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PHTA CPO Instructor Proctor Instructions

Introduction

This document covers the responsibilities of CPO Instructor proctors and the
procedures to be followed before, during, and after each exam administration.
Adherence to these procedures’ security and accuracy for PHTA Professional
Certification Exams. Test scores are meaningful only if the same instructions and
procedures are followed by all proctors and candidates.

The procedures outlined in this manual sets the standard for secure test
administration. As a proctor, your primary concern is safeguarding test security,
conducting the test efficiently and quietly, protecting the test takers from
disturbance, and ensuring protection of the test materials from loss or unauthorized
access. No one is permitted to copy or retain copies of test questions.

Proctors are expected to report any exam irregularities and security issues to PHTA.
If you have any questions regarding a PHTA examination administration, please
contact us directly at education@phta.org.

Proctor Responsibilities

e To adhere to all policies and procedures set forth in this document.

e You may not delegate test supervision to any individual who is not a currently
authorized PHTA CPO instructor.

e If you, as a PHTA proctor, encounter any suspected or documented exam
irregularities, you are required to report these to PHTA.

Equal Treatment
e All PHTA proctors are required to administer PHTA exams in a
nondiscriminatory manner and in accordance with all applicable laws,
including the Americans with Disabilities Act.
e The procedures described in this guide must be followed uniformly to ensure
a fair and equitable testing environment for all candidates.

Security of Candidate Information
e Candidate data, including personal information and exam scores, is
considered confidential and may not be shared.
e Any proctor found to be accessing candidate information other than for a test
administration they proctored will result in immediate revocation CPO
instructor privileges.
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Security of Test Materials

PHTA exams are copyrighted and cannot be resold or redistributed for
commercial or other use. It is your responsibility as the proctor to ensure that
every possible effort is made to prevent students from copying the contents of
the test.

At the start of the exam administration, you must clearly explain to candidates
that they are prohibited from copying the content of the examination,
including using a phone to take pictures, taking screenshots, or any other
means.

If a candidate is observed doing so, you must report this activity to PHTA, and
the candidate’s test results will be disallowed.

Candidates with Disabilities or Special Needs

If you have candidates who require special testing accommodations, there
are ADA versions of each examination which allow extra time for
completion. As the test supervisor, you can assign that version of the test
to a candidate.

If a candidate requests an accommodation that is minor and one that you
can handle easily, you may, at your discretion, do so, provided that the
candidate understands the test is otherwise to be administered under
normal procedures.

If a request is more involved, (e.g., asking that test questions be read
aloud), it may be necessary to schedule a separate testing session for that
individual so as not to distract other test takers.

SPECIAL NOTICE REGARDING ONLINE CLASSES ANDS TESTING DURING
COVID-19

Each state has their own requirements to grant approval to test online during and
after COVID 19; please check on the PHTA website and Instructor Updates for more
information about where approvals have been received. The following procedures
are to be followed if conducting online classes and testing.

Candidate Technical Requirements

The candidate must have a device with webcam capability. Once you have
verified the candidate’s identity, that same person must remain visible
throughout the examination.

If necessary, the candidate may use one device for providing webcam
capability (phone, tablet) while using another device to take the exam.
Phones are not allowed for taking the exam because the small screen size
may make it difficult to read the test questions.

Candidates should use either a wired internet connection or a secure WIFI
network for taking the test.
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Candidate Visibility While Testing
Test takers must be visible on webcam the entire time they are taking the exam.
Any candidate not visible on webcam may not take an exam.

If a candidate should become not visible while taking an exam, ask them to stop
taking the exam until the webcam is turned on again.

If the candidate is no longer visible on webcam and the connection cannot
be restored, this must be reported to PHTA and the candidate’s exam
results will be disallowed.

Limit the number of candidates testing at one time to ensure that you can
monitor them all consistently. A maximum of 20 candidates per testing
session is recommended.

Test Day Preparations

Treat all test takers equally. Make certain that none of your procedures
makes one candidate feel different from any other.

Be patient in responding to questions before the test begins.
Candidates may not leave the room once the test has begun.

If you suspect someone of cheating or disturbing others, treat the
individual reasonably but firmly, without disrupting the testing session or
the other test takers.

Prior to the Testing Session

Register your candidates at https://reg.testrac.com//phta following the
directions in the next section of this document.

Each candidate must send you a copy of their photo identification at the
beginning of the online class. Once you have received the picture and
confirmed their identity, delete the ID from your device after the test
administration is concluded.

Enter each candidate’s information into the PHTA Testing Center as
described in the proctor instructions.

Review the information and make any necessary edits.

Verify that each candidate is assigned the appropriate test.

Click on Import to send test login credentials to candidates.

Email a test voucher to candidates.

Remind candidates that they may not copy, remove, record, or
photograph any portion of the test materials.

During the Testing Session

As the proctor, you must watch the candidates the entire time they are
testing.

CPO is an open-book exam, so candidates may have a copy of the Pool &
Spa Operator Handbook with them during the test.
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Candidates may also use the eBook during the exam but must be
provided a hard copy book.

You may answer a candidate question during the test provided it is brief,
relates only to the mechanics of the test, and is not disruptive to the other
test takers.

Candidates can bring a calculator, but it cannot be on a cell phone or
other smart device.

Candidates may use a pencil and paper for math calculations.
Candidates must be in an isolated room.

Disruptive Situations

If a candidate should get disconnected during the testing session, the test
will pause at the time the interruption occurs. Have the candidate close
the browser, login again to the PHTA Testing Center, and under the bar
labeled “In Progress/Incomplete” find the exam they were taking. The
candidate can restart the exam right where they left off and time on test
will have been held.

If a candidate’s behavior during testing has the potential to prevent others
from doing their best work, warn the candidate that he or she will be
dismissed if the disruptive behavior continues.

You have the authority to dismiss a candidate for misconduct. You must
notify PHTA if this occurs.

Use your best judgment in handling the situation.

After the Testing Session

Candidates receive the results of their test immediately upon completion.
Once you have completed the test administration, send your course roster
(both passing and failed students) to service@phta.org within 5 business
days. The completed course roster should include the candidate’s first and
last names, candidate’s email address, the name of the test they took,
score, instructor(s), date(s) of course, and test result (pass/fail). Please
make sure to include any co-teaching instructors to your roster for credit.
PHTA Client Services will extract data from TesTrac to compare with your
roster and then will contact you for payment for each passing student
($45).

Once payment is received your course will be processed, and your
candidates will receive their electronic certificates within 5-7 business
days.

Once processing is complete, candidates who passed will receive an
email asking them to complete a short survey, after which they can
download their CPO certificate and wallet card.

A hard copy of the certificate may be ordered from PHTA for $10 by
contacting Client Services at service@phta.org or 719-540-9119.
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Questions
. Contact PHTA Client Services at_service@phta.org or 719-540-9119.
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CPO Handbook eBook Access on TesTrac OR within People
Cert

Prior to answering the first question, make sure you click on the link Master English CPO
Manual or Master Spanish CPO Manual and it will be presented in a separate browse window
for your students to access.

PeopleCert PeopleCert Online Demonstration Site

Copyright ® 2021 Powered by TesTrac.com, L
Alltalents, certified.

n n - Exam group Logged on as Douglas B Odell

Your questions are presented below. If you need help in understanding the question type, you will find the link for help below the answers
There are two types of tests/questions:

« Traditional tests where questions are presented, answers are captured and one clicks on "Next" to view the next question.
» Single pass exams where questions are presented, feedback is then provided by clicking on "Save and Review". Question feedback is
provided and then one clicks on "Continue" to proceed to the next question.

When you have answered ALL questions, click on: "Complete the exam”. You will be asked for confirmation to score the exam. Click on "YES"
to proceed. If you have not answered all questions click on "NO".

To access the PHTA code book, please click on PHTA_Supervisor_Manual V1

This is an example of a single answer multiple choice question.

Select the word that rhymes with "Orange”. Select a single answer.

PHTA_Supervisor_Manual_V1

O Porridge
O Knowledge
O Morange

@ There is no word that rhymes with "Orange”

[ Mark item for later review

» Help for answering this question type

Return to exam review
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Candidate Registration Procedures for Proctors

1. Go to the PHTA Candidate Enrollment Site https://reg.testrac.com/phta

PHTA Candidate Enroliment

Weicome 1o the Poot & Hot Tub Alkance (PHTA) Ondine Testing Center Thes Is where you wil enroll the candidates for the testing session you will be supervising

Betore proceeding. ploase make sure that you are tamilar with the condent of the PHTA Test Supervisor Guade, whikh detals the procedures to be folowed when administenng a
PHTA examination. As a PHTA ProctorTest Supervisor, you assume the responsibiities outined in the PHTA Test Supervisor Guide and agree 10 ensure that procedures are
fodlowed as cescnbed

Candiiates are to be monitored the entire ime that they are testing. You are required 10 ensure that the abon of the N s 13ir for ak © and the test Is
secure. NO one Is permitted to see a test other than when they are taking it and no one s permitied 1o copy O retain coples of test questions.

It you have any q 5 about & g an examination, piease conact PHTA at senacediphta org

Best wshes for success on your éxaminaton!
© 2020 - TesTrac com. Lid

2. Click on “Click here to start a registration.” Login with your proctor credentials.

Sign in

Please enter your credentials below,

Logn 1D

3. Read the Proctor Agreement and check the box “I Agree.”

<

As a Proctor, | agres %o handio all PHTA tests and related examines information &s secure as defined In the Supervisors Manual and memorandum of understanding. PHTA tests
a8 he conflidental proparty of PHTA and must not e copied of oiwenise ransmitied outsde of the delivery system authonzed try PHTA for test delvery purposes. kdormation
sbout s confdential, Inchuding thekr names. To eosure confidartalty, | wil not copy documents contaning indwvidusity identfable rdormation, or use such rformation
for any purpese other than administenng the tests

| have read and agree %o comply with all PHTA test admmistration pofices, nchuding thoss lsted in the Supervisor's Manual and memarandum of 9. | aso
and agree that PHTA has the right 10 terminate ks refationship with any test ste or lest she persannel without advance notice f PHTA detarmines, in its scle discration and for any
raason, at such eeminalion i appropriste

[ 1 Agree

© 2020 - TesTrac.com, Lid
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4. You will see your Proctor registration details and the steps to follow when registering
candidates. Check your information for accuracy and click “Continue.”

Hermm Fagstisiin = fesasmurts + Abared Dals » s+ Hopes » Logoad
& e
RLLERHEE
Successiul Login

+ Plastss st e fofiraing inslhudions lor Lining T e

= Ela 1 - Candulile Ersol - Paaws B Temin. Fshdi il hiwi s cbiscmb sl 0 i e recuaed. Wi you oy e ol Sebis thcol on ot and
Ty progedd ke B e anvodend. Onog 8l anodeens have e Compled gow Sep 2

& Stip § - Furafng Esnimgniy - Liss his siop o mview condeianss. p) have anvoded You cas saineg changes snvior akeia an soroimant ool Dison your vy kay boan
carmpisied, cck T imearT Yos canchkcates will be snmilad You cynonmwe mos T Sep

+ Stwp 3 - Pegier — To rerms cangicam kog = 10 wns PN mimstary, wiisr @ caie range and cick on “Search”. Pissss maks wam you sid ona o3 Sy m e Ead Cais The
waarrple vt e poi Wi semimant frough 15011 you wisd anier D1EN52617, When dalis s presssied, dick on Expor dats which wil speaer on o desk op. Wiss
g fras Lowen sorrrpdalied, poseosed f0 St 4.

o Bt 4 — Tl Al — T subrares canchels aferp dats, anier o duis resge and =iol on S’ ks sues po e o st ey 1o S End Des. The scsmgle would be §
ou asard stesbmes) thrsugh TRI200 o ol et S1U0T2012. Wi dala & presesiee. dok on Espon sats which will appea on you Sesk iop.

Thes ballomerg am yur Procier segeisation detais

Adraan |

Addmnd

Ciy

Elim

Ip

Casimbry

Phana 1

Phonss 2

5. On the Examinee Registration page, enter the information for your first candidate and click
“Save.”

Examénga Registration

« Plapse covpeip o east B miuees el uang s sxamnss regatraben dets. Fisds maied with an sstsnsh 7] pre sequmad

» Chick gn “Submet” by aubmi the complebed fom

« To ll aeilhe’ sxaimines, chik gi ‘Cisdle Asalhed Eximines” 4 the Wallam o the jgs.

« Onoe you have entered all sxnminess, ether click om Pending Regairahions m tha lef-hand manu er cloicon (3o 10 Pendng Regainmions at the beitem of the page

Last ame” || Marre
st Mama®
Mididle |nitial it o

Personal Email
Addiess

Stroar 1° gy 1

Smwaat 3

City’ City

oty Selmet Crumiry s

= =

State’

Tip Code® T il

Company Rame Vo Hrs

Phone 1° Pénne 1

Phone 2 Papre 7
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6. Scroll down and click on “Create Another Enrollment.” Continue this process until all
candidates have been entered. Then scroll down and click on “Go to Pending Enrollments.”

7. The Pending Examinees screen allows you to review the list of candidates and edit or delete
any registrations and assign examinations to candidates.

; Pending Examinees

The examnees Isied below have been regisiered by you but have not yet been processed When processng 15 ¢ o and Automascaty
assigned), the examinees shown will no longer appear an his st bul wil appear on the Examines Roster page

To edit examinee registration detalis ana/'or delete an examinee registration recora. cick on ect/delete 10 the left of the examinee name
Once you have venfied Ihal examines accounts are Correct cick on Tmport Examinss” 10 compiele e examines regisiration process.

To prnt Examinee Registration cetalls, cick on Examinee Rasier in the left-hang menu

d L ' b d  C Street ! Stront2 City State Zip Birthdate

8. Once you have verified that all the examinee accounts are correct, click on “Import
Participants” to complete the examinee registration process.

9. Inthe tool bar click on “Registration” and then “Exam Roster.” You can now export the list of
examinees with their login credentials as a csv file. Send an email to each candidate, copying
and pasting their login credentials, voucher number, and the URL for the PHTA Online Testing
Site (https://app.testrac.com/phta/delivery).

Revised 06092021
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10. As a proctor, you can log into the PHTA Candidate Enrollment site to view candidate test data.

Click on "Attempt Data” and then “Test Data.” Your candidate scores are presented and can
be exported to Excel. You can also click on "Domain Scores” and export that data to Excel as

well.

From this pae ¥OU Can aCCESS eXaEmines Eﬂlﬂg Informatscn |I'H'JIJI:|II'I; FESESsMants E,EITIPH‘E'H and the score necenved o vVielw eExamines besl.anerrq:t
data, enler 3 date range &nd chick "Search’ Please make sure you 20d one exira day 10 the End Date Example If you wanl regisiranon through
1273172011, you would enfer (102012 When dala s presenled, you can sEve it to your computer by chicking on “Expost Data” and choosing to save fhe

s
4N NZ020 1200 AM = 04272020 12:00 AM = -

Date Tested .l-llllli'll'-ﬂ | First Name II-HI:H-I-IHI ”TII'I-PHMI | SCIINE
4122020 FHE43E1598 Sarmvasl Lifeng P English Imperiad TE
£/14/2020 FHIFIFIF4T Tanis Al ©PO Eaglish Bmparisd )
A/ 472020 PHISITSEEE Crystal ks CPO_SC_ Enghsh Tparal =5
& L4020 PHIMISILT Mark Elridgn OPQ Englinh Empariad 100
L4020 FHESTISITY lpg=e Esriut SR Engiteh Bmperial kS
+/14T020 FHERTIZINA Bransen Kahoney CAQ English Emperis 0
+/14/2020 FHITEITITY Ban Rabert O English Emparisd -
41452020 PHIFTBEIIY Zsmzn Thompaan RO Baglinh Emperisd -
&)1 4/3020 PHE1E1 19T Wil Kinchala R0 Englinh Smperisl ¥3
47472020 Fl1Brrisas Jmszr Dilwt 53 Englinh Empariad R
A7L4/3020 PHESIES1EY Eruwreed Hachuarn 80 Eaglinh Emparial E L]
i »
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11. As a proctor, you can log into the PHTA Candidate Enrollment site and retrieve a list of

vouchers that you have used. Click on Voucher and then click on Used Vouchers and they will
appear. You can export them to your desktop in an Excel format.

The vouchers presented below have been used You can export them to Excel for accounting purposes.

DateUsed

4/21/2020

4/21/2020

{21/2020

4{21/2020

4/21/2020

4/21/2020

4/z21/z2020

42172020

UserID

PHZ20123438

PHZ1800819

PH22362179

PH45565527

PH19754145

PH195741146

PH435659363

PH55565828

LastName

Mapolitani

Cohen

Figgins

Langford

Graen

Sterling

Mackey

Comas

FirstMame

Wincent

Andrew

Brett

Hunter

Christopher

Forrest

Michzel

Pabla

ProctorID

¥¥1526580

X¥1326580

¥¥1536%80

XX1536580

KX1336%80

¥¥1536%80

X¥1526580

XX1536580

name

CPO English
Imperial

CPO English
Imperial

CPO English
Imperial

CPO English
Imperial

CPO English
Imperial

CPO English
Imperial

PO English
Imperial

CPO English
Imperial

VoucherNumbe

PHOSS2X4EXWHKS!

PHO7EB42YG7UFD

PHOS4Z5XZ3POCK

PHOSEWUTIS353L

PHOSSDBX18SSH]

PHO7EIMZDPSSFE

PHOSE1LMS407PL

PHOS557WS8B3VE

Value

30.0000

20.0000

30.0000

30.0000

30,0000

30.0000

30,0000

30.0000

Export Vouchers

Revised 06092021
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Candidate Procedures for TesTrac’s Online Scheduling Site with
People Cert

Once the proctor has completed the candidate registration process and provided the

candidate with the email below, the candidate will enter the scheduling site (
https://reg.testrac.com/peoplecert/ )

The following form will be completed by the proctor and sent to the candidate.

N —

oA

Welcome to the PHTA Scheduling Site

Dear XXXXXX YYYYYY:
Thank for registering for your Online Examination with PHTA. Please
note that the minimum technology requirements for taking your Online

Examination are the following:

A well-working computer with 1 GB of RAM or higher.

. A wired high-speed internet connection (3 Mbps). A wireless internet

connection is not recommended if an Ethernet connection is available.
A camera, microphone and speakers connected to the computer
(consider a webcam with a built-in microphone).

Browser compatibility: IE, Firefox, Chrome, Safari.

Note: Tablets, ChromeBooks, iPads are not allowed to be used. One
must have a laptop or workstation.

Candidate MUST use handheld calculator and cannot use cell phone
and/or computer calculators.

Please proceed to the PHTA Scheduling
Site, https://reg.testrac.com/peoplecert/ where you can:

Schedule your exam

Prior to the day of testing, you MUST re-enter site and click on “Open
Portal” to connect to People Cert to setup your security profile and test
your computers compatibility.

On the day of testing, at the time of testing or slightly before re-enter the registration

site (https://reg.testrac.com/peoplecert/) and click on “Start Assessment” to connect

to People Cert to begin your test.

"Open Portal” changes to “Start Assessment”.

Please note, if you are already registered, then can proceed directly to scheduling your exam
using the information below.

Revised 06092021
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https://reg.testrac.com/peoplecert/
https://reg.testrac.com/peoplecert/

Your Login ID is - PH12345678

Your password is - 123456

Test voucher - abc123

Select company - PHTA

Test to select - [name of test student is to take]

The date and time that you can take the examination is subject to availability of the virtual

Proctor and appointments must be booked in advance.

Thank you and best wishes for success on your examination.

The following are the screens the candidate will be accessing.

Candidate log in page - the candidate will enter their log in ID and Password and in the drop
down select PHTA.

TEs TRA/C)com
S

SignIn

Select Company b

14
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The candidate is then presented with candidate profile information. If there are errors, they
are to contact TesTrac at 952-953-6292 or email to ttonline@testrac.com . The candidate then
clicks on “Select a Test to Schedule.

Juling Logout

Verify

Please verify your information below:

Douglas Odell
1409 Summit Oaks Drive
Burnsville MN, 55337
Fhone: 952-953-6292
dbodell@testrac.com

If the information is not correct please contact TesTrac Support.

Select a Test to Schedule

The candidate then selects their test to schedule from the drop down and their time zone and
clicks on “Build your Appointment”.

Revised 06092021
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Candidate then select their test and time zone and clicks on “Select”.

Select a Test to Schedule

Select an Exam

The candidate is presented with a list of dates they can select and then clicks on “Select

Date”.

Please select a date between Thursday, May 20 2021 and Tuesday, Jun 08 2021

« May 2021 »
Su Mo Tu We Th Fr Sa

25 26 27 286 29 30 1

2 3 4 5 & T 8
9 10 11 12 13 14 15
16 17 18 19 E 21 22

23 24 25 26 27 28 29
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The candidate then selects a time from the list below

Revised 06092021

Please select a date between Thursday, May 20 2021 and Tuesday, Jun 08 2021.

a May 2021 »

Su Mo Tu We Th Fr Sa
25 26 27 28 29 30 1

2 3 4 5 6 T 8
9 10 11 12 13 14 15
16 17 18 19 20 21 22
23 24 25 26 AW 25 29
30 31 1 2 3 4

n

Select Date

Select an available time

1210 AM 12:20 AM 12:30 AM

12:40 AM 12:50 AM 01:00 AM

01:10 AM 01220 AM 01:30 AM

02:00 AM

01:40 AM 0120 AM

02:10 AM

o
20 20 £

02:20 AM 02:30 AM

17



A confirmation page is presented and the click on “Confirm”.

Confirm Selected Date and Time

Confirm you would like to schedule exam P_CPFO English Imperial on Thursday, May 27 2021 at 12:50 AM - Hawaiian Standard Time

Reservation has now been confirmed and the candidate will receive a confirmation email
from PeopleCert.

Confirm Selected Date and Time

Success
P_CPO English Imperial on Thursday, May 27 2021 at 12:50 AM - Hawaiian Standard Time

Click here to continue =

18
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When the candidate re-enters, the following page will be presented. They have three
options:

They can click on “Start Assessment” and they will be connected to PeopleCert

They can click on “Reschedule” to reschedule their reservation

They can click on “Cancel” to cancel their reservation.

Verify

Please verify your information below:

Douglas Odell

1409 Summit Oaks Drive
Burnsville MN, 55337
Phone: 952-953-6292
dbodell@testrac.com

If the information is not correct please contact TesTrac Support.

Please make sure you click the green 'Start Assessment' button below to complete your "My Profile" tasks. Do this now or well before your
exam time.

s

May 27, 2021
12:50 AM
Hawaiian Standard Time

P_CPO English Imperial

Start Assessment

Reschedule [g m
Select a Test to Schedule

19
Revised 06092021



Candidate Setup Procedures for PeopleCert

Candidate’s Journey

When an exam is booked, download and install Exam Shield

Download/Install

. h did ill click |

Once the candidate will click on | PeopleCert software end user license agreement

th e DOWI'\ I Oa d O pt l On U nd e r t h e 1. By this contract you are granted by PecpleCert International Ltd. {from now on referred as PeopleCert) 3 user iicense of the software product contained in the media that you
have in your hands provided that you have cbiained this from PeopleCert or licensed by an PeopleCert representative. distidutor, or retaier of its products (fom now on referred

. . 35 “Software Product’). License granis anly the folowing usage:

Overview tab, a new tab will

Ope n wi th th e Peo l ece rt b. Instaliation of a copy of the product in an intemal network server, in order for the cetermined (under 1) uses 1o be performed by another Camputer of the intemal network.
provided that the software product follows the client/server archiecture or the intemal natwork.

software end user license ke o hat th s oo s s ot o apocalon ekidut it s oo sae 4 more e Compu i Scense rasts th o 86

feature (common use) with all the other PecpieCert applications. It is reminded that the use with other manufsciurers’ applications is under the user license of those
manufacturers, is performed under your responsdility, while PeopleCert in no way guarantees the function in general or the sppropriste function of such application or holds any

agreement and the option to resparaiey et to i

2 Instalaton, usage, 3ccess, work, display, and exacuton of 3 copy of the Software Procuct on your deskiop computers. handne'd PCs. work S1310Ns, 12rming! or oner
elecironic device (from now on referred 3s "Computer’). After the instaiation you may keep the present product as 2 dack-up copy intended for this use only.

select the OS of the computer in —
order to Accept and Install | I
Windows/Mac client &

Accept and Install Windows clent

Filename: ExamSheldLauncherexe
Version: 40723520703
Publisher:  PeopleCert

The following prerequisites are required and will be installed (if
necessary):

* Windows instaler
* Microsof NET framework

PeopleCert Confidential

20
Revised 06092021



Candidate’s Journey

When an exam is booked, download and install Exam Shield

* Once ExamShield will be successfully

(O]

installed the candidate will have two

: - . opleCest
icons on his/her desktop: el
* ExamShield
* Uninstall ExamShield g

Uninstall
ExamShield

PeopleCert Confidential

21
Revised 06092021



Candidate’s Journey

When an exam is booked, download and install Exam Shield

, , ExamShield ¢ @
®* When the candidate will run the e peopleert $ ; ?
ExamShield the relevant popup will
appear with the options:
» System Compatibility ST Candiate Number
COMPATIBILITY 9980060323753036
» Take Exam
Check your system compatibility at
least 1 hcur.pnjlo.r to L_I'\-'_-Flgi"n'.-.:l-J!v'_--J Examination PIN

PeopleCert Confidential

22
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Candidate’s Journey

When an exam is booked, Compatibility Check

%
Need help?
; ExamShield T
* After the Internet Connection check the o Peoiecen ¢ &
call Chat
compatibility check will end allowing the
candidate to click on START EXAM System Integrity Take the Exam
() Passed
. . . . A vizard wil guide you throughout the onboarding process
* This page will be displayed if the [|] gk ’ 1 i
candidate attempts to login after the 10 T o Pased
minutes prior to the exam window Camera
| assed
= Ig_temet Connection
@ Your can dheck the Exam Guidelines in order to be better prepared for the & xam|

PeopleCert Confidential
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Candidate’s Journey

When an exam is booked, Compatibility Check

X
5 Need help?
. ; : ExamShield 1 D
* The timer will appear on the login b Popicr 5
call Chat
page as well, if the candidate will
attempt to run the ExamShield
before the 10 minutes window. T
SYSTEM

COMPATIBILITY 9980060323753036

Check your system compatibility at )
least 1 hour prior to the scheduled Examination PIN

axam time.

CHECK SYSTEM

PeopleCert Confidential
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Candidate’s Journey

Before starting the exam, Onboarding of the candidate

* After the candidate will click on the Start

Exam button, he/she starts the on boarding Et)c(ﬁ.mShIEId
process
* The first part is to accept the Non-Disclosure o ——

Agreement (NDA), by clicking on NEXT

“Click on the NEXT button to symbolize your
signature, ACCEPT these terms and continue
with the exam”

“Click on the End Exam button if you do NOT
ACCEPT these terms and want to terminate
the exam.”

* |f the candidate will click on END EXAM the
ExamShield will close

Meed help?
44 =)
- | 1~
call Chat
Non-Disclosure Agreement
Thi ntial. PeopleCert nghts in the ntelectual

| trademarks used in providing the exam

alable to you as a candidate, solely for
the purpose of your assessment.

-

PeopleCert Confidential
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Candidate’s Journey

Before starting the exam, Onboarding of the candidate

, , _ ExamShield e
® The third part is the Exam Tutorial WA ;“ v
* The candidate may check the five slides
g i . , Accept NDA Exam tutorial
with instructions on how to navigate 1 © compered f |
Check out the exam envronment in order to amikarze and expiore
through the exam, by using the two ,  Read exam strucins ol Bincronaky.

) Completed

arrows on the left and right

° View exam tutorial + Click ZOOM to increase or decrease the
. . . W EX
exam font size
* Or he/she may just click on next and skip : St
. : * In case of a network disconnection click
|t REFRESH and LOGIN to continue with

your exam

PeopleCert Confidential
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Candidate’s Journey

Before starting the exam, Onboarding of the candidate

X
Need hep?
: ExamShield 7@
* Exam rules is the fourth part gt v ¥
Gl Chat
* The candidate will have to scroll down
. Accept NDA
and select ALL 9 RULES, in order for the sl Expissiries
q a Please read and comply with the exam rules
NEXT button to be highlighted .
2 Read exam instructions :
) Completed [ 1 have my ID documents ready A
[ 1 can rotate my webcam to provide a 360 degree view of
- Vm exam tutorial the exam envronment
(& Completed O 1 am alone in the room
[0 My desk is dean and n ine with the test regulations
o Check exam rules 1 wil have my speakers on throughout the whole session
: [T am not alowed to read out loud any questions or answers
[0 My mobie phone wil be set to sient and not deactivated v
BACK

PeopleCert Confidential
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Candidate’s Journey

Before starting the exam, Onboarding of the candidate

X
ExamShield :
: ; : Xamoahie R =
®* The candidate is now requested to either oy et v B
cal Chat
take a CAPTURE, or BROWSE and upload
an ID document 1 AcceptNDA ID document
L Completed
Please upload or take a picture of your 1D document so that we
| can verify your personal information.
2 Read exam instructions
<) Completed Make sure that the final mage s focused and easy to read
3 wﬂ\:—i:?f::fmial ----------------------------------- . ----------------------------------
& Qe | | T
o CAPTURE BROWSE j
| 1 H ‘!
© s . |
‘ BACK

PeopleCert Confidential
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Candidate’s Journey

Before starting the exam, Onboarding of the candidate

X
ExamShield . e
Xxamohnie QA =
*  When the candidate will click on oy eopicer ; ;—

CAPTURE, the camera will load

Accept NDA ID document: Front Side

Completed

* He/she will have to hold the ID in front of
the camera and click on CAPTURE

e place the front side of your ID document inside the
d area. Make sure that the complete document is clearly

Read exam nstructions

-) Completed

View exam tutorial

<) Completed

Check exam rules

<) Completed

1
[
2
|
3
|
4
|
o Scan your ID

©

CAPTURE

PeopleCert Confidential
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Candidate’s Journey

Before starting the exam, Onboarding of the candidate

X
. Heed e
* |f the candidate will click on CANCEL, Fﬁﬁmsmeld $ ©
he/she will be redirected to select again
between CAPTURE and BROWSE g AcceptNOA ID document: Front Side
¥ ontin

* |f the candidate will click on RETRY then

the camera will load again allowing

F
2 oY
ﬂ Having trouble getting a proper capture?

Try agan or feel free to gop it for now, Your proctor will further assist you once you finish this
wizard,

him/her to take an other capture 5 )

* After the third attempt to take a capture
the system will popup a message allowing
the candidate to either TRY AGAIN and o Scan your 1D
take an other capture, or SKIP the part E‘

4

( _7}']

ACCEPT

PeopleCert Confidential
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Candidate’s Journey

Before starting the exam, Onboarding of the candidate

X
ExamShield e
: g z ; Xamosnie Q2 (D
* The sixth and final part is to Connect with Popecer ¢ @
Gl Chat

the Proctor

. . . A NDA Cick LET'S GO and few moments for your proctor tc
* The candidate will have to lick on the D) B conmec it Yt oo okt your seson sl
LET’S GO option and try to connect _ i
2 Read exam instructions Good Luck!
() Completed

3 View exam tutorial

Completed
Completed

4 Check exam rules

Completed

ding my screen, camera and

5 Scan your ID
® skipped

PeopleCert Confidential
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Candidate’s Journey

Option 1

* At the end of the session, we advise the
candidate to uninstall ExamShield as the
link will no longer be active

* Inorder to do so he/she may double click
on the icon “Uninstall ExamShield” that

has been created on the desktop along
with ExamShield

PeopleCert Confidential
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PeopleCert email confirmation.

Revised 06092021

PeopleCert <passpori@peoplecert.org> Douglas B Odell
Your P_CPQ English Imperial exam information with PeopleCert Online Proctoring

) This message was sent with High importance.

[

P_CPO English Imperial.ics -
1KB

Cert

Dear Douglas,
Thank you for choosing PeopleCert for your P_CPO English Imperial exam.
Your exam is scheduled for Thursday 27 May 2021 at 00:50 your local time (UTC-10:00).

Remember that an the day of your exam, you need to have a valid Identification document
ready. You can start your exam up to 10 minutes prior to your scheduled start time.

Get Starte

Candidate number: 9980023516514234
Exam ID: 11475595

Exam Code: 050769661B2B4733

Exam Modules(s): P_CPO English Imperial
Exam Language: ENGLISH

Exam Location: Home

Exam Location Address: postal Address
Trainer:

We wish you the best of luck on your exam.

Regards,
PeopleCert

Please do not reply to this email

Need Help?
1f you need any help, our customer service is available 24/7/365 days 3 year
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¢ Once you have completed the setup process with PeopleCert you will click on “Let’s
Go". You will follow the PeopleCert proctors’ instructions, and your test will
immediately begin, and the first question will be presented.

e Asthe candidate answers each question, they will have the ability to mark a question
for later review.

¢ Once the candidate has completed their test attempt, they will be presented with a
page that will allow them to review items they have answered by clicking on the item
ID. If they have marked item for later review, there will be check mark in the column
“Marked by you”. When the review process has been completed the candidate will
click on “Complete the exam”.

PeopleCert PeopleCert Online Demonstration Site
All talents, certified. i

OO0 OO OB oo oo SS0TR oo s dowis ot

01:55:09

You have elected to score your exam. Prior to scoring an exam, a list of the items are presented detailing:

« Whether or not you have viewed the items. A check mark next to the item number under the header "Displayed to you® is confirmation you
have viewed the item. If the confirmation is not there, click on the item 1D and your question will be presented for your review and answer
selection.

« Whether or not you have provided an answer(s). If a check mark has not been presented, then click on the Item ID and your question will be
presented for your review and answer selection.

 If you have marked a question for review, a check mark will appear under the header "Marked by you'. Click on the Item ID and your
question will be presented for your review and answer selection.

Once your review process has been completed, click on "Complete the exam® and your test results page will be presented.

ol el ol =P et

This is an example of a single answer multiple choice question. Select the
word ..

This is an example of a multiple choice/multiple selection question. Here the
G

This is an example of an essay question type. These item types would

I
‘
<

e
S
<

typically ...
4 This is an example of a matching type question. This question type can be
= ¥ ¥ used ...
5 This is an example of a multiple choice question using an AUDIO Exhibit.
i L « 3

Candid...
5 This is an example of a multiple choice question using a VIDEO Exhibit.
6 v v 5

Candida...
7 5 This is an example of a fill-in-the-blank question type using a text based
o vigne...
& . This is an example of a multiple choice question using images as selectable
= opti...
g This is an example hotspot question type. Here the candidate is asked to
= * v select...

Complete the exam
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The next page that | presented is their test results page which can be printed or sent to their
email account of record. They can also re-enter the site to access another copy they can print.

Display a numerical raw score.

Display a percentage of items correct.

Display any custom logo or text on the score report.

http://corporate.psionline.com/contact/request_info.php

On this page candidates will see the results of their completed examination. Results display has several configurable options:

Display no result and a simple “Thank you for Participating" dialog with custom candidate instructions for their next steps.

If you would like to speak with someone about the services we can provide to your organization, please click on the link below:

Your test results page is presented below. One can print the page for immediate reference by clicking on "Print" and/or it can be sent to your
email account by clicking on "Send". To return to your dashboard, click on "Close".

[romonamomanen ]

Name Douglas B Odell
Email address dbodell@testrac.com
Logon Id PSI3328999
Company TesTrac.com, Ltd.
Birthdate 1701974

Test name PSIOnline Demanstration Exam_Non-Proctored
Attempt # 1
Taken on 5/21/2021 2:36 AM
Reference # 2010.2.1
Score Eigd .
The candidate answered 7 out of 9 questions correctly
Required io pass 70%
Recommended score 70%
Outcome Passed
Feedback on exam Need text here

PSI0nine Demo Exam 78%
The score achieved on this section indicates a passing knowledge of the subject.
The candidate answered 7 out of 9 questions correctly

Revised 06092021

| Print | Send | Close | Help
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Example Letter to students

Thank you for registering for the Certified Pool Operator course. Below is the
information you will need to access the optional practice session, course, and exam.

CPO Zoom Class link and info:

For Wednesday, June 2, 2021, and Thursday, June 3, 2021, from 8 am to 5 pm.

Since this class is rather large, if you can log on at 7:45 am that will assist with
the “check in” so please send in your driver’s license prior to class. Thank you.

Zoom Link for Course:

https://zoom.us/j/96414660753?pwd=73722U3Z0L1Vé6ejdvUG 1rTIMvdURtPJO?

Meeting ID: 964 5400 0753 Passcode: 1596682

Dial Up Connection: +1 929 205 6099 US (New York)

***Please do NOT give your students their voucher code before it is time to take the
exam. Any student that takes the exam without being proctored will receive an
automatic FAIL on their exam and will need to retest with you, the instructor, at a later
time. ***

How to access your exam
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https://zoom.us/j/96414660753?pwd=Z3Z2U3Z0L1V6ejdvUG1rTlMvdURtPJ09

You are already registered to take the exam through PHTA.

Please realize that at no time do you need to enter ANY payment information, so
please DO NOT enter any credit card or payment information at all between
now and the end of the class.

To access the exam, you will need to enter this website:
https://app.testrac.com/phta/delivery

You will log in to take your exam using this information at the login screen:

Your Login ID is: Your Password is: Exam Voucher Code #
is:
Select company - PHTA Test to select = CPO English Imperial

1. Accept the terms and agreement, and click “Sign In.”

2. You should see the page titled “"Welcome to Your Dashboard.” Toward the
bottom you will see the line named “Publicly Available.” Click on the bar and the
exam will appear. Select “CPO English, Imperial” then click “Yes.”

3. Once you click on it the “Test description and Instructions” appear. Click “Yes"” to
proceed.

4.  Nextis the payment screen. The default setting is credit card. Change that to
“Voucher Only”. Copy and paste the “"Exam Voucher Code” above into the
Payment Details “Voucher”. Once entered, click “Purchase” at the bottom of the

page.

5. Choose exam, “Imperial/English.”

6. While taking the test, you can mark any item for later review. Simply place a
check mark in the field below the answers.

7. When finished, you will be able to review items if “time on test” remains.
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https://app.testrac.com/phta/delivery

8.  Once you are finished reviewing, you can click to get your results. If time
remaining on test runs out, the test is automatically scored. When the test is
scored a "Results” page will appear.

If you have any questions or need assistance, please let me know.
Thank you and | look forward to seeing you soon!
Sincerely,

Instructor Name

Revised 06092021
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