
Proctor Instructions for Excel 
Certification Exams

Prepared by J.J. Shields



Introduction

• This document was created to help you proctor the Excel Certification 
Exam.

• Please review this document before you proctor and exam.

• You should printout the next page as quick reference.

• If you have any problems during the exam, please contact:
• J.J. Shields: mobile 414-678-1231  OR

• CertiPort Support: (888) 999-9830 option 1 Mon - Fri: 7am - 6pm

• If you have comment/suggestions, please email:
• J.J. Shields jshields@carthage.edu

mailto:jshields@carthage.edu


Excel Cert Exam Proctor Quick Reference 

Pre-Exam Steps

1. Make sure the PC & LCD projector are working and on. 

2. Welcome students.

3. Ask the professor to verify that ONLY their students are present.

4. Ask the students to remove all items from their desks. (Water bottles 
are ok)

5. Announce the following:
1. Make sure to review the tutorial which is displayed just before you start the 

exam.
2. Once you begin the exam you will have 50 minutes to complete the exam.
3. There is a timer on the bottom left side of the exam software program. 
4. If you get stuck on a problem, move on and comeback to it if you have time. 
5. You are not allowed to use any support materials like books, notebooks, 

mobile phones, cheat sheets…
6. The proctor and professor cannot give you any information during the exam. 
7. If there is a problem with the testing software or computer, please inform the 

proctor or professor immediately. 

• Step #1:
• Announce to the students: Make sure there are NO other programs running on the 

computer.

• Step #2:
• Instruct the students to Double click on the Console8 icon on the desktop.

• Step #3:
• At this point, you should start the Console8 software on the PC/LCD projector so 

students can follow along. 

• Step #4: 
• Announce to the students that they should follow the instructions and NOT click anything 

until instructed to do so. 

STARTING THE EXAM

• Enter username & password

• Click “Study Practice Certify”

• Click “Certify”

• Click “Microsoft Office Specialist”

• Click “2013”

• Click “Excel”

• Click “Verify my mailing address”

• Launches a new window

• Click “Use my CertiPort profile data” 

• Click “Submit”

• Returns to Console8 software

• Click “Read & accept the terms of the NDA” 

• Launches a new window

• Click “Yes, I accept”

• Returns to Console8 software

• Proctor must now enter their username and password on each computer.

• Exam tutorial begins followed by the actual exam. 

If you have any problems during the exam, please contact: J.J. Shields: mobile 414-678-1231 OR CertiPort Support: (888) 999-9830 option 1 Mon - Fri: 7am - 6pm

Print this out and take to the 
exam as a handy reference



Pre Exam Steps

1. Make sure the PC & LCD projector are working and on. 

2. Welcome students.

3. Ask the professor to verify that ONLY their students are present.

4. Ask the students to remove all items from the desktop. (Water bottles are ok)

5. Announce the following:
1. Make sure to review the tutorial which is displayed just before you start the exam.
2. Once you begin the exam you will have 50 minutes to complete the exam.
3. There is a timer on the bottom left side of the exam software program. 
4. If you get stuck on a problem, move on and comeback to it if you have time. 
5. You are not allowed to use any support materials like books, notebooks, mobile phones, 

cheat sheets…
6. The proctor and professor cannot give you any information during the exam. 
7. If there is a problem with the testing software or computer, please inform the proctor or 

professor immediately. 



How to start the exam

• Step #1:
• Announce to the students: Make sure there are NO other programs running 

on the computer.

• Step #2:
• Announce… Double click on the Console8 icon on the desktop.

• Step #3:
• At this point, you should start the Console8 software on the PC/LCD projector 

so students can follow along. 

• Step #4: 
• Announce to the students that they should follow the instructions and NOT 

click anything until instructed to do so. 



This is the start screen 

• Have the students enter 
their CertiPort username 
& password.

• If they don’t have one, 
they should click on the 
“Register” link and 
create an account at 
CertiPort.

If you need immediate support from 
CertiPort, click here and get the 
support phone number or chat



• STOP

• You should wait 
until all the 
students are at this 
screen. 

• Instruct them to 
click on “Study 
Practice Certify” 
button. 

Click HERE



• Instruct them to click 
“Certify” 

Click HERE



• Instruct them to click 
“Microsoft Office 
Specialist” button.

Click HERE



• Instruct them to click 
“2013”.

Click HERE



• Instruct them to click 
“Excel” button. 

Click HERE



• Instruct them to click 
“Verify my mailing 
address” button. 

• This will bring up a new 
window. 

Click HERE



• This is the new window.

• Instruct them to click 
“Use my CertiPort profile 
data” button.

• This will populate the 
form.

Click HERE



• The form should be 
populated with their 
information. 

• Instruct them to click 
“Submit” button.

Click HERE



• Instruct them to click 
“Read & accept the terms 
of the NDA” button. 

• This will bring up a new 
window. 

Click HERE



• Instruct them to click 
“Yes, I accept” button.

Click HERE



• At this point all of the students 
should be at this screen. 

• The proctor must now go to 
each computer and enter their 
username and password.

• Hit the enter/return key after 
entering your password to start.

• To speed things up, you can 
instruct all the students to click 
the “As Proctor…” box. 

• The exam tutorial will then 
begin, followed by the actual 
exam. 

The PROCTOR 
must fill this in



• If there is another 
program running in the 
background, you will get 
this screen.

• Click on the “Resolve” 
link and follow the 
instructions.

• The exam tutorial will 
then begin, followed by 
the actual exam. 

Click HERE



Congratulations!!! 

• You did it!!!!!!!!!!!!


