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MISSOURI OPTION - HISET® AT SCHOOL TESTING GUIDE

INTRODUCTION

This HiSET Test At School testing guide is NOT for traditional Test Center registration. This particular
guide is for the AT-School testing option ONLY. At-School testing is intended as a last resort in the
event that a Missouri Option student is not able to be scheduled at a traditional Test Center. The HISET
Test At-School is designed for only one tester at a time and is monitored by an online Proctor. It is NOT
for group testing. The process is to be set up and managed by the Option teacher/coordinator, NOT the
student. An override is ONLY required for 17 year old testers taking the HiSET At-School. Overrides for
17 year olds are NOT required for testing at a traditional Test Center (see OVERRIDE, page 20).

This guide provides Missouri Option Program operators with the instructions and links to set up
Missouri Option student profiles in the HISET® system, schedule Missouri Option students for the
Virtual HiSET® exam “At-School” and assist with testing accommodations.

OVERVIEW OF THE VIRTUAL TESTING EXPERIENCE

Make sure the tester understands the HiSET* exam at school testing procedures by going over ALL of
the following guidelines with them. Also, make sure that the tester has the materials they need and the
room is prepared where they will test. Have the tester watch the At Home Testing with ProctorU-: video
prior to the actual test.

VIDEO AND ONLINE MONITORING

During the test, a human proctor will monitor the tester (via video camera) and the computer screen to
make sure all testing procedures are followed.

The entire test session will be recorded and the tester’s photo will be taken.

TEST ENVIRONMENT REMINDERS

Make sure the tester is alone in a well-lit room that is quiet enough for them to hear the proctor.
Make sure the table and the surrounding area is clear.

The tester cannot wear headphones or earphones.

Have the tester make sure their ears are always visible and not covered by hair, a hat or other items.
Recording devices of any kind are strictly prohibited.

Make sure the tester’s face is visible and not covered by sunglasses or other accessories.

The tester cannot wear jewelry, tie clips, cuff links, ornate clips, combs, barrettes, headbands and other
hair accessories.

Make sure that the tester has acceptable note-taking materials, such as a dry erase marker and a
whiteboard or plastic transparency sheet that can be erased in view of the proctor.


https://www.youtube.com/watch?v=mBmfwdYC4lo&feature=youtu.be

CHECKING IN

The MO Option teacher/coordinator must log and check in the tester to the assigned ProctorU
account 15 MINUTES BEFORE the tester’s scheduled test time. If the tester has not checked in within
that timeframe, the test will be canceled and the fee will not be refunded. The Option
teacher/coordinator must select "Start Session” and leave the test room. The tester must wait
patiently and not touch anything until prompted to or instructed by their on-line proctor.

If the tester is taking more than one subtest in a day, a separate check in for each subtest is required.

The tester must complete the authentication steps, which include showing their ID to the proctor. The
name on the ID must match the name on the ETS account.

The proctor will review the exam rules and request access to the tester’s computer screen for
monitoring purposes.

The proctor will ask the tester to use either a hand-held mirror or cell phone to show the computer
screen.

The proctor will ask the tester to use the camera on your computer to show a 360-degree view of the
room, including the tabletop surface.

When directed by the proctor, the tester will launch the ETS Test Browser. The proctor will give the
tester the password to access the test.

DURING THE TEST

The tester must make sure that they can be seen on camera by the proctor at all times.
Suspicious movements could invalidate the test, which would result in the score being canceled.

The tester cannot use any unauthorized materials, including mobile devices, prewritten notes or
textbooks.

The tester cannot communicate with anyone except the proctor.

The tester should be made aware that there may be references to using a headset during the test, but
should IGNORE them; headsets are NOT allowed in the HiSET exam at school.

The tester should also be made aware that there are no scheduled breaks. If the tester leaves the seat,

the score will be canceled.

At the end of any multiple-choice subtests, the tester will be provided with an unofficial score. The
tester will NOT receive an unofficial score for the Language Arts — Writing subtest.

ACCOMMODATIONS FOR TEST-TAKERS WITH DISABILITIES OR HEALTH NEEDS

DISABILITY ACCOMMODATIONS — You cannot schedule HiSET® appointments online for a test taker
who may require accommodations for a disability or health-related needs. You must request
accommodations through ETS and schedule the appointment through an ETS representative. Please
see how to request a disability accommodation by clicking and following this link:
https://HISET®.ets.org/take/disabilities/.



https://hiset.ets.org/take/disabilities/

IDENTIFICATION REQUIREMENTS FOR THE HiSET® EXAMINATION

SECTION ONE - The tester must complete the authentication steps, which include showing their ID
(CURRENT, unexpired form of photo identification) to the proctor. The name on the ID must match the
name on the ETS account.

A PERMANENT Missouri License
0 Driver, Non-driver, Intermediate, Commercial or Instruction (learners) permit
A TEMPORARY Missouri License
0 Driver, Non-driver, Intermediate, Commercial or Instruction (learners) permit
U.S. passport and MO address in the HSE or ETS system as proof of residency
U.S. passport card and MO address in the HSE or ETS system as proof of residency
U.S. Military Identification and MO address in the HSE or ETS system as proof of residency

Please note — Photocopies of documents are not acceptable.

SECTION TWO - Students who are taking the HSE examination as part of the Missouri Option Program
can use any of the above pieces of identification, or one of the following:

1.

School-issued identification card or badge (student ID) that shows all of the following:
name, address, date of birth, signature, and photograph and eligibility in the HSE or ETS
online system as proof of residency.

Student ID Attestation Letterhead - If the school-issued student ID just shows some,
but not all of the required information above or the school does not provide a

student ID, the student ID may be substituted with all the required information
below on school letterhead and signed by the Missouri Option teacher or other

school personnel, confirming the validity of the student information:
a. A photograph of the student
b. The student’s name
c. The student’s signature
d. The student’s residential address
e. The student’s date of birth

Follow the link below to view a sample Student ID Attestation Letterhead form— see page 47
https://dese.mo.gov/sites/default/files/qs-MO-Option-Program-Guide-2020-21.pdf



https://dese.mo.gov/sites/default/files/qs-MO-Option-Program-Guide-2020-21.pdf

DOWNLOADING SECURE TEST BROWSER

The secure ETS test browser must be installed before scheduling a HiSET Exam at School.

Go to https://www.ets.org/s/cv/hiset/at-home/equipment/

Scroll to fourth bullet under ‘COMPUTER’ and click on the link for your operating system

M —


https://www.ets.org/s/cv/hiset/at-home/equipment/

A new tab will open with open. Click run at bottom of that page

Click ‘Install’ on next screen



Click ‘Finish’ on next screen

O

You should then receive the following screen. NOTE: You will not do anything further. The Remote
Proctor will log in from here on test day

If you experience any issues with running the system check, please contact ETS tech support at 1-855-857-3540



Run Equipment/System Check
Each computer MUST go through a system check before first HISET Exam at School Test is scheduled

Go to https://test-it-out.proctoru.com/. As soon as you get to this page, the check will begin running
and identify any potential issues. In this situation, the check is prompting that we enable flash. You can
click on the message in red to enable

The Check will run again and if all checks look good, you’ll see that under ‘Testing Your Equipment’.

If you experience any issues with downloading of browser, please contact ETS tech support at 1-855-857-3540


https://test-it-out.proctoru.com/

CREATING A NEW VIRTUAL TEST-TAKER ACCOUNT

Prior to creating a new test-taker account, collect test-taker information using the Candidate
Registration Form, available here: http://hiset.ets.org/s/pdf/candidate registration form.pdf.

Open the HISET® main webpage at https://hiset.ets.org/.

Click on “For Test Centers and Educators.”

«
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http://hiset.ets.org/s/pdf/candidate_registration_form.pdf
https://hiset.ets.org/

Click on “Log In/Create Account.”

Enter “Username” and “Password.”

Click “Sign In.”

11



From here, select “Create New Test Taker Account.”

&«

Candidate-required information fields are identified with an asterisk (*).
These required fields are necessary to complete the account creation process.

12



CUSTOMER TYPE & STATE ID

In the “Customer Type” drop down menu, choose the customer type that applies to your candidate

group.
e For Options programs, choose “OPTIONS.”

Highly recommended - Failure to provide your Social Security Number (55M) could delay your jurisdiction/state's processing of your credential. Some jurisdictions

require a 55 in order to process your paperwork. ETS does not require your 55N for its own purposes, but will submit it to your jurizdiction/state with your test results.

cortomer e ¥ /

# Email Address

The candidate will not ke able to login into the registration portal. Please enter the emazil address of the HiSET associate supervising this candidate.

Address
# Country/Location ﬂ
# Address Line 1

Address Line 2
# City

State/Province/Territory Select ﬂ

Postal Code

UNIQUE EMAIL ADDRESS (Required for each tester)

For Virtual, “At School” testing, you will use a unique school email address for each tester to capture all candidate-
related emails. DO NOT use a candidate’s personal email address. The Unique Email Address is designated to
the tester by the Associate. The school’s IT staff links and activates each unique email address to the
Associate, as the recipient and manager of tester accounts. For example, Associate, John Doe, has
student 1 designated as john.doel@school.org, student 2 is designated as email address of
john.doe2@school.org, student 3 is designated as email address of john.doe3@school.org, etc. All
HiSET® testing and payment confirmations emails will be sent to each of the unique accounts for the Associate’s
use. If necessary, the unique email address may be changed back to the teacher/coordinator’s regular
email address after the test results are made available. Unique email addresses may NOT be re-used.
It is VERY important that the email address is assigned to the teacher/coordinator, along with the
school’s address and phone number for each test taker. Student’s personal address/phone number
cannot be used in any managed candidate group, including Options.

STATE ID

Correctly Coding Option Students in HiSET® portal — The Two-Part Process Required
1. When registering your student(s) in the HiSET® system, choosing “Options” as the “Customer

Type” is the first step in coding your students correctly.

2. The second step required is the STATE ID, and if not entered correctly, will result in your
student being coded as a “General” or “Adult” tester, and not affiliated with your program.
Under “Additional Information — Background Information,” you are asked to enter the state ID

13


mailto:john.doe1@school.org
mailto:john.doe2@school.org
mailto:john.doe3@school.org

that you have been provided (see “Background Information” screen below). You MUST enter
the word OPTIONS plus your 6-digit county/district code in the box provided exactly as follows:
Sample - OPTIONS123456 - All CAPITAL letters, an “S” on the end of the word OPTIONS, no
spaces, no dashes. If you do not know the six-digit county/district code for your program,
please use the school directory for an alphabetical listing of all Missouri school districts and
charter schools. Note that the six-digit code is in parentheses next to the name of your school
district or charter school. Sample: St. Louis City (115-115). Remove the dash for the state ID.

14


https://apps.dese.mo.gov/MCDS/Reports/SSRS_Print.aspx?Reportid=152b1d45-e617-4184-acf3-82b9287ae2b4

When managing these candidates, you will log in to your own Associate account using your user name
and password and search candidates by Name, DOB, and/or ETS ID (you will not use candidate log in
credentials).

ETS ID & UNIQUE TESTER EMAIL ADDRESS - LOG MAINTENANCE

It is important that you maintain a log of all students’ ETS ID NUMBER AND an assigned UNIQUE EMAIL

ADDRESS to be able to track and locate individual student’s test information throughout the process.

- The ETS ID Number is found on the “Your Account Has Been Created!” screen (see below). The ETS
ID will assist you or HiSET® Customer Service personnel with locating your Option tester if
guestions arise or corrections become necessary. (HiSET Customer Service 1-855-694-4738)

- The Unique Email Address is designated to the tester by the Associate. The school’s IT staff links
and activates each unique email address to the Associate, as the recipient and manager of tester
accounts. For example, Associate, John Doe, has student 1 designated as john.doel@school.org,
student 2 is designated as email address of john.doe2 @school.org, etc.

«
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SCHEDULING AN APPOINTMENT TO TEST
From the Sign-In page, click on “Search Test Takers”

Enter your search criteria. You will need name and date of birth on the “By Test Taker Information”
tab.

&«

000

You may also search by name and ETS ID on the “By ID/Appointment Number” tab. Click “Search”

16



-
-

Click on the Test Taker name or ETS ID to go to that individual’s profile.
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SELECTING THE VIRTUAL TEST CENTER

Click the “Select Virtual Test Center” button from the Test Taker Summary page.

Select “Missouri” from the list below.

18



Select “Yes” to confirm that testers are residents of Missouri

Confirm the state and click ‘continue’ on bottom right

Check the box under “Eligibility Requirements” for your state, and click “Next.”
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Before You Register

Before you schedule a HISET appointment onling, please review the following information and indicate your agreement to the policies below. After agresing to the policies

below; you may be asked to sign in to your HiSET account or create an account if you do not already have one.

Payment - Be sure to have a credit/debit card (American Express®, Discover?, MasterCard®, VISAY, and JCB), your PayPal™ account or electronic check information ready. Test
fees vary by state/province/territory. Some agency/jurisdiction and/or test centers may charge an additional fea.

Disability Accommodations: If you have a disability or health-related need and require testing accommodations, you must request your accommodations through ETS

and schedule your appointment through an ETS representative. You cannot schedule your appeintment online. See how to request disability accommodations.

State/Agency Requirements

Flease read and agree ta the eligibility requiraments below. If you do not meet these requiraments, you may be able to find another test center in a diffarent
state/territory/province (if you meet those requirements).

Missouri Eligibility Requirements
Age: You must ba at lzast 16 years of age and out of high school to take the HISET exam. If you are 16 years of age, you must also have complated at least 16 units
toward high school graduation.

Residency: You must be a resident of Missouri to take the HISET exam.

Identification: You must present identification on test day 2t the HISET tast center. A valid parmanent or temparary Mizsouri license (Driver, Mondriver, Intermeadiate,
Commercial or Instruction (learners) permit), U.5. passport, or U.S. military ID. Qutdated or expired identification will not be accepted.

See additional requirements for your state.

@ rm that | have read and « icated the eligibili quirements for the state or jurisdiction to the test taker.

o

OVERRIDE REQUIRED - Testing Requirements Not Met Warning: If the tester is 17 years old, you must email “Option
Override Request” to hse@dese.mo.gov with the tester’s full name, date of birth and ETS ID number (see page 15 for ETS
ID). When the HSE office overrides the age requirement, you can proceed.

Customer: Douglas Garcia-Reyes |D: $5U51061, Username: garci2dm Test Taker Home Account Preferences~ View Cart

Testing Requirements Not Met

Based on our records, it appears that the test taker does not meet the following requirements for HISET testing in the state/jurisdiction you have selected:
« Minimum age requirement not met. If you believe you have received this message in error, please contact ETS Customer Service.

If an exception to this requirement is permitted the appropriate override must be turned on from within the test taker's Personal Information page.

Go to Test Taker's Sumi

Contactus | Legal | Privacy & Securiy | Copyright © 2020 by EducationalTesting Service. Al rights reserved. Al rademarks are the property f theirrespective owners.
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Review the “Confirm Your Personal Information” screen. Click “Edit” in the top right column if the

information requires edits. Click “Next” if no edits are needed.

Test Registration

Schedule New Appointment for MO Options Candidate
Confirm Your Personal Information

ETS D

First/Givan MNam=

Middle Initinl

Last,Family Ham=
Diate of Birth
Gandar

Sodial Security Number

Customar Typa
Country/Location
Addrass Line 1

Address Line 2

ity

State/Province/ Tarmitory
Postsl Cod=

Phone

Type

Alternete Phone

Type

Ernail Addrezs

Additional Information

Praferred Langusge For Test Teking

Primany Speaking Langusgs

m

ZPDFZ4EE

MO Options

Candidate

EM19E1

Famal=

ORTIONS

United States

125 Main 5t

Kensas City

Missouri

64105

§164187000

Laridlin=

sdmingmooptions org

English

Erglish
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Select test date and test(s) to be taken at home/school and then click ‘add to cart’ bottom right.

Confirm cart information and click on “Proceed to Checkout.”

1. Proceed to the payment section. At this time, vouchers will NOT be available for the at-school test
option. Until further notice, at- school tests must be paid for by credit card or PayPal®.

2. When you finish, you'll receive an email from ETS confirming your payment.

3. You'll also receive an email from ProctorU with a link and temporary password to access your
ProctorU account and select a test date and time. You can use this immediately to reserve your
test date and time. If you don't, keep the link and temporary password safe for future use. Note:
If this isn't your first HISET exam at home registration, your confirmation email will have a link to
log in to your existing ProctorU account.

Now you are ready to complete your registration with ProctorU.
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https://www.ets.org/s/cv/hiset/at-home/proctoru-account

A w N e

COMPLETE THE REGISTRATION WITH PROCTORU®

You'll need a new ProctorU account for the HiSET® exam at home/at school.

Once you've registered with ETS, you can complete your registration with ProctorU and pick the
date and time for your appointment. At home/at school appointments are available 15 hours a
day, seven days a week. Make sure to check your test time before submitting your registration;
both a.m. and p.m. sessions are available.

If you purchased multiple subtests, you can schedule them now, or individually as you're ready to
take them.

Registering Through Your ProctorU Account

For a demonstration, watch the Schedule a ProctorU Session video.

To select your test date and time:

New users: Use the link and temporary password from the ProctorU email to access your new
ProctorU account.
Previous HiSET exam at home/at school users: Log in to your ProctorU account.

Select Schedule next to your purchased subtest.
Choose the date and time you'd like to take the test and click Select, then Schedule.

When complete, you'll receive a confirmation message on screen and via email.
Rescheduling an At Home or At School Appointment

You must reschedule no later than 30 minutes before your start time to make sure your
appointment is rescheduled. There are four ways you can reschedule your appointment:

Log in to your ProctorU account and select the Reschedule button.
Use the ProctorU Live Chat option within your account. Support is available 24/7.
Call ProctorU at 1-855-772-8678. Support is available 24/7.

Email ProctorU at support@proctoru.com.

Canceling an At Home or At School Appointment
If you need to cancel your at home appointment:

Contact ProctorU by live chat within your ProctorU account, or by phone at 1-855-772-8678.

You must cancel by 11:59 p.m. local time the day before your scheduled appointment to receive a
full refund for the cost of the test. State and test center fees are not refundable.

Learn about the Testing Experience.
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IMPORTANT TEST DAY CHECK IN DEADLINE & INSTRUCTIONS

Missouri Option testers MUST BE CHECKED IN WITHIN 15 MINUTES OF THE TEST START TIME OR
THE TEST WILL BE CANCELLED WITH NO REFUND.

e The Option teacher/coordinator

opens and logins the test taker to their ProctorU account 15 minutes prior to their test

appointment,

- clicks on “start exam” exam for the test takers,

- then promptly leaves the room.

- The Option teacher/coordinator must instruct the test takers to wait patiently and not touch
anything until prompted to or instructed by their on-line Proctor.

ONLINE HISET TEST OVERVIEW VIDEO

In addition to looking at the At School HiSET Guide on THE Missouri Option homepage, please also
view the informational video, “Here’s How It Works” on the HIiSET website:
https://www.ets.org/s/cv/hiset/at-home/. Keep in mind that the video is geared to out-of-school
testers taking the exam at home, but most of the information also applies to MO Option testers at
school.
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APPENDIX 1 — PAYMENT INFORMATION

Fees, Payment and Refunds

HiSET® Test Purchase Update for 2020-21

Prices for HIiSET® testing will remain unchanged. The cost for purchasing all five subtests is as
follows:

At Test Center: $98.75 total

At-School: $151.25 total (the increased fee covers the cost of the online Proctor)

Option programs can still purchase any number of subtests at any time, from one to all five.

HiSET® Test Retake — There are still two free retakes with each subtest purchased. There is still
the same 12-month window from date of subtest purchase to use all three testing opportunities.

HIiSET® Testing Process

Three new versions of the HiISET® subtests are published and released each year on January 1. A
student has three tries to pass each of the subtests beginning on January 1 and ending on
December 31 each year.

e |[f testers fail all three attempts of the same subtest within the calendar year (Jan.-Dec.),
they must wait until next January 1 to purchase a new version of the subtest (whether they
are in an Option program or attempting to test on their own).

e |[f testers fail two attempts of the same subtest in calendar year 2019, and retake the third
time and fail in February of 2020, they would be eligible to purchase and take two more
attempts in that calendar year, since the three new versions were released January 1, 2020.

e Even with a free retake of the subtest, the test taker still must pay the customary $7 fee to
the testing center.

e The 510 fee to the State of Missouri per subtest is paid only once every 12 months.

e There is still the same 12-month window from date of subtest purchase to use all three
testing opportunities.

Payments

Missouri Option programs can pay for exams through an online HiSET® account or by phone to a
customer service representative (1-855-694-4738). At this time, vouchers will NOT be available
for the at-school test option. Until further notice, at- school tests must be paid for by credit
card or PayPal®.

Monitor testing charges
Contact HiSET® Customer Service (1-855-694-4738) if you think your Option program was
overcharged for the purchase of a HiISET® exam.
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FREQUENTLY ASKED QUESTIONS REGARDING HiSET® TEST PAYMENTS

I only have cash. How can | pay for my HiSET® exam?

You must pay for the exam at the time you schedule it online or by phone, so you aren't able to
pay with cash. However, if you only have cash, you may

e purchase a prepaid PayPal® My Cash Card and fund a PayPal® account;
e purchase a VISA®, MasterCard® or American Express® gift card; or
e open a free checking account and pay with an electronic check (eCheck).

If you are purchasing a prepaid credit card or gift card, be sure to check the cards before you
purchase them for any restrictions that might prevent you from using them in our registration
system, such as restrictions against using the card for online purchases. To learn more about how
you can use one of these payment methods, download the Cash Options for HiSET® Test Takers

flyer (PDF).

How do | pay for the HiSET® exam if | am scheduling through my online account?

If you are scheduling online, you may pay by

e debit card or credit card (American Express, Discover®, MasterCard®, VISA® and JCB®);
e PayPal®; or
e eCheck.
Can | pay by paper check?
No, paper checks are not accepted. You may open a free checking account and pay with an
electronic check (eCheck).
How do | pay for the HiSET® exam if | am scheduling my appointment by phone?

If you are scheduling by phone (1-855-694-4738), you may pay by debit card or credit card
(American Express®, Discover®, MasterCard®, VISA® and JCB®). You cannot use a PayPal® account
to pay over the phone.

What is the refund policy?
The refund policy is as follows:
e Test Fee — You are eligible for a full refund of your test fee if you cancel at any time up
until 11:59 p.m. local time the day before your scheduled appointment.

e State, Jurisdiction or Test Center Fee — You are not eligible for a state, jurisdiction or test
center fee refund. These fees are nonrefundable.
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What if something unexpected happens on test day, | don't cancel, and | cannot make my
scheduled appointment? Can | get a refund?

ETS understands things happen that are outside your control and has processes in place to
evaluate and approve refunds for ETS-collected HiSET® test fees. Exception cases are handled
and evaluated for refund eligibility on a case-by-case basis. Exception cases refer to

e events caused by ETS, test center or tester, or

e events beyond the control of all parties. (e.g., severe weather, power outages, etc.).
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Contact Us

573-751-3190
desemooption@dese.mo.gov

The Department of Elementary and Secondary Education does not discriminate on the basis of race, color, religion, gender,
national origin, age, or disability in its programs and activities. Inquiries related to department programs and to the location of
services, activities, and facilities that are accessible by persons with disabilities may be directed to the Jefferson State Office
Building, Director of Civil Rights Compliance and MOA Coordinator (Title VI/Title IX/504/ADA/ADAAA/Age Act/GINA/USDA Title
V1), 5th Floor, 205 Jefferson Street, P.O. Box 480, Jefferson City, MO 65102-0480; telephone number 573-526-4757 or TTY 800-
735-2966; email civilrights@dese.mo.gov.
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