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ONLINE TESTING PROCTOR INSTRUCTIONS 
 

Below are the instructions for proctors to use during online testing. Online testing will be 

conducted via the HOSA website. You will need to fill out and submit an Arizona HOSA Proctor 

form before Proctoring. Please talk to the Advisor of the chapter you are proctoring for for 

more information. 

Reminders: 

• Make sure you have turned in your signed Test Proctor Confidentiality Agreement  

• Remembers to follow on screen instructions and read out the rules that are given for 

testers.  

• Do not share you log in information with advisors 

• Advisors are not allowed to be in the testing area 

 

1. Go to www.hosa.org 

2. At the top of the page, click the login button. 

 
 

3. When you click login, you will be brought to a page with different options. You will want 

the “Online Testing Proctors” option and can access the next page by clicking “Proctor A 

Test” on the far-right side of the page.  

 

4. When you click “Proctor A Test” you will be redirected to a sign in page. “Use the Local 

Chapter Advisors login” area to log in and register the proctors.  

a. When the advisor for the chapter or chapters you are proctoring for registered 

you, you should have received an email from National HOSA. If you did not 

receive an email, first check your Spam folder and if it isn’t there, contact Arizona 

HOSA at 602-228-5281 for assistance. In the email, it gives you a username and 

password for proctoring exams.   

http://www.hosa.org/
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5. Enter your HOSA provided username and password. If it gives you an error, copy and 

paste the username and password from the email. If it still won’t log you in, clear your 

computer’s cache and cookies. If you’ve tried that and it still won’t work, contact 

Arizona HOSA at 602-228-5281 for assistance. 

6. When you sign in, the following screen should show up. Click the link to “Proctor a 

Test” 

 

7. When you click the “Proctor a Test” link, you will be taken to a page with all the 

registered students on it. This page shows which students are logged on, waiting to log 

on, testing, and who have completed tests. This page also provides the usernames and 

passwords for students, which you can print off.  The bar at the bottom of the page 

shows more details about who is ready to test. 

 

a. There is an “Error” box at the bottom right of the page. This should usually have 

a (0) next to it, but will show errors if the computer shuts down, the WiFi cuts 

out, or there is any other serious issue that would cause the system to kick the 

student out before they are done testing. If this occurs, call Arizona HOSA at 

602-228-5281 to reset the test for the student.  

b. On this page, you can also set how often the page refreshes. It is automatically 

set to refresh every 60 seconds, but you can change this at the top of the page. 

 

8. If you run into any problems while proctoring a test, please call Arizona HOSA at 602-

228-5281. We are more than happy to help!  


