwords” box

· From the “Test Selection Box” select the exam you wish to administer. This will bring up a list of all the students registered to take that test from your school. You will need to repeat this step for each different test (event) you are administering.

· “Activate” those students who will begin the test within the next 60 minutes.

· Select the check box next to the name of each student you wish to activate (or choose  “Select All”)

· Note the countdown timer to the right of each student’s name. The timer indicates the time remaining for a student to login and begin the test.

· Students must begin testing within 60 minutes after they have been activated. However, if they do not begin the test at that time they may be re-activated later and take the test then.

· TIME SAVING TIP: You can activate ALL your students at once (for each test). If they don’t take the test during that session, you can reactivate them at another time. 
· Students will log on to the testing website www.webxam.org with the ID provided by the school administrator. 

· Instruct the students to select “Student Tests” on the left.

· Have the students click the “Take Now” button to begin the exam.

· Students will have 100 minutes to complete the test.  The system will time-out 100 minutes after the student begins the test (most take less than 60 minutes)

· Make sure students know to click the “Submit” button only after they have completed the test.  Once the “submit” button is clicked the student cannot return to the test.

· Do not be alarmed by the message “You are not authorized to take this test…” This message will only pop up AFTER a student has submitted their test and then tries to get back in again. If your student gets this message their test is complete and he/she has a score.

· Repeat the process for each testing session scheduled at your school.

After tests are completed:
· Site testing administrators should go back and make sure each student has submitted their test.  If a student simply logs off and does not hit the “submit” button there will be no score.  Administrators should log in, locate the “Student Tests/Schedule Saved Tests” buttons, and identify any names listed with open tests. You should re-activate those students, then open the student’s account and submit the test for them.

(continued)

Event Test Codes:

· The following table is provided as a reference for 2012 CDC test assignments and test codes:

	Event 
	DECA Event Code
	Exam Name
	Test ID Number

	
	
	
	

	Principles of Business Administration Events
	
	
	

	Principles of Business Management and Administration
	PBM
	Business Administration Core Exam
	1061

	Principles of Finance
	PFN
	Business Administration Core Exam
	1061

	Principles of Hospitality and Tourism
	PHT
	Business Administration Core Exam
	1061

	Principles of Marketing
	PMK
	Business Administration Core Exam
	1061

	
	
	
	

	Team Decision Making Events
	
	
	

	Business Law and Ethics
	BLTDM
	Business Management and Admin Cluster Exam
	1065

	Buying and Merchandising
	BTDM
	Marketing Cluster Exam
	1062

	Financial Services
	FTDM
	Finance Cluster Exam
	1064

	Hospitality Services
	HTDM
	Hospitality and Tourism Cluster Exam
	1063

	Marketing Communications
	MTDM
	Marketing Cluster Exam
	1062

	Sports and Entertainment Marketing
	STDM
	Marketing Cluster Exam
	1062

	Travel and Tourism
	TTDM
	Hospitality and Tourism Cluster Exam
	1063

	
	
	
	

	Individual Series Events
	
	
	

	Accounting Applications
	ACT
	Finance Cluster Exam
	1064

	Apparel and Accessories Marketing
	AAM
	Marketing Cluster Exam
	1062

	Automotive Services Marketing
	ASM
	Marketing Cluster Exam
	1062

	Business Finance
	BFS
	Finance Cluster Exam
	1064

	Business Services Marketing
	BSM
	Marketing Cluster Exam
	1062

	Food Marketing
	FMS
	Marketing Cluster Exam
	1062

	Hotel and Lodging Management
	HLM
	Hospitality and Tourism Cluster Exam
	1063

	Human Resources Management
	HRM
	Business Management and Admin Cluster Exam
	1065

	Marketing Management
	MMS
	Marketing Cluster Exam
	1062

	Quick Serve Restaurant Management
	QSRM
	Hospitality and Tourism Cluster Exam
	1063

	Restaurant and Food Service Management
	RFSM
	Hospitality and Tourism Cluster Exam
	1063

	Retail Merchandising
	RMS
	Marketing Cluster Exam
	1062

	Sports and Entertainment Marketing
	SEM
	Marketing Cluster Exam
	1062

	
	
	
	

	Marketing Representative Events
	
	
	

	Advertising Campaign
	ADC
	Marketing Cluster Exam
	1062

	Fashion Merchandising Promotion Plan
	FMP
	Marketing Cluster Exam
	1062

	Sports and Entertainment Promotion Plan
	SEPP
	Marketing Cluster Exam
	1062

	
	
	
	

	Professional Selling Events
	
	
	

	Hospitality and Tourism
	HTPS
	Hospitality and Tourism Cluster Exam
	1063

	Professional Selling Event
	PSE
	Marketing Cluster Exam
	1062


 (FAQ’s next page)
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Frequently Asked Questions

1. How do we get the students’ test ID numbers which they need to sign on?

The school testing administrator can log on to the test site, select the student list for their school, click the “show passwords” button, click “go,” and the list of names and passwords will show up..

2. What do we do if the online registration file for my school is missing, incorrect, or incomplete?

Please notify your district testing coordinator immediately.  We can usually correct the problem online.

3. Is everyone required to test at the same time, or can we break it up into different sessions?

You can schedule as many sessions as you need during the open testing window, but students can only take the test one time.

4. When the test window opens will it be available 24 hours each day during the scheduled testing dates?

Yes.

5. Just to clarify...students must start taking the test within a 60 minute window after being activated, right?

Correct. However, if they do not start the test within that time limit, they may be re-activated again at a later time.
6. Will students be able to keep track of how many questions they have answered and how many remain while testing?

Yes, along with the amount of time remaining.

7. After they begin the test, each student will have 100 minutes to complete the test, correct?

That’s also correct.
8. How do we deal with IEP’s and extended testing issues?

The school testing administrator will have the option of extending testing time for selected students. Most browsers have a zoom function to enlarge type. Go to the student list, click the name of the student, and select the edit button.

9. I am taking the test and the web page will not load, the close button does not work, what do I do?

This is usually due to a problem with an old PC. Use the keystroke “Ctrl+w” to force the window to close and then restart the test. The system will automatically recover and take you back to where you left off.

10. My students have been working on their tests and there is a power outage on their computers. What do we do?

Students can log back on and the system will automatically recover and take you back to where you left off.  The site administrator may need to re-activate the students that experienced difficulties.

11. I am trying to activate a large number of students at once; nothing happens when I click the “activate” button, what do I do?

The system will only allow you to activate 40-50 students at once. Try activating the students in several smaller batches of students.

12. I am taking the test and the web page navigation is behaving strangely. The browser seems confused and the pages appear to be in the wrong order. What is happening?

A network proxy server causes these symptoms. Contact your network administrator and ask them to disable proxy caching of www.webxam.org
13. I am attempting to login to www.webxam.org and I see the error “Access Denied” or “Cannot display page due to security settings. What should I do?

These errors are seen when your network restricts access to the web via IP filtering. Contact your network administrator and ask them to allow access to www.webxam.org.

14. I can login to www.webxam.org with no problems but the site becomes blocked when I begin a test. What should I do?

Some of the text in the URI is causing the page to be blocked by “Net Nanny” type 
software. For example: a student with the last name “Sexton” would generate a URI containing the string “sex”. This would trigger certain sanitizing programs to block the page. Have your network administrator disable the blocking software for www.webxam.org or register the student using a different name.

15. Is there a help desk or phone number we can contact if we encounter problems during the test administration?

Always call your district administrator first, or your state testing administrator (ken.bumgarner@cms.k12.nc.us). MarkED (MBAResearch) also has staff available to assist with most issues, 1-800-448-0398 ext. 227; however we are charged a fee for calls to this help desk.
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