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 Preparing for Field Testing  

– Nextera Online Administration System (Admin) 

• Registration 

• Adding and editing teacher, student, and class information 

• Locating and printing student log in credentials 

• Test access code, proctor passwords, and examiner view 

– Testing Device Set-Up 

• Downloading and testing secure browser 

– Other Considerations  

• Preparation of testing space and materials 

 

 Field Test Administration Day 

– Network considerations 

– Support resources and live help 

 

 

 

 

 

 

 

Agenda 
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Nextera Online 

Administration System: 

Roles 
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District Test Coordinator 
(DTC) 

District-Level User (DLU) 

Complete registration 

View, add, change 
accounts within district 

Access to track 
progress during testing 

School Test Coordinator 
(STC) 

Building-Level User (BLU) 

View, add, change 
accounts within school 

Assign student supports 

View, add, change  
classes  and students 

Access to track 
progress during testing 

User Roles and Responsibilities 
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District Information Technology 
Coordinator (DITC) 

School Information Technology 
Coordinator (SITC) 

Access Home  
and Help tabs 

Ensure device and 
network readiness 

Download test  
delivery system 

Teacher (TA) 

Review classes  
and students 

Print Labels  
(student login credentials) 

Administer assessment, 
monitor student progress 

during testing 

User Roles and Responsibilities 
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Adding / Editing Users 

 Use the Accounts 

Pages to create and 

manage users. 

 For a tutorial on 

Adding Users, see the 

NYSED CBT website 

or the School 

Administrator’s 

Manual. 
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http://www.nysed.gov/edtech/schools/video-tutorials
http://www.nysed.gov/edtech/schools/video-tutorials
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DTCs were sent a welcome email with username and 

password.  

1. Log in using your provided credentials. 

2. Follow prompts to accept a security agreement and change your password. 

 

 

Accessing Nextera Administration  
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Home Screen 
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The heading at the top of the screen is used to select 

schools and content areas. 
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Home Screen – Navigating 



Adding and Editing  

Teacher, Student, and Class 

Information 
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 Prior to the test window, Questar will upload a data file 

provided by NYSED. The file contains 

- Student data 

- Teacher/class assignments 
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Data Upload 
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 DTCs/STCs should verify: 

– All data is accurate 

– All students are in the system 

– All students are assigned to a teacher/class 

 Initially, students will be grouped by: 

– All students in the school will be grouped in to one class 

– The teacher’s first and last name will be the name of the school 

– The teacher’s ID will be the BEDS code 
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Data Clean Up 
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Add / Edit Teacher 

1. Select Teachers from the Accounts tab 

2. Select New Teacher 

– Or, if editing, select the teacher’s name and then View 

3. Select Edit 

4. Enter the new user’s information and select Save 

– Be sure to select the check box “This account is currently 

active.” 
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1. Select Students from the Students tab. 

2. Select View. 
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View Students and Class Lists 
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Add Student 

1. Select Students from the Students tab. 

2. Select New Student. 

3. Enter the user’s information and select Save. 

 

Edit Student 

1. From the Students page, locate the student’s name and click 

View. 

2. Select Edit. 

3. Update the student’s information and select Save. 
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Add / Edit a Student 
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Online Testing Accommodations 

 Online Testing Accommodations 

– Answer Masking Tool 

– Screen Reader (Text to Speech) 

– Reverse Contrast (ELA only) 

– Background color 

– Initial Page Zoom 

– Read Aloud (Online) 

– Spanish Translated Edition (Mathematics only) 
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Adding Student Accommodations 
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Accommodations – Multi-Student Edit 

 Select Multi-Student Edit from the Students tab 
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Accommodations – Multi-Student Edit 

 To make changes:  

– Select students using the checkboxes in the column on the left, 

or use the checkbox in the heading to select all students. 

– Click the icons to select the accessibility options. When the 

option is selected it will appear blue. 

– Select Save. 
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 Classes, in Nextera, refer to students grouped for testing 

purposes.   

 Classes are assigned to a teacher.  A teacher may have 

multiple classes.  Classes may or may not have a proctor 

indicated. 

 Classes can be connected to the teacher who is administering 

the field test (not necessarily the teacher of record). 

 A student must be assigned to a class to participate in the 

field test. 
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Classes 
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1. Select the Classes tab. 

2. To see details regarding a class, select View. 
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View a Class 
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1. Select the Classes tab. Select New Class 

2. Enter the class details. Add students by selecting the 

check box(es) on the left to select the student(s) from 

the left column and selecting the right arrow to move 

the student(s) to the class. Select Save. 
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Add a Class 
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1. Select Edit. 

2. Update the applicable information and select Save. 
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Edit a Class 
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Adding or removing students in a class can be done when a class is 

created, or later by selecting View from the classes screen and then Edit. 
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Adding/Removing Students in a Class 
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Use the class filter to select from a list of classes. This 

allows you to move students between classes, or to work 

from a list of all students not yet assigned to a class. 
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Adding/Removing Students in a Class 
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From here students can be added to or removed from a class. 
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Adding/Removing Students in a Class 



Student Log In Credentials, 

Test Access Code,  

Proctor Passwords, and 

Examiner View 
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View Tests 

28 

 Test information, including Access Codes and Student 

Log In Credentials are found under the Tests tab. 

 The Tests tab will be available May 16, 2016. 

 Select Tests and View for the appropriate class. 
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Print Student Log In Credentials (Labels) 

Each student will need Log In Credentials to log in to the test session. 
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Print Student Log In Credentials (Labels) 
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1. Select Tests from the Tests tab. (Tests tab available May 16, 2016) 

2. Select View for the applicable test. 

3. Select Print Labels. 

4. Select the applicable form (Avery labels or student 

roster). 

5. Select OK. 

6. The labels display. Use the Print function to print the 

labels. Each label includes a student’s name, test 

name, user ID, and password. 
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The Session PIN is the Access Code the teacher will provide to the students 

during the administration of the field test.   

Access Code 
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Examiner View 
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The Examiner View feature is helpful when you have an educator (proctor) 

supporting testing who does not have access to the Nextera™ Admin. If you would 

like the proctor to be able to see a screen that shows student log in credentials and 

assessment progress, use Examiner View by completing the following steps: 
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Examiner View 

33 

1. On the proctor’s computer, log in to Nextera™ Admin. 

2. Select Tests from the Test tab. 

3. Locate the applicable class and select View. 

4. Locate and select the blue Examiner View button. 

5. This opens a NEW tab on the web browser that will 

refresh automatically during testing. 

6. Go to original tab, log out of Nextera, and close tab. 

7. The only tab open will be the Examiner View screen. 
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Proctor Password 

 The proctor password is 

needed any time a student 

pauses the test. 

 Teachers need to contact 

DTC or STC to obtain the 

proctor password.  It is 

located on the DTC/STC’s 

home screen. 

 Each school has a unique 

proctor password. 

 

 

 



Testing Device Set-Up and 

Other Considerations 
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Download and Test Secure Browser 

 Found under Help tab 

 Video Tutorials on 

downloading, installing, 

and testing are 

available on NYSED 

CBT website 

 Follow instructions in 

the Setup and 

Installation Guide 
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http://www.nysed.gov/common/nysed/files/programs/edtech/setupinstallationguidenyspring2016updated4-13-16.pdf
http://www.nysed.gov/common/nysed/files/programs/edtech/setupinstallationguidenyspring2016updated4-13-16.pdf
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Practice Using Question Sampler 

 Familiarize students with the 

general types of questions on the 

field tests and the procedures that 

they should follow when recording 

the answers to the field test 

questions.  

 All students should have at least 

one opportunity to practice with 

the New York Question Sampler 

for either English language arts or 

mathematics.  

 The Question Sampler is available 

at 

http://www.nysed.gov/edtech/scho

ols/question-sampler. 
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http://www.nysed.gov/edtech/schools/question-sampler
http://www.nysed.gov/edtech/schools/question-sampler
http://www.nysed.gov/edtech/schools/question-sampler
http://www.nysed.gov/edtech/schools/question-sampler
http://www.nysed.gov/edtech/schools/question-sampler
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Testing Space Set-Up 

38 

 Provide a well-lit, well-ventilated, and quiet classroom. 

 Ensure all devices are set up with the Questar Secure 

Browser. 

 Plan seating arrangements. Allow enough space 

between students to prevent sharing of answers.  

– A seating chart or other record of student device assignment is 

recommended in the event that a situation requires a student to 

leave and return to a device. 

 See the SAM, Appendix E, for more information on 

space set-up. 

http://www.p12.nysed.gov/assessment/fieldtest/
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1. Teacher Directions 

2. Student devices with secure browser installed 

3. Student Credentials 

4. Device with internet access to monitor testing (not required) 

5. Access Code  

6. Proctor Pin (obtain from DTC/STC) 

7. Additional supplies 

 

*See School Administrator’s Manual for complete list of required 

materials. 

 

Materials for Testing 
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http://www.p12.nysed.gov/assessment/fieldtest/


Field Test Administration Day 
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Network Use on Field Testing Day 
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 To help ensure a stable testing environment with minimal 

issues 

– Limit internet use by non-testing classes/teachers during test 

administration time, especially streaming video and music. 

 In addition, ask the DITC/SITC to  

– Minimize network traffic load on the network servers; 

– Avoid performing client software updates, patching, and data 

backups; and 

– Remove bandwidth throttling on ports 80 and 443. 
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Perform District Reviews (DTCs only) 

42 

1. To review the status of field tests in your district, select Testing 

from the Tests tab. 

2. The Testing screen displays field test details, such as the class 

name, number of students not started, in progress, and finished. 

The results also display the overall session status. 
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Home Screen – Metrics Dashboard (DTC) 
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 Questar Setup and Installation Guide  

– Troubleshooting tips 

– What to do if internet connectivity is lost  

 Technical Issues During Test Administration documents 

– NYSED CBT website 

– Can be edited to reflect local support structures 
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Technical Issues During Administration 
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 Questar Admin Help Tab  
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Technical Issues During Administration 
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Questar New York Customer Support 

 

NY.3-8.help@questarai.com  

 

1-866-997-0695 

Contact Information 
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mailto:NY.3-8.help@questarai.com
mailto:NY.3-8.help@questarai.com
mailto:NY.3-8.help@questarai.com
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Thank you! 


