Dear _(candidate name)_ ,

You have been selected to take the online _(test title)_ exam for the _(agency name)_.  Your online test will be provided by CPS HR Consulting in partnership with ProctorU. This email is to inform you of the details of the exam. Please read this email in its entirety.
Logistics

· Exam Window: The date for the _(test title)_  exam has been scheduled for _(start date and time including time zone)_  through _(end date and time including time zone)_.  
· You will receive an e-mail directly from ProctorU (noreply@proctoru.com) with information on how to schedule your exam. Test sessions are available on a first come, first served basis, so register and schedule your session as soon as possible after receiving the email from ProctorU. Please note it can take up to five business days to receive the registration email from ProctorU. 
· Use the direct link sent to your email to register for the exam. Creating an account from ProctorU’s main webpage will NOT allow you to schedule a test session.  
· You must schedule your exam no later than 72
 hours prior to your desired test time.

· Be sure to test your equipment prior to your exam. Once you receive the ProctorU email, follow the directions for testing your equipment. To ensure your equipment is working and your internet speed is sufficient, we recommend testing your equipment in the same location and time of day you will be taking the exam, in addition to one to four hours prior to your test time.
· On the test administration day, please set aside at least (add time) 
 for your test session for time for the authentication process (verify your identity, review material, answer test questions, and submit your responses). Please note that technical trouble shooting may require additional time. However, the sign in, verification process, and any technical trouble shooting before the start of the exam does not count against your exam time.
Important Information Regarding Your Online Test

You may take the test from a location of your choice during the time you schedule. However, please note that candidates are required to test alone in a quiet, distraction-free area using a reliable computer with a high-speed internet connection, a microphone, a webcam (internal or external), and a Windows or Apple Operating System. To ensure you are in a secure testing environment, the proctor will ask that you scan your whole room with your camera and may ask that you rescan your room at any time during the test administration.   
Once the test session begins, candidates will not be allowed to leave the proctored area. No other individuals are allowed in the testing room with the candidate during the exam.  Candidates are not allowed access to notes or personal items including, but not limited to, purses, briefcases, backpacks, wallets, study materials, electronic equipment (e.g., smart watches, exercise trackers, etc.), calculators, sunglasses, books, note pads, etc.  Verification will be conducted via webcam to ensure a clear testing environment; candidates must have a reflective device on hand (i.e., a mirror or cell phone) to complete this verification.  If you use a cell phone during the verification process, the proctor will ask you to place it away from your testing area and it may not be accessed during the exam.  An erasable hand-held
 whiteboard and erasable marker can be used during the exam.  After completing your exam, the proctor will verify the whiteboard has been erased completely. Do not disconnect from the exam until you have erased your whiteboard for the proctor. (You must supply your own whiteboard and erasable marker for your own use.) 
Exam Rules

A list of rules for testing with ProctorU is provided below. Failure to comply with test rules may result in disqualification
 from the selection process.  
1. Alone in room

2. Clear testing surface/area

3. Connected to a power source
4. No phones (unless directed by remote proctor) or headphones

5. No dual monitors

6. No leaving seat

7. No talking

8. No pausing the test
9. No scratch paper
10. Webcam, speakers and microphone must remain on throughout the test

11. The proctor must be able to see you throughout the duration of the test

12. Testing from a hard surface will be required: no beds, couches or testing from the floor

You will be provided additional information and rules about your test once you log on at your scheduled test time. Be sure to carefully follow all test instructions provided to you.   

You may not share the test link or test content with anyone, and all test content must be accessed, viewed, and completed only by the authorized test taker. 

Although this test will be completed online, the host test agency may require follow up, in-person testing to certify the test scores of all candidates. 

Please note that only two Internet browsers are supported by ProctorU:  Firefox and Chrome.  Make sure to disable all popup blockers and enable cookies.

Technical Requirements
To use the online testing system, you will need to make sure your computer meets the following technical requirements:

1. You must take the online exam from a location that has sufficient internet speed of at least 2 MPS upload and download speed.  You can test your internet speed at http://www.speedtest.net. Make sure that you are on the wireless network that you will be using during your exam when you test your internet speed. Public or unsecured wireless connection may not be permitted. 
2. Your computer must be equipped with a webcam, speakers and a microphone that will be used throughout the duration of the test. Once you receive the ProctorU email, follow the directions for testing your equipment
3. If you are using a MAC to take the exam, click the link below and read/follow the instructions https://support.proctoru.com/hc/en-us/articles/24760032813453-How-to-Download-Install-and-Uninstall-the-Guardian-Browser 
4. Chromebooks and tablets are not supported.
5. Download and install the Guardian Browser before your exam. Use this link for instructions: https://support.proctoru.com/hc/en-us/articles/24760032813453-How-to-Download-Install-and-Uninstall-the-Guardian-Browser 
6. On your scheduled exam date / time, you will be required to download the software program LogMeIn Rescue. Ensure that it is allowed if you are using a work-issued computer. LogMeIn is deleted automatically as soon as your proctoring session is over. You can also delete the extension/add-on after each session if you choose. 
7. During your administration, the remote proctor will briefly request control of your computer (e.g., for technical support, launching the exam). Additional ProctorU staff may be requested for advanced technical support and/or troubleshooting. Proctors may require additional time in control of your computer when attempting to resolve technical issues. 
For more information on remote testing and what to expect, please visit the ProctorU Live Resource Center at https://support.proctoru.com/hc/en-us/articles/9951434736525-Exam-Day-What-to-expect-Guardian 
Remember that you must register for an account via the link that you will receive from ProctorU. 
If you have any questions, please contact (host test agency contact information).

�Note to client: Please adjust if allowing premium scheduling. �


�Note to client: Please include at least an additional 30 minutes in addition to the test time. �





�Note to client: Please remove if this portion does not apply.�


�Note to client: Please adjust as needed based on your rules/policies. �





