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Purpose

The links below will take you to the corresponding slide.

■ Setting up Compass and downloading exams
– This set of steps will need to be completed on each computer.

■ Creating and adding students to groups

■ Signing in students



Setting up Computers for Compass

The following steps will need to be done on each computer.

■ Set your school as a testing location.

■ Download the appropriate exams.

■ Complete a configuration exam for certain exams.

You will be notified if quicker process is determined and put in place.



Setting up 
Compass

■ Sign in with your teacher account.

■ Choose your school if prompted. 
– This will only need to be done once per computer.

■ Install any updates if prompted.



Installing 
Exams 1/3

■ Choose Manage Exams on the left side.
– The software needed for the exam must be installed for that 

exam to appear on the list. I.e. if Photoshop is not installed, 
you won’t have the ability to download the Photoshop exam.

■ Select and download the appropriate exams.



Installing 
Exams 2/3

■ If any exams are already installed, you will need to click the 
Download Additional Exams button in the upper right corner.



Installing 
Exams 3/3

■ Microsoft exams require you to Launch Config Exam before that 
particular exam can be taken.

■ You will be guided through a single exam question to ensure that
the Microsoft programs are configured to run the exam.



■ Students will join your exam group.

■ Teachers will need to accept students into their exam group.

Exam Groups



Adding Exam 
Group ID:
■ This applies to students 

that just created an 
account or had an 
existing account.

■ Have the students sign in 
to certiport.com

■ They will enter the Exam 
Group ID that you 
provide them and click 
Register Me.



Accepting 
Students to Your 
Exam Group
■ Sign in to Certiport with 

your teacher account.

■ Change your role to 
teacher.

■ Change the exam group 
as appropriate.

■ Accept the students that 
are manually joining your 
group.



■ Students will select the following:
– Program for the exam
– Exam group
– Specific exam
– Choose payment method

■ Then the proctor will then need to sign the students in

Signing in Students



Selecting 
Program

■ Students will need to select the Program for the exam.
– E.g. Adobe Certified Associate or Microsoft Office Specialist

■ They must select Yes for exam group, then choose your group.

■ If they do not see your group, follow these steps.



Select 
Exam

■ After selecting their Program and Exam Group, students will be able 
to select the specific exam associated with the Program.



Payment
Method ■ The Payment Method will always be Inventory / Site Licenses.



Verify & 
Unlock Exam
■ The Proctor will enter 

their username and 
password to unlock the 
exam.

■ The following screen will
have a Start Exam button 
that will lead to the exam 
tutorial. 
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