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I have some recommendations for the online version of this manual.  If you decide to print it, I 

have formatted it to be printed double sided.  DO NOT print this page.  Print pages 2 – 75 and 

it should print correctly for you.  Also, if you have any questions, or anything is unclear, 

please give me a call at 1-800-393-8664 between 8:00 am and 6:00 pm,  Monday – Friday. 

An “Order of Operations” list has also been requested by several people.  Although there are 

some things that are not order specific, others are. 

1. Enter candidate demographics at the beginning of Training. 

2. Scheduling test events on the calendar (can be done 11 months in advance and must 

be done prior to scheduling your candidate but is not otherwise order specific). 

3. Completing candidate records at the end of Training. 

4. Paying candidate test fees. 

5. Scheduling candidates into test events. 

6. Submitting a paper test packet request, if you are not doing electronic testing. 

7. Opening an electronic test for testing and printing the skills tasks. 

8. Proctoring the written exam (can be done before or after the skills exam) 

9. Entering the skill marks. 

10. Submitting the Test Packet for official scoring. 

And, last but not least, I’ve been through this manual multiple times to try to correct all my 

mistakes.  However, I’m not at all convinced that I or my coworkers have been able to catch 

them all and I couldn’t have done it without their help!  If any credit is due, it is to them for 

their continual support of my efforts to get this out to you.  I also apologize for taking so long 

to get this out to you.  If you find anything that should be edited, please let me know!  I am 

always open to corrections and suggestions! 

Thank you! 

Naomi Wolfe 

Montana Program Manager 
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Headmaster HomeHeadmaster HomeHeadmaster HomeHeadmaster Home Page Page Page Page    

Headmaster Home Page 

www.hdmaster.com 

Enter the web address into your browser address bar and hit enter. 

 

1.  Click on Montana under the Nurse Aide column to access the Montana CNA Testing and 

Certification page. 

1 
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Montana CNA Testing and Certification page: 

 

 
2. Click on WebETest© On-Line Testing to access the WebETest© Main Menu. 

 

WebETest© Main Menu:  From this menu you can access all the training program options. 

 

2 
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Entering Candidate DataEntering Candidate DataEntering Candidate DataEntering Candidate Data at the Beginning of  at the Beginning of  at the Beginning of  at the Beginning of TTTTrairairairaininininingngngng    

 

Beginning January 01, 2015, the Montana Department of Health and Human Services will 

require nurse aide candidates to be entered into WebETest at the beginning of the training 

course.  This will allow them to track training attrition rates and check the OIG exclusion list for the 

candidates’ names prior to completion of the training program.   

 

DATA ENTRY TIPS: 

� TAB through each field!  If you hit enter the software will submit your record and give you an 

error message because of the blank fields.  If you only click into the next box, some fields will 

not complete properly. 

� All the data entry fields, except the email address, should be entered in upper case letters.  It 

helps to put the Caps Lock button on. 

� Bold fields are required. 

� Except for the employment start date, dates must be entered in a mm/dd/yyyy format or you 

will receive an error message.  The employment start date needs to be entered in a mm/yy 

format. 

 

 

 

Go to the WebETest© Main Menu 

 

1. Click on Training Program / Instructor to access the Training Program / Instructor page. 

1 



Page | 9 

 

2. Enter your Facility/Training Program ID number. 

3. Enter your PIN/Password (use all upper case letters!). 

4. Click Login. 

 

 

 

 

 

 

 

5. Click on New to enter a new candidate. 

 

 

2 

3 
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6. Enter the candidate’s Social Security number forwards (in the normal order) without dashes in the 

first box. 

 

7. Enter the candidate’s Social Security number backwards (in reverse order) without dashes in the 

second box. 

 

8. Enter candidate’s demographics.  The bold fields are required and the faded fields are optional. 

a. The candidate’s name must match the legal name on the candidate’s government issued 

ID/Driver’s License. 

b. Enter the candidate’s mailing address if different from physical address. 

c. Enter the telephone number at which the candidate is most easily contacted (you can enter 

numbers only in this field). 

d. Date of Birth must be entered: mm/dd/yyyy or you will receive an error message. 

9. Enter training start date in a mm/dd/yyyy format or you will receive an error message.  

10. Your training program ID number and information will automatically show in each candidate’s 

record.   

11. Click on Submit Candidate to save the candidate’s record.  If you receive an error message, you 

will need to correct the field indicated in the error message.  If you have entered everything 

correctly, you will return to the previous screen and be able to continue with your next candidate. 

***Note:  Entering Challenge Candidates: 

a. If you are entering a challenge candidate the training start date is the current date. 

b. You must change the Training/Facility ID # to 9998 and hit the TAB button. 

c. After the initial data entry for a challenge candidate, you will need to call Headmaster in 

order to have the file completed and the Test History (Background) checks run. 

To enter subsequent candidates, click on the New button for each candidate you wish to enter. 
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Congratulations! 

You have now completed the data entry process. 

 

 

 

 

You will schedule your exam date, complete the candidate records, pay the test fees and schedule 

the candidates at the end of training. 

 

The following pages in this section contain some forms you may find useful during training.
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Headmaster has added several forms for your use during training.  These forms are 

not required, but are available for your use if you should find them helpful. 

You will need to log in as the Training Program / Instructor to access these forms: 

To access your class Roster: 

 

 

A. Pull up a list of the students for your current class by putting your cursor in the Search Box and 

entering ^mm/dd/yyyy (the start date for the current class) and clicking Search. 

B. In the small box at the top of the blue portion of the screen select MT Roster. 

C. Click on Print Template to pull up your class Roster. 

 

A 

C 

B 
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To access your Candidate Student File: 

 

A. Pull up a list of the students for your current class by putting your cursor in the Search Box and 

entering ^mm/dd/yyyy (the start date for the current class) and clicking Search. 

B. From the drop down menu, select MT Student File. 

C. Click on Print Template. 

A 

B 

C 
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To access your candidates’ Verification Report: 

 

A. Pull up a list of the students for your current class by putting your cursor in the Search Box and 

entering ^mm/dd/yyyy (the start date for the current class) and clicking Search. 

B. From the drop down menu, select MT Verification. 

C. Click on Print Template. 

***Note:  We recommend you print the Verification Report for each candidate after you have entered 

the demographic data for your class.  Have each candidate check their demographics as this is the 

information submitted the Department of Health and Human Services, Montana Nurse Aide Registry 

for State Certification. 

 

A 

B 

C 
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Scheduling an EScheduling an EScheduling an EScheduling an Electronic Test lectronic Test lectronic Test lectronic Test EventEventEventEvent    

Go to the WebETest© Main Menu  

 

1. Click on Test Site to access the login page to schedule an exam date at your facility. 

 

 

 

2. Enter your Facility ID/Test Site ID. 

3. Enter your PIN Number/Password (four upper case letters). 

4. Click on Login. 

 

3 

2 

4 
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5. Click on Select Date to choose your test date.  This will open a calendar.  Click on the date on the 

calendar for which you would like to schedule your exam. 

6. Enter the test start time in military time with a colon!  This is important as your candidates will 

now receive a Test Confirmation Letter showing their test date and time.   

7. Enter the number for the amount of test spots you will need.  You may schedule up to 10 

candidates per test packet. 

8. Select the Test Administrator from the Test Proctor drop down menu. 

9. Under Notification, click on the bubble next to A if it is an Open (open to the public) test event, or 

on the bubble next to the X if it is a Closed test event (reserved only for candidates from your 

facility).  

***Note: If you are scheduling an exam only for your own candidates and you do not select the 

Closed option, other candidates will be able to schedule into your exam! 

10. Under Payment Type, select Proctored if the Test Administrator is employed and paid by the 

facility or Regional, if the Test Administrator is an Independent Contractor and paid by 

Headmaster. 

11. Click the Add button to schedule the test packet on the calendar. A confirmation page will come 

up advising that the packet has been created. The packet number will be in the confirmation 

message. 

 

***Note:  Test dates may be prescheduled up to 11 months in advance of the scheduled date. 
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SchedulingSchedulingSchedulingScheduling a Paper  a Paper  a Paper  a Paper TestTestTestTest Event Event Event Event 
NOTE: Paper tests need to be requested no less than 10 days before the scheduled test date 

 

Go to the WebETest© Main Menu  

 

1. Click on Test Site to access the login in screen to schedule an exam at your facility. 

 

 

 

 

 

2. Enter your Facility ID/Test Site ID.  

3. Enter your PIN Number/Password (four upper case letters). 

4. Click on Login. 

 

3 
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5. Click on Select Date to choose your test date.  This will open a calendar.  Click on the date on the 

calendar for which you would like to schedule your exam. 

6. Enter the test start time in military time with a colon!  This is important as your candidates will 

now receive a Test Confirmation Letter showing their test date and time.   

7. Enter the number for the amount of test spots you will need.  You may schedule up to 10 

candidates per test packet. 

8. Select the Test Administrator from the Test Proctor drop down menu. 

9. Under Notification, click on the bubble next to A if it is an Open (open to the public) test event, or 

on the bubble next to the X if it is a Closed test event (reserved only for candidates from your 

facility).  

***Note: If you are scheduling an exam only for your own candidates and do not select the Closed 

option, other candidates will be able to schedule into your exam! 

10. Under Payment Type, select Proctored if the Test Administrator is employed and paid by the 

facility or Regional, if the Test Administrator is an Independent Contractor and paid by 

Headmaster. 

11. Put a check mark in the Paper box. 

12. Click the Add button to schedule the test packet on the calendar. A confirmation page will come 

up advising that the packet has been created. The packet number will be in the confirmation 

message. 

 

THIS IS ALL YOU WILL DO FOR A PAPER PACKET UNTIL THE CANDIDATES HAVE BEEN 

SCHEDULED INTO IT. 
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Completing Candidate RecordsCompleting Candidate RecordsCompleting Candidate RecordsCompleting Candidate Records    

Go to the WebETest© Main Menu and log in as the Training Program / Instructor. 

At the end of training you will need to complete each candidate’s record.  You have several options 

for pulling up a list of your students. 

 

Search Button           Search Box 

Search Options: 

� You may click on the Search button without entering anything in the search box.  This will bring 

up a list of all the active candidates listed for your facility. 

� You may enter: ^mm/dd/yyyy (the start date for your class) in the search box, click Search 

and you will bring up a list of any candidates who began training on the date you entered.  

Using the start date to pull up only a list of students from your current class will minimize the 

amount of time it takes to search through your list of students to enter their data. 

� After you have entered the completion date for your candidates, you may enter: =mm/dd/yyyy 

(the completion date for your class) in the search box and click on Search.  This will bring up a 

list of candidates that completed training on that date. 

� You may enter a candidate’s Last Name in the search box and click search to bring up just 

that candidate. 

� You may enter a candidate’s Social Security Number or Test ID Number and click search to 

pull up an individual candidate.   

You may also enter a list of Last Names, Social Security Numbers or Test ID Numbers or a 

combination of all of the above in the search box and click Search to pull up a list of those 

candidates.  After each entry, you will need to hit enter and list the next entry just below the previous 

one. 
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Go to the WebETest© Main Page. 

 

1. Click on Training Program / Instructor. 

 

 

 

 

2. Enter your Training Program ID number.  

3. Enter your PIN Number / Password (4 upper case letters). 

4. Click Login. 

  

 

2 

3 

4 
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5. In the search box enter the carat symbol followed by the start date (^mm/dd/yyyy) for your class 

to pull up a list of students who started on that date (or use any search option that fits your needs).  

6. Click Search to pull up your list of students. 

 

 

You should now have a list of the students from your current class listed in the window. 

 

 

7. Click on the ID number to the left of each candidate’s name to open the candidate’s record. The 

candidate’s record will open in a separate window. 

6 
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8. Enter the candidate’s Class Hours.  The candidate must complete a minimum of 45 class hours. 

9. Enter the total of the candidate’s Clinical and Lab hours combined.  The candidate must complete 

a minimum of 25 combined Lab and Clinical hours.    

***Note:  You will need to have an extra 5 hours in either the Class or Lab and Clinical hours to meet 

the state and federal minimum requirement of 75 hours of approved training for each candidate.  

10. Enter Completion date in a mm/dd/yyyy format or you will receive an error message. 

11. Next to “Graduated?” click the drop down arrow and select “YES”, if the candidate completed the 

program.  Select “NO”, if the candidate did not complete the program.  If you select “NO”, you will 

need to select a reason the candidate did not complete the program from the next drop down 

menu in the box below “NO”. 

***Note – It is not necessary to enter hours or completion date if the candidate does not complete the 

course. 

12. If your facility is paying for the candidate to test, you will need to enter your Facility ID number in 

the Sponsor ID box.  If the candidate is paying his/her own test fees, put a checkmark in the Self 

Pay box. 

13. If a candidate has a disability and needs an ADA Accommodation, put a checkmark in the 

Accommodation Requested box and follow the directions on the required paperwork.  The 

candidate must complete and submit the ADA Accommodation Form 1404 and submit it to 

Headmaster two weeks prior to the candidate’s scheduled date.   

***Note: The ADA Requested box may be checked prior to completion of training and the paperwork 

may be submitted early to facilitate an earlier test date after training completion. 

14. Click on Submit Updates to save the changes to the candidate’s record. 
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15. Click on the “X” in the upper right corner of the window to close the window.  Your class roster 

should still be open behind it. 

Repeat this process for the remaining candidates in your list. 

***Note:  If your candidate needs an oral test, you will need to reopen the candidate’s record to mark 

an oral test for the candidate.  This must be done prior to paying the test fees in order for the 

candidate to be assigned the oral exam. 

 

16. If the candidate is requesting an Oral test, put a check mark in the box and click Submit Updates 

at the top of the candidate’s record. 

15 

16 
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17. With the list of your graduated students showing in your list, click on Print PDF to pull up the state 

approved Certificate of Completion of Training for each of your students. 

 

 

18. Click on File and then select Print.  You can also right click on your screen and select Print.    

 

 

***Note:  You will need to double click the back arrow on your browser to get back to your list of 

candidates. 

 

To be uploaded soon: 

 

State Approved Certificates of Completion of Training 

17 

18 



Page | 30 

If your candidates are paying their own test fees, you will also need to print out the candidate’s 

Scheduling Directions and give the letters to each of candidates. 

  

19. Click on the drop down arrow. 

20. Select MT Scheduling Instructions. 

21. Click on Print Template. 

 

22. Click on File and Print or right click on your screen and select Print to print the scheduling 

instructions. 

23. Give this letter to your candidates in order for them to have the necessary information to login, pay 

their test fees and schedule an exam date.  This letter includes their Test ID Number and PIN.  

Each candidate must be given his/her own personalized letter with his/her individual information in 

order to schedule his/her exam. 

21 
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Paying Paying Paying Paying CandidateCandidateCandidateCandidate Test  Test  Test  Test FeesFeesFeesFees    

 

Note:  If you have just finished entering the completion data for your students you can open a second 

tab on your browser or a new internet window to do this step.  You will want to go back to your list of 

candidates in the Training Program / Instructor window in order to schedule them after making your 

payment. 

 

Go to the WebETest© Main Menu. 

 

1. Click on Sponsoring Facility. 

 

 

2. Enter your Sponsor/ Employer ID number (the same as your Facility ID). 

3. Enter the Pin Number (also the same as your Facility PIN). 

4. Click Login. 

2 

3 
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5. Use one of the Search Options listed in TAB 5 to pull up a list of candidates for which you would 

like to make a payment. 

6. Click on the Search button. 

 

 

 

7. The Include box is automatically checked.  If there are any students in the list for whom you do 

not wish to make a payment, you will need to uncheck the Include box. 

8. Put a check mark in the Attestation box, confirming that you are authorized to make the payment.  

9. In the Payment authorized by box, enter the name of your facility or the name of the person at 

your facility who is authorizing the payment. 

10. Click on Submit Invoice. 

6 
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You should now have a list of the candidates you have chosen to include on the invoice on the right 

side of your screen under Invoice Totals.  Each candidate’s individual exam fees are listed in the 

Amount Column, with a total for all exams at the bottom. 

 

 

If your facility is preapproved for credit, you will have 2 payment options.   You can either create a 

purchase order or make a payment with a credit/debit card.  If your facility is not approved for credit, 

you will only have the Credit Card option. 

11. Enter your email address in the box if you would like a copy of the invoice to go to your email. 

12. If you wish to have your facility billed for the testing fees for your candidates, click on your 

preferred payment method in the Submit Facility Credit box on the left.  You may choose: 

a.  Check (no personal checks – Headmaster can only accept Facility Checks). 

b. P.O. – Many facilities choose the P.O. Option and enter the current date as the payment 

number unless a specific PO# is required by the facility. 

c. M.O.  (Money Order) 

13. Put the Purchase Order Number, Check Number, or Money Order Number in the Payment 

Number box. Headmaster will invoice you on the purchase order number you create. 

14. Press the Submit Facility Credit button. 

11 
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15. If you are paying with a credit card, enter the Credit Card number, numbers only, no spaces. 

16. Enter the card expiration date in a mm/yyyy format. 

17. Click on the Submit Credit Card button. 

18.  Regardless of which payment option you use, once the submit button has been pressed, a copy 

of the invoice will display on your screen.  You may print this invoice for your records. 

15 
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Scheduling CandidatesScheduling CandidatesScheduling CandidatesScheduling Candidates    
Note:  If you still have the tab or internet window open in which you completed your candidate 

records, you can click on it and your class roster will still be available to you.  You may then skip to 

step 5 of this section. 

Go to the WebETest© Main Menu 

 

1. Click on Training Program/Instructor. 

 

 

2. Enter your Training Program ID number.  

3. Enter your PIN Number. 

4. Click Login. 

 

 

2 

3 

4 
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5. Pull up a list of the candidates you wish to schedule using one of the search options mentioned in 

TAB 5. 

 

6. Click on a candidate’s Test ID number to open a candidate’s record. 

 

7. From the first drop down, select the Test Site.  

8. The first available test date will automatically display. Make sure this is the one you want. If it is 

not, click on the drop down arrow for the date box and select the correct date for which you wish 

to schedule the candidate.  

9. When you have the correct Test Site and Test Date selected, click on the Submit Updates 

button at the top of the screen 

The confirmation letter will display. Print this off to give to the candidate.  A sample confirmation letter 

is on the following page. 

7 
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If your candidates were scheduled into a paper test packet, continue to  

TAB 8: Submitting a Paper Test Packet Request 

If your candidates were scheduled into an Electronic Test Packet, you have completed the 

data entry and scheduling process!  

CONGRATULATIONS!!! 

 



Page | 41 

    

    

    

TAB 8TAB 8TAB 8TAB 8    

    

SSSSUBMITTINGUBMITTINGUBMITTINGUBMITTING        

A A A A     

PPPPAPERAPERAPERAPER T T T TESTESTESTEST    

PPPPACKETACKETACKETACKET    

RRRREQUESTEQUESTEQUESTEQUEST    



Page | 42 

Submitting a Paper Test Packet RequestSubmitting a Paper Test Packet RequestSubmitting a Paper Test Packet RequestSubmitting a Paper Test Packet Request    

 

If you require a paper test packet to be sent to your RN Test Administrator, the Paper Test Packet 

Request must be submitted to us electronically 10 days prior to the scheduled test date.   

Go to the WebETest© Main Menu 

 

1. Click on Test Site. 

 

 

 

2. Enter your Facility ID/Test Site ID.  

3. Enter your Pin Number. 

4. Click on Login. 

 

3 
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5. From the drop down menu below the test packet options you will see a test that is scheduled at 

your site.  If the paper test packet you need is not the first one you see, click the drop down arrow 

and select the proper test packet from the list.  

 

 

6. Click on the Create button. This is will assign tests to each candidate scheduled in the test packet.   

***Note: If you miss this step, the candidates will not be assigned any tests and you will need to call 

Headmaster in order to have the candidate records cleared so you can start the scheduling process 

over! 

 

  

 

 

6 
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*Note: If the test history checks (background checks) have not been, run you will receive an error 

message and need to call Headmaster to have it done. Once the test history checks have been done, 

press the back button on your browser and select Create again.   If any of the candidates have not 

been assigned the correct test or any other information is incorrect, call Headmaster in order to have 

it corrected before you proceed to the next step!  You must have an error free Administrator Report 

before continuing to the next step! 

 

 

This is the Administrators Report. Make sure that all the candidates are on the list and showing Yes 

under the test type they need. If this looks correct, press the back button on your browser.  

A. Test ID # 

B. Candidate Name 

C. Knowledge Test 

D. Skill Test 

E. Oral Test, if applicable. 

F. ADA Accommodation (if an ADA Accommodation has been approved for the candidate there 

will be a YES in this box).  The candidate will be advised of his/her approved Accommodations 

by Headmaster when the accommodations have been approved. 

Click the back arrow on your browser to get back to the Test Site Options screen. 

A 

B C D E F 
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7. Click Refresh Page  

 

8. Select the paper test packet that you wish to submit from the second drop down menu to the right 

of the Submit Button.  

9. Click the Submit button to officially submit the paper test packet request.   A confirmation page 

will come up to show the packet was successfully submitted. Your test packet will be printed and 

shipped to your Test Administrator within one business day. 

 

9 
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CONGRATULATIONS!   

You have successfully completed the candidate records and 

scheduled them for testing!!! 
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Opening Opening Opening Opening an Electronican Electronican Electronican Electronic Test Packet for Testing Test Packet for Testing Test Packet for Testing Test Packet for Testing &  &  &  & PrintingPrintingPrintingPrinting the  the  the  the Skill Task SheetsSkill Task SheetsSkill Task SheetsSkill Task Sheets    

 

Headmaster Home Page 

www.hdmaster.com 

 

1. Click on Montana under the Nurse Aide column. 

 

Montana CNA Testing and Certification page: 

 
 

2. Click on WebETest© On-line Testing 

1 

2 
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 WebETest© Main Menu 

 

 

3. Click on Skill Evaluator or Written Test Proctor to access the Test Administrator / Proctor 

Menu. 

 

 

 

 

4. Enter your ID number (Social Security number)  

5. Enter your PERSONAL PIN.  

6. Click on the Login button. 

4 

5 

6 

3 



Page | 52 

You will now see a list of any test packets scheduled with you as the Test Administrator.  You may 

have more than one test packet scheduled as you may be testing on multiple dates or times.  

 

7. Click the correct packet to highlight it (you may have more than one scheduled packet).  

8. Click on Create. This will assign each scheduled candidate a test. 

***Note:  If you do not create the test packet first, the candidates will not be assigned any tests. 

ALWAYS CREATE TEST FIRST. 
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Creating the test will also give you your Administrator’s Report (or 1250 Form).  This lists the 

candidates to be tested and the tests they are assigned for the day.  If a candidate is not assigned a 

test he needs, call Headmaster immediately!  

 

 

A. Test ID Number 

B. Candidate Name 

C. Signature line

D. Knowledge Test  

E. Skill Test 

F. Oral Test, if applicable. 

G. ADA Accommodation (there will be a YES in this box if the candidate has been approved for an 

Accommodation for a disability. 

 

9. Print this form!  This is your sign in sheet when you check in the candidates for the exam. You 

can right click on the screen and select Print, or Click on File and Print. 

 

   

10. Click on your back arrow on your browser. 
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11. Click on Unlock to open the packet for testing (your packet should still be highlighted – if it is not, 

click on it again to reselect it). 

 

 

You will receive this message indicating the packet is open for testing. If you receive an error 

message, call Headmaster at 1-800-393-8664. 

 

12.  Click on the back button on your browser.  Your packet should still be highlighted.  If it is not, 

click on it again to highlight it. 
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13. Click on Score to access the candidates for whom you need to print the skill tasks. 

 

 

14. Click on a candidate’s name to highlight it and access the skill tasks for each candidate (You will 

print out each candidate’s skills individually). 

15. Click on Printable Form. 

 

13 
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These are the Skills Task Sheets.  

 

15. Click on File and Print or right click on the screen with your mouse and select Print. MAKE 

SURE ALL 5 SKILLS TASKS PRINT. 

If you have more candidates who are scheduled to do their skills, click the back arrow on your 

browser and repeat Steps 14 &15. 

Once you have printed all the skills for each candidate, you are done until test day and can close your 

browser. 

HINTS:  

    

Menu Bar 

If your menu bar is not showing on your screen, right click on a blank spot beside your browser bar. 

 

Click on the Menu Bar from the list and your menu bar will come up on your internet window for you.    
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Proctoring the Knowledge (Written) ExamProctoring the Knowledge (Written) ExamProctoring the Knowledge (Written) ExamProctoring the Knowledge (Written) Exam    

Go to the WebETest© Main Menu 

 

1. Click on Proctored Written Exam to log the candidate into his/her knowledge exam. 

 

2. Enter the candidate’s SOCIAL SECURITY NUMBER or TEST ID NUMBER, numbers only 

(without the dashes). 

3. Enter the Facility Number (listed as the Test Site number in the second line at the top of your 

Administrator’s Report – Form 1250). 

4. Enter the Packet Number (listed in the first line at the top of your Administrator’s Report – the 

packet number must be entered with an upper case letter or you will receive an error message). 

 

 

 

 

 

2 
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5. A candidate may click on the Warmup Test to practice using the navigation controls for the exam. 

It is NOT part of their actual Knowledge (Written) Exam. Once they feel confident with how the 

controls work, Type Sunset next to the Stop Exam button and click Stop Exam to go back to this 

login screen. 

6. If the candidate does not wish to do the Warmup Test, have them click the login button – Click 

this button when required fields are complete. 

 

7. The candidate must verify his/her demographic information.  ***Note:  This is the information 

submitted to the Montana Department of Health and Human Services, Montana Nurse Aide 

Registry for State Certification.  It must be correct! 

a. The screen defaults to the option “I have not reviewed the data below”.  The candidate 

cannot continue to the exam while this is selected. 

b. If the information is correct, have them select “I have reviewed the data and it is correct”.  

c. If the information is NOT correct, have them give you the correct information and note it on 

your Administrator’s Report (1250 Form).  Select “I have reviewed the data, and reported 

errors to my test proctor”. In order to continue, the Test Administrator must type ETEST 

(all upper case letters) into the box next to this option to acknowledge he/she has received the 

corrections. 

8. Click on Continue to Exam. 
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The Knowledge (Written) Exam  

 

 

 

The Knowledge Exam will display one question at a time. The candidates may move to the next or 

previous question without answering the current question, if desired. 

A. If they would like to Bookmark a question to return to it, have them put a check mark next to 

Items Bookmarked. The question numbers they have bookmarked will be listed here. 

B. If they would like to jump to one of their marked questions, have them enter the question 

number and press the Jump to Question button.  When the candidate believes he/she has 

finished the exam, he/she can click the Jump to Question button and it will take them to any 

unanswered questions, if any have been left unanswered. 

C. They can move from one question to the other by pressing Next Question or Previous 

Question. 

D. They can see how much time they have remaining on the top of their screen. 

9. When the candidate has finished the exam, you will log them out by typing ETEST in all upper 

case letters in the box next to the Stop button and then clicking Stop.   ONLY YOU CAN DO 

THIS!  It is the Test Administrator’s responsibility to verify the candidate has completed answering 

all the questions prior to stopping the exam. 

 

This is the confirmation that the written exam has been completed. 

A 

B C D 
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EnteringEnteringEnteringEntering the Skills Marks the Skills Marks the Skills Marks the Skills Marks    

Go to the WebETest© Main Menu 

 

 

1. Click on Skill Evaluator or Written Test Proctor to access the Test Administrator / Proctor 

Menu. 

 

 

2. Enter your ID Number (Social Security number).  

3. Enter your PERSONAL PIN Number. 

4. Click on the Login button. 
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5. Click on the packet to highlight it. 

6. Click on the Score button to access the candidates who were scheduled for the skills exam. 

 

 

7. Click on the name of the candidate for which you would like to enter skill marks to highlight it. 

8. Click on Score Exam to access the candidate’s skill exam and enter the A/B marks from your skill 

task sheets.  

 

 

5 
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This screen is where you will mark if a candidate completed each step of a task correctly or 

incorrectly. You can move from skill task to skill task by pressing either Previous Task or Next, or by 

clicking on the skill task for which you would like to enter marks. 

 

 

 

9. Fill in the boxes at the top of the task. 

a. Actor’s name 

b. Date 

c. Test Start Time (enter the start time for the skill exam portion) 

d. Test End Time (enter the skill exam end time for all 5 skill tasks) 

e. Minutes remaining (if any) after the candidate has completed all 5 skill task steps 
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10. Click on “Check or uncheck all steps”. This puts a checkmark in each box next to each skill step 

indicating the candidate has completed all the steps for the task (all A marks). 

11. Uncheck ONLY the steps that the candidate did NOT do correctly.  This indicates the candidate 

missed this step (a B mark).   

12. In the box to the right of the missed skill step, list a brief explanation regarding what the candidate 

did or did not do. For example: Did not lock brakes. 

13. If the candidate was assigned a measurement task, there will be input boxes to the right of the 

skill steps in which to enter the measurements recorded by the candidate and Test Administrator. 

 

  

Once you have completed the first task, move on to the next one by pressing either Next Task or by 

clicking on the name of the next skill.  
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14. When you have finished entering all of the A/B marks, measurements, and test data for the 

candidate, select the Stop the exam button. 

15. The next window displays your menu options. 

 

 

 

 

16. Select the Menu to which you would like to return. 

a. If you have more candidates for which to enter skill exam marks, select the Score another 

skill exam button and follow Steps 7-15 until all the skill marks have been entered for all the 

candidates tested in the test packet. 

b. If you have completed entering skill marks for all the candidates tested in the test packet and 

all the candidates have completed the Knowledge Exam, click on the Return to Proctor menu 

button in order to submit the Exam to Headmaster for official scoring.   

c. The only time you will select Return to Main Menu is when you want to go back to the 

WebETest© Main Menu. 
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Submitting the Submitting the Submitting the Submitting the Test PacketTest PacketTest PacketTest Packet for Official Scoring for Official Scoring for Official Scoring for Official Scoring 

 

Note:  DO NOT submit the exam, if any of the candidates have not yet taken the knowledge 

(Written) Exam portion or you have not entered all the skill task data! 

Note:  If you are still logged in after completing the data entry for the skills exams and all the 

candidates have completed the knowledge test, you can skip the login steps and start on Step 5 by 

clicking on Return to Proctor Menu in the last step in TAB 11. 

 

Go to the WebETest© Main Menu 

 

1. Click on Skill Evaluator or Written Test Proctor to access the Test Administrator Menu. 

 

 

2. Enter your ID Number (Social Security number).  

3. Enter your PERSONAL PIN Number. 

4. Click on the Login button. 
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5. Click on the packet to highlight it. 

6. Click on the Submit button to access the Test Confirmation window and finalize the Test Packet 

submission process. 

 

7. Put a check mark in the Photo box next to each candidate by clicking in the box under Photo. 

You will need to put a check mark in this box even if the candidate was a No Show or 

Rescheduled. 

8. Enter any Test Irregularities. 

Examples of Test Irregularities: 

a. Demographic changes reported to you by the candidate when you logged him/her into the 
Knowledge Exam 

b. Candidates who were a No Show 
c. Candidates who rescheduled 
d. Equipment malfunctions  
e. Anything that was not a normal part of the test event 

9. Select the Actor you used from the drop down menu. If you did not use an actor, leave it as 

ACTOR, Not Used. 

10. Put a checkmark in the Security Affidavit box, attesting that you followed the rules and 

procedures for testing and the security of the test was maintained. 

11. Click the Complete button to submit the test packet. 
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You will receive this message indicating the packet has been submitted for official scoring.  

 

 

 

 

 

 

 

CONGRATULATIONS!   

You have completed the testing process! 

 

 


