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Appendix A:
About Weblock

Accessing Your Agency’s Online
Testing Workspace
To help your agency get started with computer-based test administration, an IPMA-HR
representative will set up a dedicated online testing workspace. Once your workspace has been set
up, you will receive an email from noreply@fasttestweb.com that will direct you to a link to set your
password. Your username will also be displayed on the password set page. Please take note of
your username and password, as you will need them to log into www.fasttestweb.com.

For assistance with your username and password, email assessment@ipma-hr.org.
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Registering Examinees to Take the Exam
When you first log into your agency’s workspace and click on the “Test Scheduler” tab, you will
notice that an IPMA-HR representative has created an examinee group folder for your agency’s
computer-based test administration.

Adding Examinees to the Group
There are two ways to add examinees to the group: manual and import.
To manually add examinees to the examinee group, click on the folder to highlight it, and then click
“New”
“New Examinee.”

IMPORTANT: Do not create any new examinee groups. Instead, register examinees to the examinee
group folder that has already been created for you by an IPMA-HR representative.
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Register Now
Agencies permitting their examinees to test at home using MonitorEDU’s live remote proctoring must
select “Register Now” in the New Examinee dialogue box. Agencies that already know the first and last
names of their examinees upon registering them may also consider using the “Register Now” option.
When you select “Register Now,” the pop-up window shown below should appear:

Enter each examinee’s first and last name in the required fields. Also, select the exam you would like to
administer under “Select Protected Test Session.” You can click the plus signs next to the test session
folders to expand them if necessary.
Tip: If you will be adding multiple examinees at once, you may either scroll down the dialogue box and
check the box next to “Add another examinee after this,” or import your examinees (see “Importing
Examinees” below).
Once you click “Save,” each examinee that you registered will be automatically assigned a randomized
and unique test code that they can later use to access the computer-based exam on test day.
Test codes should only be provided to examinees at the time of test administration. Agencies that
will be proctoring the computer-based exam at brick-and-mortar locations should refer to “Brick-andMortar Computer-based Test Administration Guide” (p. 7) for guidance on test day administration
and the distribution of test codes. Agencies that will be permitting examinees to test at home
using MonitorEDU’s live remote proctoring service should refer to “At Home Computer-based Test
Administration Guide” (p. 9) for guidance on test administration and the distribution of test codes.

Importing Examinees
The “Import Examinees” feature is ideal for agencies that are testing large numbers of examinees or who
already have examinees’ first and last names stored in their systems.
First, select “Import,” then “Import Examinees.”
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When the “Examinee Registration Import” dialogue box appears, click on “Download example examinee
registration file.”

You will need to make sure that the .csv or Excel file that you upload matches the format of the example
examinee registration file provided. Required information for each examinee appears in bold below.
•
•
•
•
•

Column A [First]: examinee first name
Column B [Last]: examinee last name
Column C [Results Email]: email address that test results should be sent to
Column D [External ID]: examinee external ID
Column E [Test Name]: name of test you are administering that appears when you
register each candidate manually
• Column F [Group Path]: name of the examinee group folder
• Column G [Extra Time]: time extension
• Column H [Race/Ethnic Background]: racial or ethnic background of examinee
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Once you have created and imported your examinee list, the “Test Scheduler” tab view should
automatically populate with the examinees’ information and unique test codes. The test codes,
or exam passwords, can be used on test day by examinees to access the computer-based exam.
Test codes should only be provided to examinees at the time of test administration. Agencies that
will be proctoring the computer-based exam at brick-and-mortar locations should refer to “Brick-andMortar Computer-based Test Administration Guide” (p. 7) for guidance on test day administration
and the distribution of test codes. Agencies that will be permitting examinees to test at home
using MonitorEDU’s live remote proctoring service should refer to At Home Computer-based Test
Administration Guide” (p. 9) for guidance on test administration and the distribution of test codes.

Register at Test
“Register at Test” may be used only by agencies that are proctoring IPMA-HR’s computer-based
exams at brick-and-mortar locations. If your agency is permitting examinees to test from home using
MonitorEDU’s live remote proctoring service, you must use the “Register Now” function.
When you select the “Register at Test” option, the pop-up window shown below will appear:

Enter the number of examinees you are expecting to test in the “Number of Test Codes” box. Do not
worry if you do not know the exact number of examinees you will be testing. You can repeat this process
to generate more test codes if needed, and IPMA-HR charges only for the number of used test codes.
Next, select the exam you would like to administer under “Select Protected Test Session.” You can click
the plus signs next to the test session folders to expand them if necessary.
Once you click “Save,” the number of unique test codes that you generated should automatically populate in
the “Test Scheduler” tab view. You can export these unique test codes so that they can later be assigned and
used by examinees to access the computer-based exam on test day (see “Exporting Examinee Data” p. 12).
Test codes should only be provided to examinees at the time of test administration. Agencies that will
be proctoring the computer-based exam at brick-and-mortar locations should refer to “Brick-and-Mortar
Computer-based Test Administration Guide” (p. 7) for guidance on test day administration and the
distribution of test codes.
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Installing Weblock on Testing Computers
Each computer that will be used to test candidates must have Weblock installed to enable
administration of IPMA-HR’s computer-based assessments.
For more information on Weblock and its system requirements, see Appendix A: About Weblock.
To download and install Weblock, go to https://weblock.fasttestweb.com/testing/pr/20/9 and follow the
installation instructions.

Brick-and-Mortar Computer-based
Test Administration Guide
This section is designed to assist agencies that will be proctoring IPMA-HR’s computer-based exams at
brick-and-mortar locations. By following the guidelines outlined in this section, your test administrators
and proctors will be able to successfully administer the computer-based test in a standardized manner.
The roles of the test administrators are to maintain the security of IPMA-HR’s assessment materials and to
ensure that each examinee has an equal chance of performing at their best. Fulfilling these roles requires
exercising oversight of the following:
•
•
•
•
•

Location and seating arrangements,
Materials and equipment,
Test proctors,
Preliminary tasks and announcements, and
Standardized instructions.

Location and Seating Arrangements
Creating a positive test environment is important. The test location should be well-ventilated and have
good lighting. The room should also accommodate all examinees comfortably.
Examinees should be seated at desks or tables that provide a firm surface for writing. Examinees should
all face forward, rather than towards one another, and each examinee must be able to see and hear the
test administrator clearly. So that examinees can leave the test location if they finish their test before the
time limit expires, seats should be arranged so others will not be disturbed by people exiting the room.

Materials and Equipment
Materials needed for the test should be counted and verified prior to your actual testing date. In addition
to the computer equipment needed to take the computer-based test, test administrators should have the
following supplies on hand for the test administration:
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•
•
•
•
•
•

1 copy of IPMA-HR’s Computer-based Testing Manual
2 pencil sharpeners
1 set of headphones per examinee (if the computer-based test has audio or video)
Two no. 2 pencils per examinee
1 scratch paper pad per examinee
1 basic calculator per examinee (if applicable)

The scratch pad must be collected from each examinee before they leave the testing room.
Test proctors must check examinees for unpermitted items before allowing them to enter the testing
room, and collect any such items. Examinees should NOT be permitted to bring the following items into
the testing room:
•
•
•
•
•
•
•
•
•
•

Their own personal calculators
Their own scratch paper or scratch paper pad
Their own headphones
Pens and highlighters
Cameras
Cell phones, tablets, laptops, and other electronic devices
Digital voice recorders
Scanning and/or recording devices including, but not limited to, smartpens, C-Pens, and IRISPens
Study guides
Textbooks

Test Proctors
At least one proctor should be present to assist the test administrator with checking in examinees, keeping
order, and passing out and collecting test materials. A proctor may also answer basic questions from
examinees while the test administrator is otherwise occupied. As a rule of thumb, IPMA-HR recommends
one proctor for every 25 examinees. For example, if there are 200 examinees, we recommend having eight
(8) proctors and one test administrator.
Each proctor should be thoroughly familiar with all testing procedures and their duties as a proctor. Be
sure to plan who will be responsible for which aspects of test administration and assisting examinees
before test day. Provide training as appropriate.

Distributing Test Codes on Test Day
The unique test codes that were previously generated for each examinee (See “Registering Examinees
to Take the Exam,” p. 3) should only be distributed to examinees when they are sitting at their computer
and ready to take the test. Each unique test code is to be assigned or given to one examinee. Test codes
may not be reused or transferred. Do not make the test codes accessible to unauthorized personnel.
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At Home Computer-based Test
Administration Guide
This section is designed to assist agencies that will be permitting their examinees to take IPMA-HR’s
computer-based exams at home using MonitorEDU’s live remote proctoring service. By following the
guidelines outlined in this section, your test administrators and MonitorEDU’s proctors will be able to
successfully administer the computer-based test in a standardized manner.
The roles of the test administrators are to maintain the security of IPMA-HR’s assessment materials and
to ensure that each examinee has an equal chance of performing their best. Fulfilling these roles requires
exercising oversight of the following:
• Sharing examinee names and test codes with MonitorEDU
• Emailing instructions for testing with MonitorEDU to examinees
Prior to set-up of your test administration with MonitorEDU, an IPMA-HR representative will have sent
you the link to IPMA-HR’s Live Remote Proctoring SharePoint site. You will need to export the examinee
names and unique test codes that you generated (see “Registering Examinees to Take the Exam,” p. 3, and
“Exporting Examinee Data,” p. 12) and upload them to the SharePoint site so that MonitorEDU’s proctors
can distribute the codes to the assigned examinees at the time of testing. MonitorEDU checks for new
additions to your shared spreadsheet on Tuesdays and Thursdays at 5:00 p.m. EST.
The unique test codes that you generated should only be distributed to examinees when they are
sitting at the computer and ready to take the test. Each unique test code is to be assigned or given to
one examinee. Test codes may not be reused or transferred. Do not make the test codes accessible to
unauthorized personnel.

Sharing Examinee Names and Test Codes with MonitorEDU
Once logged into IPMA-HR’s Live Remote Proctoring SharePoint site, navigate to the “Documents” tab
and open the folder labeled with your agency’s name, exam, and live remote proctoring window.

Once inside your agency’s SharePoint folder, click “Upload” to upload the .csv or .xls file that you
exported from www.fasttestweb.com (see “Registering Examinees to Take the Exam,” p. 3, and
“Exporting Examinee Data,” p. 12)
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Emailing Instructions for Testing with MonitorEDU to Examinees
After sharing your examinee names and unique test codes with MonitorEDU, you can now invite
examinees to take the computer-based exam. It is important that you email examinees with detailed
instructions for the at-home test administration, including but not limited to:
• The exact name of the SharePoint folder (provided by an IPMA-HR representative)
• Required materials and equipment to test at home
• Computer or laptop with webcam
• Mobile phone with front-facing camera
• Government-issued photo I.D.
• Permitted resources when taking the exam
• Scratch paper
• Pencils
• Cost examinees will be charged if your agency is using the Examinee Pay option
• Instructions for:
• Installing Weblock on their computer
• Logging on to take the exam with MonitorEDU
A sample email has been provided below that you can customize for your examinees:
For agencies using AGENCY PAY:
Dear [Examinee Name],
You are invited to take the [SHAREPOINT FOLDER NAME]. The exam will be available for you to take
between [TESTING WINDOW DATES]. To take the exam from home, you will need (1) a computer or laptop
with webcam, (2) a mobile phone with front-facing camera and (3) your government-issued photo I.D.
You are also permitted to have pencils and scratch paper during the exam.
Prior to logging on to take the exam, please make sure that you download and install Weblock. You will
not be able to take the computer-based exam from home if you do not have Weblock installed on your
computer. To download and install Weblock, go to https://weblock.fasttestweb.com/testing/pr/20/9 and follow the
installation instructions.
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Once you have Weblock installed and are ready to take the exam, go to https://ascproctor.com
1. Click “SELECT YOUR SCHOOL/ORGANIZATION”
2. Click “IPMA-HR”
3. Fill out the form with your full name, phone number, email address, and the test name [SHAREPOINT
FOLDER NAME] to be connected with a proctor.
If you are disconnected from the exam, your progress will be saved. For assistance with reconnecting,
visit https://takemytest.live/trouble-connecting%3F
For agencies using EXAMINEE PAY:
Dear [Examinee Name],
You are invited to take the [SHAREPOINT FOLDER NAME]. The exam will be available for you to take
between [TESTING WINDOW DATES]. To take the exam from home, you will need (1) a computer or laptop
with webcam, (2) a mobile phone with front-facing camera and (3) your government-issued photo I.D.
You are also permitted to have pencils and scratch paper during the exam.
Prior to logging on to take the exam, please make sure that you download and install Weblock. You will
not be able to take the computer-based exam from home if you do not have Weblock installed on your
computer. To download and install Weblock, go to https://weblock.fasttestweb.com/testing/pr/20/9 and follow the
installation instructions.
Once you have Weblock installed and are ready to take the exam, go to https://ascproctor.com
1. Click “PAY FOR MY TEST”
2. Click “IPMA-HR”
3. Select the [SHAREPOINT FOLDER NAME] to go through the checkout process and pay for
your exam. Be sure to take note of your receipt number.
After paying for your exam, you can then take it on https://ascproctor.com
1. Click “SELECT YOUR SCHOOL/ORGANIZATION”
2. Click “IPMA-HR”
3. Fill out the form with your full name, phone number, email address, the test name [SHAREPOINT
FOLDER NAME], and your receipt number to be connected with a proctor.
If you are disconnected from the exam, your progress will be saved. For assistance with reconnecting,
visit https://takemytest.live/trouble-connecting%3F
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Test Scoring and Reports
Your examinees’ computer-based tests are scored as soon as they are submitted. While you will have
access to a live feed of scores in the “Test Scheduler” tab view, you can also export data and run various
score reports.

Exporting Examinee Data
In the “Test Scheduler” tab view, right-click on your agency’s examinee group folder. Click “Export”
to select one of the following:
• Examinee data (available as .csv file): this export contains all the data you can see in the
“Test Scheduler” tab view, including examinee names, test names and dates, test and subtest
scores, and test time.
• Raw Response Matrix (available as .csv and .html file): this export contains the same information
as the “Examinee Data” export, in addition to the answer key and examinee answer choices.
The Raw Response Matrix contains examinee responses to demographic items on gender, race/ethnicity,
and education level or schooling. The legend below is provided to assist test users in interpreting
demographic responses:
Demographics: Gender
a. Male
b. Female
Demographics: Race/Ethnicity
a. White or Caucasian (Not of Hispanic/Latino Origin)
b. Black or African American (Not of Hispanic/Latino Origin)
c. Hispanic/Latino
d. Asian or Pacific Islander
e. American Indian or Alaskan Native
f. Other/Two or More Races
Demographics: Schooling
a. High school graduate or GED
b. Some college
c. Associate’s degree
d. Bachelor’s degree
e. Master’s degree
f. Ph.D. or equivalent
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Score Reports
You can download more score reports in .html, .pdf, .rtf, .csv, .docx, .xls and/or .txt formats in the
“Report Manager” tab view. To run these reports, you may need to specify targeted date ranges,
examinee groups, exams or examinees. In the “Report Manager” tab view, click the “Reports”
drop-down menu. Select one of the following:
• Examinee Group Summary: summarizes which test was administered and the average
score received
• Examinee Group and Test Summary: summarizes overall mean score for exam and each
examinee’s score and test date
• Examinee Test Detail: details the number of points that examinees accumulated on each
test item
• Test and Item Analysis: analyzes test and item difficulty levels based on your
examinees’ performance
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Appendix A: About Weblock
Weblock is a client application that is installed on a local computer. It provides a custom interface for the
Firefox, Chrome, Safari, or Edge software that is already installed on the computer. It does not modify an
existing version of the internet browser, but rather, installs a separate program that will display the custom
browser when it is started. It uses the same security features and service packs that are currently installed
for your browser. Installing Weblock won’t modify the current version of Firefox, Chrome, Safari, or Edge
in any way. Weblock currently does not support virtual environment-based networking setups.
Weblock creates a “locked” testing environment for assessments, and includes the following features:
•
•
•
•
•
•
•
•
•
•
•

Assessments are displayed full-screen and cannot be minimized
Assessments cannot be exited until submitted by users for grading
Task switching or access to other applications is prevented
Print, Print Screen and Capture functions are disabled
Copying and pasting anything to and from an assessment is prohibited
Right-click menu options are disabled (Windows); key + click options are disabled (Mac)
Browser menu and toolbar options are disabled, except Back, Forward, Refresh, and Stop
Function keys (F1–F12) are disabled
Source code for the HTML page cannot be viewed
URLs cannot be typed by the user
Hundreds of screen capture, messaging, screen-sharing, and network monitoring applications
are blocked from running
• Links in questions that point to other servers don’t compromise the “locked” testing environment
• Pages from the assessment aren’t cached or stored in the browser’s history listing
• And many other features...

Weblock System Requirements
Requirement

Web Browser

Supported
Latest versions of Google Chrome*, Mozilla
Firefox, Apple Safari, and Microsoft Edge
*While the browsers listed above can all be used
with Weblock, it works best with Google Chrome.

Adobe Flash Plug-In

Version 9.0.115+

JavaScript

1.5+ (must be enabled; automatically included
with supported browsers)

Cookies

Must be enabled

Screen Resolution

1024 x 768+
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