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Click on Manage
SSAT Proctors
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Add New Proctor

Select the Add New Proctor button
at the bottom, complete the
proctor's name and email address,
and click Add User.

The proctor will then receive an
email link to complete the rest of
their information on a secure online
form and to accept the proctor
agreement.

You will see the proctor appear on
the Manage Proctor page.
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Resend Proctor
Agreement

Resend a proctor agreement if the
proctor loses the email link or at the
start of a new testing season.

Proctors must sign a new
agreement each testing season
(August 1st to July 31st) before
administering the test.

Select a proctor or proctors and
click Send Email to Selected
Proctors.
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Check if a Proctor
Completed the
Proctor Agreement

e Check for a date in the Agreement
Signed On column.

e Ablank or date from a previous
testing season indicates a valid
proctor agreement is NOT on file.
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Edit/Delete a
Proctor

e Click either the Edit or Delete button
in that proctor’s row.

e Deleting a proctor will move them to
the inactive section at the bottom.

e Editing a proctor allows you to
update a proctor’'s name or e-mail
address.
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Thank you!

Contact us with any questions or concerns

Test Administration Support:
Email: testgroup@enrollment.org
Phone: 609-527-3877

Monday- Friday 9am- 4:30pm EST

Erica Molina
Test Administration Coordinator
Email: emolina@enrollment.org
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