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Wyoming Online CTE Assessments Manual
Teachers/Proctors will follow these basic steps to proctor an online assessment:
1.
2.
3.
4.

Login
Select “Proctor Tests”
Accept Pending Student Proctor Requests
Start an Assessment

1. Login & Begin Proctoring
You will use www.mazined.com to access the proctor and student login for the Wyoming CTE
assessments. Please see page 21 for technical system requirements.
NOTE: If your browser doesn’t meet the technical requirements outline on page 16 of this
document you will see an error screen that requires you to select an updated browser before you
can login (see image below).

Login
a. Click “Proctor” from the tabs on the left to login.
b. You will enter your school email address, password, which is your 7 digit State ID Number
then click “Login” (see the FAQ page 21 for further directions on obtaining your State ID).
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c. The first time you login to the system an attempt to proctor an exam, you will be asked to
read and accept the “Proctor Agreement”. You may skip this and enter the system, however
you will NOT BE ABLE TO PROCTOR AN ASSESSMENT UNTIL YOU HAVE ACCEPTED THE
PROCTOR AGREEMENT.

2. Select “Proctor Tests”
From the “Admin Home” page (see image below) you will select “Proctor Tests”.
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3. Accept Pending Student Proctor Requests
To begin the proctoring process you will need to accept any “pending student proctor requests”.
Note: You will only see pending student proctor requests if your students have logged on, have
selected you as their proctor and are waiting to take an assessment (for additional information see
page 15).

A. OPTION A: Directions when proctor & students are in the same building:
The proctor names will generate automatically on the student screen if both proctor and students
are located in the same building. Students MUST select you as their proctor before they will show
up in your pending student proctor requests field.
However, if a student is not located in the same building as the proctor, or there is a technical
issue that prevents the proctor name form showing automatically on the student screen, it is still
possible to proctor a test for them. In order to do this you will need to use the “Proctor Key”
directions as noted on the following page.
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B. OPTION B: Directions when proctor & students are NOT in the same building
or proctor name does not automatically show on the student screen
If a student is not located in the same building as the proctor, or there is a technical issue that
prevents the proctor name from showing automatically on the student screen, it is still possible to
proctor a test for them using the GET PROCTOR KEY feature (see image below).

Using the “Get Proctor Key” Feature
1. The proctor will indicate that students will need to select the option for, “If your proctor’s
name is not showing, ask for a Proctor Key and click here”. This will allow students to enter
the proctor key once the proctor has generated it.
2. Click the “Get Proctor Key” button (see image above) and a proctor key will automatically be
generated. In the example below the “Proctor Key” is “talo”.
3. Provide this code to your student(s) – once they enter this key, student name(s) will show on
your “pending student proctor requests” field.
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C. Accepting Student Proctor Requests
1. Students who have selected you as their proctor will appear in the “Pending student proctor
requests” table.
2. Check the box to the left of the student’s school and name fields (if you have many pending
proctor requests, you can “Select All” from button on the bottom).
3. In the “test” column, use the drop down menu to select the assessment you have been
assigned to administer to the students.

4. From the drop down menu select “accept student”

5. Ensure that all students who you will be proctoring are checked and will be taking the
selected assessment, and Click “OK”
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D. Filtering on Pending Proctor Requests table
If you are proctoring for different teachers/class periods, you can first filter by a specific teacher and
class period. Then you would simply “Select All” and proceed to assign a test and accept students as
indicated below.
a) You can filter by Teacher (first option next to SHOW) and/or…

b) You can also filter by class period that the student noted on their student registration screen.
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4. Start an Assessment: Tests I Am Proctoring
Once you have accepted pending student proctor requests, students awaiting the assessment will
appear in the “Tests I am proctoring” field (see image below). This field is above the pending
student proctor requests, towards the top of the page.
Student data, including the test they are taking, their name, status, current assessment activity and
last time online, will show in the student information row.
NOTE ABOUT SCORE: The “Score” column will show real-time performance information (percent
correct).

A. To begin the assessment
1. Check the box to the left of the student’s information
2. Select “start” from the drop down menu
3. Click “OK”.
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4. Once this is done and the assessment has been enabled on the student’s screen, the
“current activity” column will read “Test-Active”.

Filtering on “Tests I am Proctoring” table
If you are proctoring for different teachers/class periods, you can first filter by a specific teacher and
class period. Then you would simply “Select All” and proceed to start a test for all filtered students.
a) You can filter by Status (first option next to SHOW) and/or…

b) Filter by Teacher and/or…

c) Filter by Test
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B. Pausing an Assessment
If necessary you can pause an assessment by checking the box next to the student’s information
whose test you would like to pause, selecting “pause” from the drop down menu and clicking “OK”.
You can also enter an “optional pause message” which will be displayed on the student’s screen.
You will need to use this feature if your students will need more than one class period to
complete the test.

When a test is paused it will say, “paused” in the “Status” column.

NOTE: If a student logs out without first submitting a test, the test will be automatically paused and
you will see the status changed to “Paused”. At this point, you can restart the test for the student
next time s/he logs in or if you want the assessment to be turned in, select Force Submit (see page
10).
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C. Adding time
The Wyoming CTE Course assessments are untimed. However, as part of the system we must enter
a time limit. We have set the tests to 5 hours (300 minutes). Should more time be required, you can
add time to an existing assessment by selecting the student, and then the “Add Time” button as
shown below. This will produce a pop-up where additional minutes can be added to the test.

D. Force Submit
If a student doesn’t complete their assessment by “submitting” it on their screen (for example, they
logged out prior to submitting the test, or they have answered all the questions they can and want
you to submit their test) you will need to utilize the “force submit” option in the drop down menu.
To force submit a student’s test, check the box next to the student’s information, select force
submit from the drop down menu, click “Ok” and the test will be submitted.
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E. Proctoring Student on Multiple Tests
The system is able to accommodate students who need to take more than one CTE course
assessment.
1) The student should first login and register to take an assessment. For teacher/class period,
they should note the teacher and class associated with the course assessment.
2) At this point, the student will show on your proctor screen and you can proctor the test as
described above, including pausing a test if the student is unable to complete during the
testing session.
3) If the same student needs to take another assessment, the student would login into the
system again, but change as applicable the teacher/class period associated with the new
course assessment.
4) The student will again show on your proctor screen but with a different teacher/class period
noted. Assign the new test to the student.
5) The student would proceed to select you as a proctor. At this point, the student would show
up twice on the Tests I am Proctoring table (top table). You would proceed to start the new
test for the student.
6) NOTE: If the student is paused on another assessment, you can also restart it during the next
testing session for this student (e.g., the following day). In short, as the proctor you have
control on which assessment is active for the student when they login.
This screen shot shows an example of a student that is completing two tests (one is paused).
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Viewing Results & Reports
Teachers will follow these basic steps to view reports showing results from an online
assessment:
1. Login
2. Select “View Test Results”
3. Select one of the following:
a. “Aggregate” to view teacher/class level reports
b. “Select Test” to view student level reports
4. Print a hard copy version of the report or generate a PDF version to keep as an
electronic copy.

1. Login
To access the reports, login to: www.mazined.com. This is the same website you use to
administer assessments.
NOTE: Reports are available as soon as your students have submitted the assessments as complete.
That is, reports are available on a real time basis.

2. Select “View Test Results”
On the main menu, select “View Test Results” as shown below.
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3. Select “Aggregate” to view teacher/class level reports OR
“Select Test” to view student level reports
After clicking “View Test Results” from your admin home page you will be taken to the “Select Test
to Report On” page. From here you can select whether or not to view an aggregate report or
student level results for each test by selecting one of the associated buttons (see image below).
Only tests that have been taken by your students will be available for you to view the related
results. Specifically, during the student registration process, students must select you as their
teacher in order for you to view their test results.

A. Aggregate Reports
Reports aggregated at the teacher and class level are available by selecting “Aggregate Report.”
When “Aggregate Report” is selected, a new window will appear that shows the results for all your
students/classes (see upper left hand corner which shows “All classes”). This is the default setting.

If you would like to see a report for a specific class, simply click on the drop down on the upper left
corner and select the class period instead of selecting “All Classes”.
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Content of the Reports
A. The data shown in the top row is the aggregate data across all your students/classes. You
will see how many tests this report is based on, the minimum and maximum number of
points your students earned, the average number of points earned, the total points possible
on the test, and the average percent correct.
NOTE: The State has not yet identified a proficiency (pass/no pass) cutoff standard. As a
result, you will see “N/A” under the “Percent Proficient” and “Number Proficient” columns.
B. The histogram in the middle of the report shows the # of total scores (Y axis) that fell within
various percent ranges (X axis). From this distribution, you can view the range of your
students’ performance (from low to high).

A.

B.

C. The bottom section of the report shows the results by test standards (as provided by the
Wyoming State Department of Education). Next to each standard you will see the average
number of points students earned for each standard out of the total number of points
possible. The bar graph shows the average percent correct for that Core Standard.
C.
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B. Student Level Reports
To access a report for a particular student, click on “Select Test” next to the test you are interested
in viewing.

You will be presented with a new window showing all the students who registered as being in your
class and who completed a test. The window shows a summary of test data such as the date the test
was issued/submitted, total time available and the amount of time left on the test at the time it was
submitted. The last column contains a button that you will click on in order to see a particular
student’s test results.

N/A
N/A

Once the “Test Results” button is selected (see image above), you will be presented with the
student’s results. Note that the report is very similar to the aggregate report, except that the results
pertain to a single student.
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4. Print a Copy or Generate a PDF Version of the Report
You can print a hard copy of the report or generate a PDF version of the report that you can save as
an electronic document (the PDF can also be printed as a hard copy later). Because the CTE
Assessment website will be closed during the summer, we strongly recommend you create a copy
(either print hard copies now or save electronic PDF copies to print later) of aggregate and/or
student level reports. To do so, simply click on either the “Print Report” or “Generate PDF” buttons
available in the upper right hand side of each report (see image below) and follow your computer’s
subsequent directions for reading/saving PDF or printing.
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Wyoming Online CTE Assessments
Student Directions
Students will follow these basic steps to complete their online assessment:
1. Login
2. Selecting a Test and Proctor
3. Take Assessment
4. Submit Assessment
5. View the Results
6. Logout
1. Student Login
Students will login to take an assessment by going to: www.mazined.com. This is the same
website as teachers/proctors use to access their login screen.
a. Using the tabs on the left of the screen the student will select “student”

b. The student will enter their WISER ID (this is there 8-digit student number) and click “Login”.
ALERT! If neither you nor the student knows their WISER ID, please contact a school administrator
before proceeding, as the WISER ID is required by the Wyoming Department of Education.

19

c. Next they’ll “confirm the WISER ID” by entering their number a second time (see image
below) and then click “Login”. They will only be asked to confirm their WISER ID the very first
time they login to the system.

d. Once they click “Login” the student will be taken to their “My Registration Details” page and
will need to fill out demographics fields such as, first name, last name, school, etc. (see
image below for complete specifics) and then click “Save and Continue” (see image below).

NOTE: If the student needs to change their information they can login and update this information
at any time. For example, if the student needs to take another course test for a different
teacher/class, the student would simply login and change the “Teacher” and/or “Class Period/Block”
for that course.
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2. Selecting a Test and Proctor
After clicking “Save & Continue” on the “My Registration Details” page, the student will be taken to
the “Begin New Test” screen. From this screen they have two options:
1. TAKE A PRACTICE TEST
2. BEGIN AN OFFICIAL TEST
Practice Test – To begin a practice test the student will click the button for “Begin a New Practice
Test” (see image below). The practice test simulates the online testing environment so students will
know what to expect prior to their actual exam. While the questions on the practice exam have
nothing to do with items students will see on the assessments it does allow them to become
comfortable with the various testing features like drop and drag questions, using the calculator,
flagging questions they want to return to, changing the item views, etc. A student can login at any
time (i.e. without a proctor) and choose to take a practice test.
NOTE: They will have to click the “Begin a New Practice Test” test button twice – once to prepare
the test and the second time to load it.

Take an Official Pilot Exam - To begin an official exam the student will need to first select their
proctor (next page).

Selecting a Proctor
There are two ways a student will select a proctor:
1. Student & Proctor are in the same building (teacher appears automatically on the
student’s screen)
2. Student & Proctor are in DIFFERENT buildings (they will need a “Proctor Key”)
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A. Student & Proctor are in the same building
If the student is located on the same building as the person proctoring their assessment, that
proctor’s name will automatically show up on the student’s screen (see image below). The student
will then click the button to the left of the proctor’s name to select their proctor.

B. Student & Proctor are in DIFFERENT buildings
If the proctor and the student are located in different buildings OR the student does not see the
proctor’s name on their screen they should select, “If your proctor’s name is not showing, ask for a
Proctor Key and click here” (see image below). The proctor will supply their student with a unique
proctor key (see page 4 for proctor directions on getting a proctor key) that the student will enter
when prompted and then click “ok”.

NOTE: If the proctor has not logged into the system but in the same building, students will not see
their name on the screen. They should wait until the proctor is online and logged in rather than
clicking the option to enter a proctor key.
After selecting the proctor or entering the proctor key, students will see the following screen
indicating their test is paused (see image below). The screen will remain so until the proctor has
“un-paused” the test. The student test will automatically begin when the proctor selects “start”
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from the proctor screen (see page 7 for more information). Once the proctor has started the
assessment the student will be able to begin their assessment.

3. Take Assessment
Once the proctor engages the “start” feature, the assessment will begin and the student will see the
first question.
NOTE: All questions and response options are randomized for each student.
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A. Navigation Features
There are several features in the side panel that students can use to customize the way they view
their questions:
•
•
•

Small Icon View: Shows questions as numbers (red = flagged, blue = unanswered & green =
answered)
Detail List View: Shows the number and the first part of the questions (flag = flagged, blank
paper = unanswered & paper with writing = answered)
Calculator Icon: This is enabled for some questions and pops up if the calculator icon is
clicked. For questions where the calculator is disabled, the message “Not applicable” will
appear if the calculator icon is clicked.

To “Flag” questions, students will select the question they want to flag and click the flag button
located towards the top right hand corner of the screen.
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Once a question is flagged a student can remove the flag by selecting the question and then
selecting “un-flag” in the upper right hand corner of the screen.

This is an example of a “flagged question” in the small icon view.

Students can use the viewing pane on the left to select questions or use the “next” and “prev”
buttons in the top right hand corner of their screen to navigate from question to question.

There is also a drop down “View” box that allows students to select how the questions in the left
viewing pane are displayed.
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4. Submit Test
Once all the questions have been answered the student will select the “Submit Test” button on the
top right pane.

Once the student has clicked the “submit” button they’ll be taken to the “Submit Test as Finished”
screen where they’ll have the opportunity to do the following (see images below):
1. Go back and change answers
2. Submit their test as finished.
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Once they’ve selected “Submit My Test as Finished” they’ll be redirected to their registration details
and given one last chance to make sure their registration details are correct.

5. View the Results
Upon submission of their test, results are immediately available to students. To access their results,
they will click on the “Reports” tab located in the upper right side of the webpage as shown below.

Below is an example of the results students will be able to access. If a student takes multiple
assessments, then each assessment will be listed as a separate row.

6. Logging Out
Once a test is completed, students can log out by selecting the “Log Out” button on the top right
hand of the webpage.

NOTE: Students can log out any time during an assessment. If they have not yet submitted the test,
students will be prompted with the message as shown below. Selecting “Cancel” will take them
back to the test and selecting “Ok” will log the student out. On the proctor screen, this test will
show up as having a status of “Paused.”
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FREQUENTLY ASKED QUESTIONS
Wyoming ONLINE CTE ASSESSMENTS
What can I do to get ready to administer the assessments?
Prior to using the online assessment system you can do the following to prepare:
1. Make sure know you know 7-digit state teacher ID.
2. Make sure students that will be taking the assessments know their WISER ID number.
3. Confirm that your school’s technical capacity meets the minimum system requirements.
4. Have the students register on the system and take the practice test. This is not required but
would be helpful so that students become familiar with using the system.

What if I can’t remember my State ID number?
If you do not know your State ID number please contact the Wyoming Department of Education.
What system requirements need to be met in order to successfully administer the online
assessments?

•

Software Requirements: In order to take the assessment your system must meet the
following browser requirements.
 Cookies enabled on your browser
 JavaScript enabled on your browser
 Firefox 17 or higher
 Chrome 17 or higher
 Safari 5 or higher
 *Internet Explorer 9 or higher

*This is not a recommended browser and we strongly suggest you download Firefox or Chrome
(both are free).

•

Network:
 Broadband internet access

•

Operating Systems: It is recommended that you use one of the following Operating Systems:
 Mac OSX 10.5 or higher,
 Windows XP or higher
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How do I determine which browser I am using?
Visit http://detectmybrowser.com/ too see the Browser (name) and Version

How do I determine if JavaScript is enabled?
Use the following link to see if JavaScript is enabled: http://www.isjavascriptenabled.com/

How do I clear my web browser cache?
Visit http://java.com/en/download/help/webcache.xml and follow the instructions for the specific
browser you are using.

What if a student doesn’t finish before the end of class?
Use the “pause” and “un-pause” feature on the proctor page to start an assessment one class
period and resume it at a later date (see page 9 for additional directions).

I have students that have logged in to take a test, but I don’t see their names on my pending
student proctor requests.
If you and your students are in the same building check to make sure your student has selected you
as their proctor on the “Begin New Test” page. If you and your students are not in the same building,
make sure the student enters a proctor key, which you will generate from the proctor screen and
supply to them (see pages 4 for additional directions).

I keep trying to proctor a test and can’t.
Please make sure that you have complied with the “proctor agreement” when you login. You may
have chosen the “skip” option and you cannot proctor an assessment until you have agreed to the
proctor terms.

CUSTOMER SUPPORT
Customer Support is available between the hours of 9:00 a.m. and 5 p.m. MST. You can email us
at: info@presassociates.com or call 307-733-3255 to speak with someone immediately.
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