
TEST.COM Proctor Information 
 
There are 2 simple steps to proctoring exams on Test.Com. 
 
 
Step 1:   Have all students log into Test.Com using the shortcut on the desktop.  If a student doesn’t 
know if they’ve registered, or can’t remember their login username or password, you can look them up.  
Here are the steps to do this.  (note:  you do not have access to another proctors password) 
 

1)  Click on Manage on the bar across the top 
 

2)  

           
    Open or 
       Edit 
 

3) Type in Students first or last name, and then “quick search” 
 

4) Select the correct person from the available people with that name.  If they’re not listed, that 
means the person has not registered yet. 
 

5) Below is a screenshot where you can access the login username and password information.    
 

 
 
 
 

https://www.mytestcom.net/app/manageUsersViewAllForm.cfm?SourceMenu=pr


 
 
 
Step 2:    Once all students are logged in, have them clilck on “Take a Test”.  They will choose their exam 
from a list of folders.  Ask them to verify that they are in the correct test.   
 
Students will get the “Proctor Required” message shown below.  Give them the day’s proctor validation 
code found at www.iowattcpinstructors.com 
 
Proctor Required message: 
 

 
↙ 
 
 
Once the student has typed in the Validation code they will click on the “Check for Proctor Validation” 
button and will then have access to the exam. 
 
 

http://www.iowattcpinstructors.com/

