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Good morning,

Thank you for agreeing to help your local Collegiate DECA Chapter by providing your services as a
proctor for our new online testing!  We are excited to have gone online with this process and we
could not have done it without help from persons like you!

Advisors who receive this email: I am just keeping you in the loop so you will understand the
process.  You will not have any access to the Proctor’s login or the student login information which
will be coordinated by your proctor.  Any violation of the attached policies and procedures from
DECA, Inc. may result in student/chapter disqualification.

Attached above you will find the Proctoring Procedures and Policies and the Proctor Manual

Instructions.  I will send you your log in information on February 2nd so that you may have that day
to become familiar with the system.  It is NOT recommended to print your roster or tickets at that
time.  The system will only be open on that Friday prior to the testing window opening.
The testing window is open from 7 am – 7 pm (Eastern Time) from Monday, February 5 to Friday,
February 9.  This should be ample time for students to take their required tests…yes, some may take
more than one test.

I will be available all of those days from 7 am to 3:30 pm (Central).

You will receive additional information in the February 2nd email if there are any further instructions
or updates.

Again, thank you for volunteering to help.  The system is quite easy to use and we should have little
problems if we follow the procedures and policies.

Regards,

Tammy Stains

Missouri DECA Collegiate State Advisor
Office of College and Career Readiness
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Proctor Policies and Procedures  
 


Proctors for any DECA Inc. Exam must meet ALL of the following criteria: 


 Must be a faculty/staff member of the same College/University as the chapter. 


 Cannot be an Advisor or Student member of the chapter. 


 Not a current test taker. 


 Physically capable of observing activities throughout the testing site. 


 Able to be present during the entire testing period and willing to actively supervise the exam 


process throughout the entire time. 


 Willing to enforce all policies and procedures for testing. 


 Willing to document his/her role as a proctor by submitting the signed Student Roster within 


twenty-four hours of the completion of the exam period. 
 


Acknowledgement: 


Testing coordinators and proctors acknowledge that DLG and DECA Inc. exams are proprietary and 


have substantive monetary value. They further acknowledge liability for any action that results in the 


actual breach of security of exam questions or in a perceived breach of security that would diminish 


the overall value of the exams, competition, Institute, or sponsoring organizations. 
 


Testing Procedures: 


Exam proctors are expected to maintain a professional decorum typical of all high-stakes testing 


environments throughout the entire testing process (e.g. quiet room, no communication of any kind 


among examinees, etc.). Proctors may utilize their own professional judgment to determine responses 


to specific requests or circumstances within the overall context of a positive, credible testing process. 


Proctors will verify examinee with a picture ID. 
 


To minimize data complications, proctors are encouraged to allow students to log in and begin testing 


as they arrive. It is not necessary that all students begin or end at precisely the same time. 
 


Proctors may supervise a maximum of 30 test takers at any one point in time. If more than 30 are to be 


tested concurrently, an assistant proctor must be present. 
 


Test takers should be provided with blank paper and a pencil upon request or be allowed to bring their 


own. This paper should be collected and disposed of by the proctor when the student leaves the testing 


area. 
 


Test takers are NOT allowed: 


 References or resources of any kind. 


 Use of other computer programs while logged into the DLG. 


 Communication with other students or the test coordinator. 


 To record in any manner any element of the exam. 


 Use of cell phones or other PDA devices. 


 


 


Proctor registration is to be completed on or before January 15, 2018 by the Chapter Advisor via 


online form at https://mofbla.wufoo.com/forms/zuuic4k1iw3gyz/ .   Already completed. 



https://mofbla.wufoo.com/forms/zuuic4k1iw3gyz/






DLG ‘AnswerWrite’ Online Testing Proctor Manual 
 
Testing Day Proctor Instructions: 


1. Log on to the Proctor site using the link, username and password that will be sent to you by your 
System Administrator, (will be sent on February 2 the Friday before the testing window opens and 
proctors will have access all day on that Friday to review the system). 
Username will be your email address unless otherwise noted by the System Administrator. 


2. You will see an Electronic Proctor Agreement when you log on for the first time. Read the Proctor 
Agreement and click on “I Agree” or “I DO NOT Agree”. If you click on “I Agree” you will proceed to the 
Proctor Site. If you click on “I DO NOT Agree” you will not be able to access the Proctor Site. Please 
contact the System Administrator or the State Advisor to inform them of your decision not to proctor. 
tammy.stains@dese.mo.gov  


3. Print your Student Testing Roster and Student Testing Tickets.  (You will need card stock and a scissors 
or a set of Avery 5390 labels for printing the testing tickets.) 
a. Click on the “Create Student Testing Tickets” Link | Right-Click on the “TestingTickets.PDF” Link | Click 
on the “Save Link As..” or “Save Target As” Link | Save it to your local machine | Locate the saved file 
and Print   SUGGESTED 
OR 
Click on the “Create Student Testing Tickets For Those Not Started Yet” Link | Right-Click on the “TestingTickets.PDF” Link | 
Click on the “Save Link As..” or “Save Target As” Link | Save it to your local machine | Locate the saved file and Print 


b. Click on the “Create Student Testing Roster” Link | Right-Click on the “TestingRoster.PDF” Link | Click 
on the “Save Link As..” or “Save Target As” Link | Save it to your local machine | Locate the saved file 
and Print  SUGGESTED 
OR 
Click on the “Create Student Testing Roster For Those Not Started Yet” Link | Right-Click on the “TestingRoster.PDF” Link | Click 
on the “Save Link As..” or “Save Target As” Link | Save it to your local machine | Locate the saved file and Print 


4. Give each student their testing ticket as they enter and check in with you.  Once they are checked in, 
they should proceed directly to a computer, log on using the URL listed on the Student Testing Ticket 
along with their log on information and then begin their test.  They will have exactly 90 minutes from 
when they begin to complete their test.  After the hour, the site will timeout. 


5. Mark the Student Testing Roster for each student that receives a testing ticket.  


7. Once the student has completed the online test, have them sign and return the testing ticket to you.  


8. Mark the Student Roster for each student that has returned the testing ticket to you. 


9.  Once all tests have been taken, please sign the Student Roster and send it and the signed Testing 
Tickets to the following address:  Attn: Tammy Stains, Missouri Collegiate DECA – 5th Floor, PO Box 480, 
Jefferson City, MO 65102 
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Missouri public schools: the best choice…the best results!
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