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Welcome and Level Setting
Sample Questions
Secure Browser Practice Exams 

Creating Accounts and Setting Roles
Live Demo of account creation
A review of roles and responsibilities in the Nextera System

Student Management
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Setting Accomodations
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Multi-Edit Accomodations
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Live Demo of creating a class and adding students
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Home
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The heading at the top of the screen 
is used to filter to different schools.  
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Home:  Proctor PIN
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➢ Proctor PIN is required when a 

student needs to restart a 

paused test

➢ Located on the homepage of 

Nextera Admin for district and 

school level users

➢ There is a different Proctor PIN 

for each school

➢ The Proctor PIN is secure
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CBT Systems Overview

➢ Question Sampler

➢ Web-based application students and teachers use to become familiar with the test 
format, question types, application tools, and accommodations available for 
operational CBT 

➢ Offers practice with previously released state questions

➢ Nextera® Test Delivery System

➢ Secure browser

➢ Downloaded to students’ devices

➢ Student access and complete tests

➢ Offers practice with previously released state questions  

➢ Nextera®  Administration (Nextera Admin)

➢ Online Test Administration System

➢ Multi-tiered, role-based system

➢ Manage students and student-test taking

➢ ScorePoint

➢ Centrally-hosted software application to score constructed-response items entered by 
students during operational computer-based testing 
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Used for Simulation

Used for Simulation
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Nextera Accounts Tab
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Accounts 
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Use the Accounts Tab to create additional users, if necessary, and 
to manage accounts associated within the selected district and 
schools. 
➢ Create new accounts
➢ Edit account information
➢ Reset passwords
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Accounts
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Click on View to 
Edit an account

Click on Reset to reset a 
user’s password
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Accounts:  Edit an Account

28

A user’s name and email 
can be updated.
A user can be inactivated.
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Accounts:  Add/Edit a Role
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To add/edit a role, 
choose the role from 
the dropdown menu 
and be sure to Save 

the changes.
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Accounts:  Create New User
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Email should be user’s organization email address.
Creating a Teacher Role:  A Teacher’s ID is required.  
Create a unique TEACH ID with BEDS or use the 
teacher’s actual TEACH ID found in the business 
portal.



Nextera Admin User Roles
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State Level User

Nextera Admin User Roles

Student Class School District

Teacher

School Level Users

District Level Users

Region

RIC User
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Teacher

Teacher Role
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➢ Can access their class and student information in 
Nextera Admin

➢ Responsible for leading the test administration
➢ Distributes login tickets and reads the directions from 

the Teacher’s Directions
➢ Has the Proctor PIN on-hand for students who may 

need to pause the test  

➢ Note: There is only one teacher per class
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School Level Roles
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School Level Users

➢ Principal (PRN) – Responsible for Technology Readiness, visibility to their 
own school, classes, and students, can create school level users

➢ School Test Coordinator (STC) – Handles test coordinator responsibilities 
at school level, manages users and students, schedules tests at school level

➢ Building Level User (BLU) – Same permissions as STC, assists in 
managing school-level users and students

➢ School Information Technology Coordinator (SITC) – Information 
technology point of contact for school, can download the secure browser, 
helps to troubleshoot, does not have access to students or classes
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District Level Roles
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District Level Users

➢ District Test Coordinator (DTC) – Main point of contact at the district for 
Questar and schools, ensures accuracy of all student data in system, manages 
district-level accounts and sets up primary school level users

➢ Superintendent (SUP) – Adviser to the DTC, ensures all student data is 
correct in system, visibility to own district and school level information

➢ District Level User (DLU) – Same permissions as DTC, assists in managing 
district-level users and students

➢ District Information Technology Coordinator (DITC) – Information 
technology point-of-contact for district, can download the secure browser, 
helps to troubleshoot, does not have access to students or classes
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Roles and Accommodations
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Who can assign student testing accommodations?
District level users (DTC, DLU, SUP)
School level users (PRN, STC, BLU)

This is a local decision as to 
who will assign the student 
accommodations.



Nextera Students Tab
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Students
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To edit a 
student 
record, 
click on 
“View”
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Students:  Online Testing Accommodations
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To add an accommodation, click the 
appropriate icon and then click Save

Online Testing Accommodations are provided within the test.  
These accommodations must be set in Admin prior to testing.
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Students:  Alternate Language Math

When setting the Testing Language for Math, click on the Testing 

Language Icon and then click on the drop-down next to Testing 

Language to choose the alternate language.
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Students:  Classroom Accommodations
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Individual 
Classroom 

Accommodations 
are provided by 

the school during 
testing.  These 

accommodations 
must be set in 
Admin prior to 

testing.
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Students:  Multi-Student Edit 
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Multi-Student Edit Feature
This feature allows you to add accommodations to a group of students at the same 
time.
Note: Multi-Student Edit will overwrite any previously assigned accommodations for 
the students being edited. It is recommended to begin with the Multi-Student Edit, 
then make necessary individual changes to assign accommodations for individual 
students. 



Nextera Classes Tab
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Classes
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The Classes tab allows users to view, make changes, and 

create classes.

➢ Classes are virtual classes in Nextera – only for CBT testing purposes – they do not 
have to align to instruction

➢ Class names must be unique to a school in Nextera Admin
➢ Consider classes for student testing accommodations, such as  “TTS Class,” or for 

grouping students who are not taking the computer-based tests, such as “Taking 
Regents” 

➢ Grouping students by classes allows students in that class to have the same test 
session access code
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Classes
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To create a new class:
1.Choose a Teacher
2.Create a Class Name
3.Move students into 

the class
4.Click Save
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Classes
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From the Class Details screen, 
users can also access student 

details.



Nextera Tests Tab
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Tests
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The Tests Tab is where you will find Important Dates, track 

student progress, print student login tickets, and find Session 

Access Codes.
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Tests
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View Test Details from the Tests>Tests tab
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Tests
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Session Access 
Codes

Student Details

Students need the Session Access Code every time they log into a test.
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Tests:  Login Tickets
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Print Login 

Tickets 
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Sample Student Login Tickets:

Sample CSV File:

Save file with class  name/details

Tests:  Login Tickets
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First Name Last Name NYSSIS ID Password Test Name

First1 Last1 9921010301 444444 2023 Simulation

First2 Last2 9921010302 555555 2023 Simulation

First3 Last3 9921010303 666666 2024 Simulation

First4 Last4 9921010304 777777 2025 Simulation




