Create Exam Groups
1- Sign into www.certiport.com , select the “org administrator” role
2- Click on the “Exam Group” tab 
3- Click on “Add Exam Group” and complete the form. 
4- Once form is complete, click on “update” and the system will generate Group number. 
5- You may edit the exam group number details later by following steps 1 and 2, then click on your group  number, and click on “edit” at the bottom of page. 
 “Information” section- Complete Teacher, Name, and number of students field.   everything else defaulted as shown below.USE the following format for your exam groups:
Course#-Section#-Teacher last name
Under the description:
Name of Course – Period – Teacher – Year
Example: 8207310-0101-Thomas
DIT-1st period-M.Thomas
It does NOT matter WHICH exam the student takes – it is recorded under the COURSE!
We NEED the teacher last name in the Name
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[bookmark: _GoBack]“Assign Exam” section- *Keep defaulted as shown below.
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“Practice Exam- Take at Home” section - *Keep defaulted as shown below because practice exams no longer offered within the Certiport portal.
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“Proctors” section- *Keep defaulted as shown below.
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“Access Rights” section- *Keep defaulted to teacher name as “owner”
[image: ]
image5.png
ACCESS RIGHTS

Name Access Right
X Mindy Howa Owner v |
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INFORMATION

No Teacher

Description:
4

Location:

Number of students: o

Status: ® Aactive ) Inactive

Offline classroom? Yes ®No Offine classroom option is only enabled i the testing center has been designated to deliver offline exams.

Can user print results? @ Yes No

Allow open enroliment? () Yes  ® No Allow Open Enrollment means that Exam Group members are not restricted to taking exams at the testing center associated with the,

Exam Group.
Exam Group ID:
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ASSIGN EXAM

Program:

Language:
Exam:
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PRACTICE EXAM - TAKE AT HOME

Using this feature, users pre-assianed to the exam group will be able to take  practice test outside of the testing center.
‘Access will be provided in the "Practice Exam” section of the Test Candidate main page.
Specify whether to allow your testing center’s inventory or licenses to be used for practice exams taken outside of the

testing center. Using a voucher is always available.

Practice exams only? ves ®No

Permitted payment type: |Voucher only 2
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PROCTORS

Any proctor associated to this organization.

Use proctor list  ® Use any asso

ted proctor ) Use any authorized proctor




