Delivering Academic
Opportunities Worldwide

For Over 90 Years P RO CTO R G U I D E

As a proctor for the University of Nebraska High School, you play a vital role in the success of your student(s). By using the tools
provided by UNHS, you can monitor your student’s progress and review his or her UNHS grades and teacher feedback.

Beyond these duties, you also administer closed-book progress tests to students taking UNHS courses. Tests can be downloaded from
the UNHS online learning platform. It is important that you protect the security and integrity of these tests.

Descriptions of UNHS tools and test-taking procedures are detailed throughout this document.

ABOUT UNIVERSITY OF NEBRASKA HIGH SCHOOL COURSES

UNHS courses are self-contained and structured for the independent learner. The course content is the “voice of the teacher” in that it:
o Guides students through the learning process

 Explains complex concepts

o Highlights major topics

o Adds important perspectives

« Provides students with many opportunities to check their mastery of the material

Non-Graded Assignments

Self-check tests and other activities, such as skill builders and practice exercises, give students the opportunity to evaluate their
mastery of the content and prepare for graded assignments.

Laboratory activities, thought questions, discussion questions and journal activities enhance students’ writing, problem solving,
and critical thinking abilities. Through these assignments students synthesize and apply information they have learned.

Inquiry activities, multimedia activities, and career connections activities help students take the next step beyond the classroom
to explore current issues. They engage the student with video, audio and other interactive components, and encourage students to
connect the content to their lives.

Graded Assessments

Open-book unit evaluations contain objective questions with immediate feedback, which is a key component for successful
learning. Using the same format as progress tests, open-book evaluations help students evaluate their preparedness for tests. Students
may use any of their course materials or notes when completing the evaluations, and they are encouraged to use a print copy of the
evaluation and look up all of the answers before they submit them.

Projects provide opportunities for students to make connections and formulate relationships between core concepts. Projects give
students creative avenues for enhancing their writing, presentation, research, application, and evaluation skills, which are important
21st century competencies. Students may use any course materials, notes, or other reference materials when completing their
projects.

Progress tests are aligned with state and national standards and include comparison, content analysis, problem solving, and critical
thinking questions using a range of lower-order and higher-order questioning techniques (aligned with Bloom’s Revised Taxonomy
of Educational Objectives). Progress tests include objective-style questions with immediate feedback. Students are required to be
proctored and may not use any course materials or notes when taking progress tests (unless noted on the test given).
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SELECTING A PROCTOR

Who Can Be a Proctor? (examples)

o Current or retired educator from any level o Education officers

- Includes teachers, classroom aides, - Board of Education officers

administrators, counselors - Testing centers, professional tutors

o Librarians o Superior commissioned officers
- Cities, schools, universities, community colleges - Generals, commanders
o Clergy o Embassy consulate officials

- Church officials - State, city, county, government
» Community civic leaders officials

- Local community service agency officials, police,
security officers

Who Cannot Be a Proctor?

o Parents should not serve as proctors unless approved by UNHS administration, and then only in extraordinary circumstances.
To request this, please contact the UNHS principal at (866) 700-4747 or (402) 472-3388 or highschool@nebraska.edu.

« Coaches of NCAA® students should not proctor their athletes as this could jeopardize a student's NCAA® status.

Gaining Proctor Approval

Once a student has selected a proctor he or she should gain the appropriate approval. Proctor approval is required before the student
can take the first proctored test in a course.

« UNHS diploma students who did not identify a proctor at the time of course registration should complete the Proctor
Information form.

o Students transferring UNHS credits to another school should complete the Local School Approval form.

Both of these forms can be found at highschool.nebraska.edu/forms. Upon completion, they should be submitted to Customer
Service (highschool@nebraska.edu).

WHAT DOES A PROCTOR DO?

A proctor is someone in the student’s local area who is expected to:

o Access and download tests from the UNHS online learning platform.*
o Administer tests to the student.

o Monitor the test-taking environment.

o Follow the UNHS guidelines for test proctoring (page 6). The student may not preview the test prior to taking it. We
recommend the proctor keep a hard copy file of the completed test, which can be destroyed after the course is completed.

« Provide the student an opportunity to view the test results. This report is not to be given to the student to keep, but may be
reviewed by the student under the proctor’s supervision.

CAN A PROCTOR BE RELIEVED OF HIS/HER RESPONSIBILITIES?

Yes. Persons granted proctor approval but found to have compromised their responsibilities (i.e. sharing the test or test questions with
the student ahead of time, providing others with their user passwords, etc.), may lose their opportunity to serve as a proctor and will be

notified of this action by UNHS officials.

*If the proctor will be unable to download tests from the online learning platform, the student should select Mail Processing and pay the $35
mail processing fee at the time of enrollment. By selecting this option, tests are mailed to the proctor and scan cards, lesson wrappers, and

addressed envelopes are mailed to the student.


mailto:highschool@nebraska.edu
https://highschool.nebraska.edu/forms
mailto:highschool@nebraska.edu
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ACCESSING THE UNHS ONLINE LEARNING PLATFORM
1.  Go to highschool.nebraska.edu.

2. Click “WayCool Login” to access the online learning platform.

NEWS & RESOURCES CONTACT Us FORMS & POLICIES & WAYCOOL = UNHS STORE

Aout COURSES DIPLOMA ENROLI

click here

Life Goals
Furthered Here

3. Enter your username and password (both are case sensitive). This information should have been provided to you via an email from
Customer Service. If you have not received this information or have questions, please contact Customer Service at (402) 472-3388
or highschool@nebraska.edu.

— UNHS home |  contact
University of Nebraska
HIGH SCHOOL
Please sign in to access your WayCool account.
Username:
Password:

Click here if you don't know your username or password.
|
The University of Nebraska is an equal cpportunity educater and employer, £2013, The Board of Regents of the %
University of Mebraska, All rights reserved,

4.

If you misplace or forget your username or password, use the password reset function. Click the word “here” in the sentence,
“Click here if you don’t know your username or password.” Enter your email address and a new password will be sent to your

email account. If you receive an error message, please contact Customer Service at (402) 472-3388 or highschool@nebraska.edu.


https://highschool.nebraska.edu
mailto:highschool@nebraska.edu
mailto:highschool@nebraska.edu
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REPORTS

There are two reports available to proctors—the progress report and the activity report, which can be accessed via the proctor’s
WayCool home page.
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The progress report provides a snapshot of each student’s gradebook for each course. Click “here” in the sentence, “Click here to view
the progress of all your students”

The activity report, as shown below, allows proctors to see when each student has accessed each course and what activity took place.
You may set a specific time period in the “State Date” and “End Date” fields.

University of Mebrashs

Courss D Date, Tiews Coures Dipifes
Test:One, Shethent  MTHHOSLOS1  Wov 14 2018 9:03AM  SUBMIT ASSIGHMENT 11 110472007
Test:One, Sowdhest  MTHHIBLOED  Mev 14 2016 Srl1AM SUBHIT ASSICMMENT 1 1LO4200T
Test-One, Shedent  MTHHOOLDS1  Mov L4 2016 9:184M SUBMIT ASSIGMMENT 2 1LI04/20L7
Test:One, Stedest  MTHHOBLOS]  Mov 14 2016 9:174M  SUBMIT ASSIGHMENT 12 1L042007
Tedt-Ona, Sedent  MTHHOOLDST  Mov L4 2016 S:17AM SAVE ASSIGAMENT 31 1L04/20L7
Test:One, Shedent  MTHHOSLOS1  Mov 14 2016 9:17AM  SUBMIT ASSIGHMENT 31 1L042007
Test:One, Sowthest  MTHHOBLOS]  Mev 14 2016 91204M  SUBMIT ASSIGHIMENT S1 104200 T
Test-One, Sedent  MTHHOOLOS1  Mov L4 2018 9:27AM SUBMIT ASSIGMMENT 3 1LI04/200T
Test:One, Stedost  MTHHOSLOS]  Hov 14 2016 9:274M  SUBMIT ASSIGHMENT 13 1L042007
Tem-Cne, Soadesl  HTHHOHI0S1 ey 1 T8 B B0AM SAmBET ASSDOMMENT 4 ARG LT
Test:One, Sedent  MTHHOSLOS1  Wov 14 2018 9:304M  SUBMIT ASSIGHMENT 14 110472007
Test:One, Stedhest  MTHHOBLOS  Mev 14 2016 9354 SUBMIT ASSIGHIENT 52 1LO4200T
Test-One, Shethent  MTHHOOLDS1  Mov L4 20185 9:354M SUBHIT ASSIGMMENT 5 1LI04/20L7
Test:One, Stedest  MTHHOBLOS]  Mov 14 2016 9:384M  SUBMIT ASSIGHMENT 15 1042007
Tewm-Cne, Shadest  HTHHIR B ey b T8 B FRAM SavE ASAIGrMENT 1T ARG L E
Test:One, Shedent  MTHHOOLOS1  Mov 14 2016 9:424M SUBHIT ASSICMMENT & 11042007
Test:One, Soetost  MTHHOBEOS]  Mev 14 2016 9434 SUBMIT ASSIOHIENT 18 1020 T
Tem-Cne, Soedent  HTHHIN DS Haey 1 T30 B aga SUBHIT ASSIGHIENT B ARGET
Test:One, Stedest  MTHHOSLOS]  Dec 20 2018 10:034M ACCESS COURSE 1042007
Tem-Cne, Soedesl  HTHHISE0S1 Bl IF D6 draiie ACCRSE COUkSE AWGLI0LTF
Test-Coe, Soedent  MTHHMZILOR] Do 28 D36 SidiPM ACCEGS COURSE L2017
Test:One, Soedest  MTHHOZEOSD  Jan 10 2007 Bxd2aM ADTESS COURSE 104200 T
Tes-Cne, Soedent  HTHHIN DS Ager 31 20T S BRAM ACCESS COURSE ARG LT
Test:One, Sedest  MTHHOSLOS]  Apr 11 2007 18:014M ADCESS COURSE 1042007
Tem-Cne, Soalest  HTHHIRIBE Bar 11 J0AT Loviiii ACCRSE COUkSE PRI Th
Test-Ona, Soedent  HTHMINEDSE]  May 14 J0ET 12 1PH ACCESS CrARSE AT
Test:One, Stedest  MTHHEZEOS]  Jun % J0OT 4:30PM ACCESS COURSE 1L04200T
Tewm-Cne, Soedent  HTHHIN DS Jen F T0AT ApdgPM ACCESS COURSE ARGI0LT
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TEST PROCTORING
PROCTOR: To Administer Tests & Log Into the UNHS Online Learning Platform
1. Login to WayCool.
2. To access a student’s test, click “View Courses” for the appropriate student.
UNHS home |

contact | my profile | sign out

University of Nebraska

HIGH SCHOOL

PROCTOR

TESTS [{ GUIDE [{ HELP |

Waycool Tutorials Announcements
General Information UNHS to Launch New Website Oct. 10!

Proctor Guide . .
T UMHS will be launching a new website on October 10, 2017 featuring a modified

look with streamlined navigation and a mobile-friendly design. WayCool, the
Forms UMNHS Store, and contact information (phone numbers and emails) will remain
Academic Honesty unchanged.

Dual Enrollment
Dual enrollment fall registration is now open through September 2%, 2017!
On a deadline to complete a course?

Submit all assignments and complete 2 Transcript Reguest Form two weeks
before the transcript is needed.

Progress Report

Click here to view the progress of all your students

click here

Activity Report
To view the activity of your students, set the parameters below and click "Go"
All M Start Date: (9/25/2017

End Date: 09/25/2017

Nebiaska

My Students

Online Students 1 - 4 of 4.
View Courses Email
4. View Courses “Test-Three, Student jmontgomery2@unl.edu

The University of Nebraska is an equal opportunity educator and employer. £2017, The Board of Regents of the University U EEETY ROF
of Nebraska. All rights reserved.

3. Click “View Gradebook” for the course you wish to access.

UNHS home |  contact | signout

— - LN &\
[\ . ‘ {/ University of Nebraska

HIGH SCHOOL

STUDENT COURSES J{ TESTS [{ GUIDE J{ HELP |

Course 1 of 1.
View Gradebook Cour Course Name
1. View Gradebook SCIHO39055 Ocean Biology

The University of Nebrasks is an equal opportunity educator and employer. £2013, The Board of Regents of the unverstiy JoF
University of Nebraska. All rights reserved.
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4. Click “Get Test.”

# Description Weight Date Received Date Graded %o Grade
11 Teacher Connect Activity 1 06/12/2013 06/13/2013 v

1 Unit 1 Evaluation 7% 07/02/2013 38 B

51 Progress Test 1 13% 06/12/2013 06/12/2013 100 A+

2 Unit 2 Evaluation 7% 07/01/2013 38 B

12 Teacher Connect Activity 2 07/01/2013 vy

3 Unit 3 Evaluation 7% 07/01/2013 38 B

13 Teacher Connect Activity 3 07/01/2013 v

31 Project 1 13% 07/02/2013 Grade Pendim
52 Progress Test 2 13% Get Test
4 Unit 4 Evaluation 7%

14 Teacher Connect Activity 4

5 Unit 5 Evaluation 7%

15 Teacher Connect Activity 5

32 Project 2 13% 08/12/2013 06/13/2013 100 A+

59 Progress Test 3 13% Get Test

MNote: To view assignment comments click on grade.

THIS IS NOT AN OFFICIAL TRANSCRIPT

Final Grade: TED
Earliest Course Completion Date: 07/17/2013
Course Expiration Date: 09/18/2013

5. Towards the bottom of the page is the proctor code for the test. This code is different for each test and will expire within
24 hours. Carefully write down or print the proctor code as you will need to enter it exactly to submit the student’s
answers. Proctor codes may not be shared with students. The proctor code will only use lower case letters, so a 0 is a zero,
and a 1 is a one.

6. Click “Get Test” to print the test.

T i UNHS home | contact

| sign out

S EGE University of Nebraska

HIGH SCHOOL

| WAY COOL [ STUDENT COURSES [{ TESTS [{ GUIDE [{ HELP |

Course ID: SCIHO35055

Test ID: 59

Test Name: Progress Test 3
To administer this online test you will need a copy of the test and a proctor code for
each student taking the test.
Below are the students who may take the test. The tests are individually created =o the
test will be different for each student. You will need to enter the proctor code that
matches with each test for each student inte the online test form before the test may
be submitted.

If you have any guestions please contact us.

m Student ID| Proctor Code | Download Test

Moemination, USDLA a46321443 (cfdfa8c486 Get Test

Print this page

The University of Nebraska is an equal cppertunity educator and employer, ©2013, The Board of Regents of the MMVERSTY JOF
University of Nebraska. All rights reserved.
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8. Print the test and administer it to the student. Below is an example of a test.

University of Nebraska High School

Course Name: First Year Latin Course ID: LATH001058 Submittal: 51
Student: Student Test-One 1D: J75224086

Progress Test 1

Although the progress test is similar in style to the unit evaluations, the progress test is a closed-book, proctored test. You may not have
access to notes or any of the course materials while you are taking the test. It is important that you do your own work. Select the
response that best completes the statement or answers the question.

1. Choose the correct English verb phrase for the Latin verb form: spect.
a.  we walch
b. you prepare
c. |amwaiching
d. lam
e weseize

2. Choose the correct English verb phrase for the Latin verb form: sum
a. wewalch
b. you prepare
c. |amwaiching
d. lam
e weseize

3. Choose the proper Latin form for the English verb phrase: we are sailing.
a.  havigant
b.  navigmus
©. navigls

4. Choose the correct Latin translation of this English sentence.
The poet of Spain praises the forests of Italy.
a. Hispaniae poéia silvam ltaliae laudant.
b. Hispaniae poéla silvas ltaliae laudat.
©. Hispaniae poétae silvas laliae laudant.

Student: Submitting Test Answers
1. Student logs in to his or her WayCool account from highschool.nebraska.edu.

contact

=l = ’ i UNHS home |

University of Nebraska

HIGH SCHOOL

Fleasze =ign in to access your WayCool account.

Username:

Password:

Click here if yvou don't know your username or password.

The University of Nebraska is an equal eppertunity educater and employer, ©£2013, The Board of Regents of the WHIVEREITY JOF
University of Nebraska. &ll rights reserved.


https://highschool.nebraska.edu
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2. From the home page, the student should find the appropriate course and click “My Work.”

S howe | coelsd | oyl | s e

Uniwardty of Mebrodhs

HIGH 5CHOOL

Wayprosl Telcrial Announcements
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Prockar Gukde

3 - Soberet ol gansgreranls e complele s Trgrgonol Brpupsd Form bac seeks Sefore
ularing the SraresTipt i neaded.

T ormis

Ay wdeare Floassby Touk-Cine, Student X { 17534006 ) Cosmrue sk

ey Sowries Cowrses 1 - 10 ol 275
Projrad Submisnion Course Mamas Gor Tor Comrea mm:rn%u,.m
frciling SMeerted in Vour Cowmes Seoaad Yo Algobra B Hol Ordene By Wark

1

Urephas I Gpbisd Year Alyebea 2 Hel Cwls Hy Wark My Grades
R Pl Vioar Garman b T Coviariss Hy Wark My Grades

& Citinessibay 101 s Te Coure Hy Wark My Grades

& G S T Courss Hy Warkl My Crades

. fhart Sipoes G T Courss Hy Wark My Grades

T el Yeid Abjebes 1 L8 Te Courns Hy Wark My Grades

& B Harharataig 2 Cwarse Coivgplect el ompleied My Grades

& Soeree of Fitrenia Course Expined!  dompleted My Grades

b Sppmad Year Chaste Cource Eapiredl  Completed iy Grades

Mol ‘El\'.l'." daroles courses Fhal mall enpere walfen 50 days.

« Prov | | Fage 1 [nt = |

3. 'The student should click “Start” for the test they wish to complete.

Status # Name Date Received Date Graded
Graded 1 Unit 1 Evaluation 04/27/2016 04/27/2016
Start ject 1
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4. 'The student should transfer their answers from their paper test to the online answer sheet.

MTHHO039058: Progress Test 1

Student ID: C31826341 Course ID: MTHHO35053
Student Test-Five, Course Advanced Algebra 1 (2nd Year Algebra
Name: Student Name: 1)

Evaluation ID: 51
Evaluation Name: Progress Test 1

Make an appointment with your proctor to take this exam. Then fill in this answer page. Use
the button at the bottom of the page to submit your work. Your proctor must enter the
Proctor Code to verify that you were supervised while you took this exam.

1. 3 b " c d
2. 3 b c d
3. 3 b c d
4 3 b c d
5 a b c d
6. 3l b

7. sl b

5. When the student has finished transferring answers, the proctor should enter the proctor code at the bottom of the
screen and click “Submit.” If you experience problems submitting the answers, verify the proctor code and ensure all
questions contain an answer.

4, 5 gD O 4B

45, a0 gD B 4B

46. 50 pD D g

47. 30 b D g

48. 50 b D g0

S Enter proctor code
50 o pE B 40 and click Submit.

Proctor Code:

]

The University of Mebraska is an equal cpportunity educator and employer, 2013, The Board of Regents of the UNIVERSTY JOF
University of Mebraska, All rights reserved.

6. Results of the test are immediate (refer to instructions on the following page to obtain results). We recommend the
proctor retain the original test (the test is always a paper document). The test should never be given to the student to
keep.
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VIEWING STUDENT GRADES & TEST RESULTS

1.

2.

Once logged in, click “View Courses” for the appropriate student.

contact | my profile | sign out

7,7 = UNHS home |

CEReTan University of Nebraska

course HIGH SCHOOL
:;:q:gmml

waY cool J{ TEsTS [ GUIDE [{ HELP |

oL e D Announcements
General Information UNHS to Launch New Website Oct. 10!
Proctor Guide
UMNHS will be launching a new website on October 10, 2017 featuring a modified
look with streamlined navigation and a mobile-friendly design. WayCool, the

Forms UMNHS Store, and contact information (phone numbers and emails) will remain
Academic Honesty unchanged.

Tutoring

Dual Enrollment
Dual enrollment fall registration is now open through September 29, 2017!
On a deadline to complete a course?

Submit all assignments and complete a Transcript Request Form two weeks
before the transcript is needed.

Progress Report

Click here to view the progress of all your students

Activity Report

To view the activity of your students, set the parameters below and click 'Go’
All d Start Date: 09/25/2017

End Date: 09/25/2017

My Students
Students 1 - 4 of 4.
View Courses Email

4, View Courses “lest-Three, Student jmontgomery2@unl.edu

The University of Nebraska is an equal epportunity educator and employer. £2017, The Board of Regents of the University Ve oL
of Nebraska. All rights reserved.

Click “View Gradebook” for the appropriate course.

= = = UMHS home |  contact | sign out

University of Nebraska

HIGH SCHOOL

PROCTOR

STUDENT COURSES [{ TESTS /1 GUIDE [{ HELP |

Curr Course List of Test-Five, Student

Courses 1 - 4 of 4.

View Gradebook Course ID Course Name
1. View Gradebook MTHHO35058 Adwvanced Algebra 1 (2nd Year Algebra 1)
2. View Gradebook SCIHO032061 Chemistry 2
3. View Gradebook S5THO22061 World &
4.  View Gradebook 3057 World Cultures 1: North and South America and Europe

The University of Nebraska is an equal eppertunity educater and employer, 2013, The Board of Regents of the WHIVEREITY JOF
University of Nebraska. &ll rights reserved.

click here

10
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3.

4.

Click the letter grade to view instructional feedback for a specific assignment.

Test-Five, Student

World Cultures 1: North and South America and Europe Grade List

# Description Weight Date Received Date Graded 2% Grade
11 Teacher Connect Activity 1 06/12/2013 06/13/2013 v

1 Unit 1 Evaluation 7% 07/02/2013 38 B

51 Progress Test 1 13% 06/12/2013 06/12/2013 100 A+

2 Unit 2 Evaluation 7% 07/01/2013 88 B

12 Teacher Connect Activity 2 07/01/2013 v

3 Unit 3 Evaluation 7% 07/01/2013 88 B

13 Teacher Connect Activity 3 07/01/2013 v

31 Project 1 13% 07/02/2013 Grade Pending
52 Progress Test 2 13% Get Test
4 Unit 4 Evaluaticn 7%

14 Teacher Connect Activity 4

S Unit 5 Evaluaticn 7%

15 Teacher Connect Activity 5

32 Project 2 13% 06/12/2013 06/13/2013 100 A+
35 Frogress Test 3 13% Get Test

MNote: Toe view assignment comments click on grade.

To see the work the student submitted, click the word “here” in the sentence, “Click here to view your work” (To
protect the integrity of tests, only proctors have access to a student’s submitted work. Students may be provided the results
of their test only under the supervision of the proctor.)

University of Nebraska High Scheool
High School
Evaluation Report

Student: Test-Five, Student

Student ID: C31826341

Evaluation Date: June 12, 2013

Evaluation #: 51

Course: S55THOS3057: World Cultures 1: Morth and S ' Nd Eurcpe
Click: hare g Tr worke.

Note: Course must be completed by September 18, 2013.

You have done an exceptional job on this progress test. By answering all of the questions
correctly, you have demonstrated your mastery of the information and concepts presented in
the first unit. Congratulations!

Follow any suggestions listed in this report and begin work
on Unit 2.

If you have questicns about this report or about this course, please contact Customer Service
at (402) 472-3388, by email at highschool@nebraska.edu, or by mail at:

11
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DO’S, DON’TS AND TROUBLESHOOTING

Do’s

Do have students complete tests in one sitting,
uninterrupted.

Do have students double check their answers before the
answers are submitted for grading. For mail processing,
double check scan cards before they are mailed to
ensure each question is answered.

Do keep original tests and other materials until a grade
has been issued for the course.

Do contact UNHS for any irregularities: technical
difficulties; the student got sick during the test;

the student was cheating; etc. There are make-up/
alternative tests, but these are only used in certain
situations and with the approval of UNHS instructional
service staff.

Don’ts

Don'’t preview the test with the student. If there is a question
about a specific test question or answer, have the student
complete the test then appeal the question by submitting their
concerns to unhsteach@nebraska.edu.

Don't allow the student online while answering test questions.
Students should only log in upon completion of the test to
transfer the answers for grading.

Don't give students, parents, or tutors the tests, security codes
or your login information.

Don't let students keep the completed test.

Don'’t allow books, notes, or other materials during the test,
unless specifically noted on the test.

Don't interchange scan cards. The bar code at the top will enter

o Do carefully copy or print the proctor code to avoid

the answers for the student associated with that course, no
matter what you write on the card.

mistakes when entering the code to submit test answers.

TROUBLESHOOTING

Problem:
Solution:

Problem:
Solution:

Problem:
Solution:

Problem:
Solution:

Problem:
Solution:

Problem:
Solution:

Nebiaska

Online

I did not receive my username and password.
Your username and password are sent to the email address you provided. Check your email including your trash or
junk file. You should also add “@nebraska.edu” to your safe list for email to ensure you receive all emails from UNHS.

I did not receive the tests.
Unless your student selected mail processing, you will download tests from WayCool. If your student selected mail
processing, tests will be mailed to you (proctor).

My proctor code doesn’t work.

The proctor code is time sensitive, so make sure you are within the 24 hour window. You may have entered the wrong
characters. We only use lower case letters in the proctor code, so a 0 is a zero. Verify the code. To receive a new code,
follow the same steps used to initially access the code.

I can’t download the test; nothing happens when I click, “here”
Make sure Adobe Acrobat is correctly loaded on the computer you are using to access the test. To download the latest
version of Adobe Acrobat, visit https://get.adobe.com/reader.

I can’t log in to WayCool.

There may be a pop-up blocker or ad blocker in place.

o Disable the pop-up blocker or ad blocker through your virus software (if using) or via your Internet browser’s
tool bar.

o Setyour Internet browser to accept cookies from *.nebraska.edu.

o Make sure JavaScript is enabled.

The student believes a question is wrong on the test, what should I do?

Have the student answer as best they can and submit the test for grading. You can then report it to UNHS for review.
Please include the student’s name, ID number, course name, test number, question number and what the student feels
is wrong with the question when you report it.

UNIVERSITY OF NEBRASKA HIGH SCHOOL
206 S 13th St, Ste 800 | P0 Box 880226 | Lincoln, NE 68588-0226 | Toll-free: (866) 700-4747 | Local & International: (402) 472-3388
Fax: (402) 472-1901 | highschool@nebraska.edu | highschool.nebraska.edu 12

The University of Nebraska does not discriminate based upon any protected status. Please see go.unl.edu/nondiscrimination. 01.20
NCAA is a trademark of the National Collegiate Athletic Association.
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