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TESTOUT LABSIM LOGIN 

Go to www.testout.com and click “Login”. 

Enter your login credentials and press “Secure Sign In”. 
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PROCTORING AGREEMENT 

Press the “Certifications” tab.  
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Click “Set Up” to review and accept the guidelines for Proctoring. 
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Please read and agree to the listed guidelines before administering any TestOut 
Pro Certification Exam.  Before selecting “Accept”, be sure to scroll down to the 
bottom of the page to finalize the document. 
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Enter the “Official School Name” as you would like it to appear on the actual 
certification certificates.  

Once the organization name is entered click “Accept”. 
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The current proctoring status will now appear as “Active”.   
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SCHEDULING PRO CERTICIATION EXAMS 
 

From your home page click the “Certifications” exam tab.  
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If the “Proctoring Agreement” is in not in effect, refer to the “Proctoring 
Agreement” section of this document.   

Click the “Teacher” button. 
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Select the instructor whose class you would like to schedule the exam for (you 
may need to use the scroll bar).  
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Underneath the Pro Certification exam you wish to administer find the 
instructor’s class and click the “Actions” button. 
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Select “Schedule Exam”.  
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As noted please review the proctoring guidelines.  Once you press “Continue” you 
agree to administer the exam as outlined. 

Copyright © 2016 TestOut Corporation. CompTIA, A+, Network+, Security+, Linux+ and related trademarks and trade names are 
the trademarks of CompTIA. Microsoft, MCITP, MSCA, MCTS, Office, and Windows are the trademarks of Microsoft. Cisco and   
CCNA are the trademarks of Cisco.  TestOut has no affiliation with any of these companies and the products and services  
advertised herein are not endorsed by any of them.



14 
 

Click the “Name” box to select all the students in the class.  Then press the 
“Schedule” link. 
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Use the calendar and clock provided to select the available time students can take 
the exam.  Please note that regardless of when the student begins during the 
available time you allow, the student will have the full time to complete the test 
as outlined.  (If you have a student that requires additional time on timed exams, 
please contact a TestOut representative.)   

Click the box to “Require a password to access the exam”.  It is important to use 
the password feature otherwise students could take the test from any location.   

Enter a “Shared Password” or you can opt to “Generate a unique password for 
each student”.   Students will not be able to access the exam until the password is 
entered.  (The password field is case sensitive.) 

Press “Done”.  
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Press the “Scheduled” tab to confirm the schedule is correct and press “Done”. 
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The date of the exam will now appear next to the respective class. 
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STUDENT’S VIEW 
 

After you have scheduled the exam, the test will appear under the student’s 
“Certifications” tab. 

The date and time of the exam will be listed and of course the student will not be 
able to take the test until that designated time. 
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When the date and time arrive the student will see a number on their 
“Certifications” tab.  

Within the “Certifications” tab the student will click “Start Exam”. 
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The student or proctor needs to enter the password.  (As the proctor you can look 
up the assigned password the day of the test.  See the section on “Password 
Protection” for further details.) 

The student will click “Start”. 
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Before launching the test the students need to carefully read the instructions, 
since the Pro Certification exam labs function differently than the labs within the 
product. 

After the student has read the instructors, the student will click “Start Exam”. 
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PASSWORD PROTECTION 
 

As stated earlier using a password ensures that the students are only able to 
access the exam in the designated testing facility.   

You can look up the password the day of the exam.  Some facilitators even prefer 
to input the password for each student for ultimate security.  

Click “Actions” across from the exam and select “View Report”.  
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Click the box “Show only Student and Password columns”.  The respective 
password will be displayed.  Remember whether you provide that to the student 
or type it in yourself the password field is case sensitive.  

Click the “x” to close the report window. 
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REPORTS 
 

After the exam time is concluded you are welcome to view students’ results as 
well as print out certification certificates for those who have passed the test. 

Within the “Certifications” tab click the “Teacher” button and select the instructor 
whose class you would like to look up report data for.  
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Click “Actions” across from the exam and select “View Report”. 

Copyright © 2016 TestOut Corporation. CompTIA, A+, Network+, Security+, Linux+ and related trademarks and trade names are 
the trademarks of CompTIA. Microsoft, MCITP, MSCA, MCTS, Office, and Windows are the trademarks of Microsoft. Cisco and   
CCNA are the trademarks of Cisco.  TestOut has no affiliation with any of these companies and the products and services  
advertised herein are not endorsed by any of them.



26 

There are four tabs of data, the “Schedule” tab shows if the student passed or 
failed the exam.  
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In the “Individual Scores” tab you can click “Details” to view objective data for 
each student. 

This individual report helps you identify strengths and weaknesses for each 
objective topic for that respective student.    
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Within the “Statistics” tab you can first opt to change the time period for each set 
of stats.  Statistical data is provided as outlined. 
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Within the “Objectives” tab you can first opt to change the time period for the 
results.  This allows you to view how the class ranked per objective category.  
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CERTIFICATION CERTIFICATES 

Students who have passed a Pro Certification exam may be awarded a certificate. 

Within the “Certifications” tab click the “Teacher” button and select the instructor 
whose class you would like to print certification certificates for.   
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Click “Actions” across from the exam and select “Download Certificates”. 
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A new tab will open with the certificates for each student who passed the exam.  
A pop-up blocker could prevent the certificates from appearing.  Be sure to allow 
pop-ups from www.testout.com or turn the pop-up blocker off.  

Mouse over the bottom of the document to access the floating toolbar. 
(Depending on which browser you are using, the toolbar may appear slightly 
different from the example below.)  This toolbar will allow you to save and print 
the certificates. 

The students also have the ability to print certificates.  
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Be sure to congratulate the students! 

This documentation is designed to assist you with administering a Pro 
Certification exam.  However, you are welcome to contact a TestOut 
representative should you have any additional questions or need assistance.  

1-800-877-4889

THANK YOU! 
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