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Accessing Assess.ai

. An account manager will create your account for you.

‘ You will receive an auto-generated email for verification.

‘ Go to www.NLNtest.org to access your Assess account.

. Select Faculty and log in.
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Scheduling an Exam

Sessions

e On the left-navigation menu, select Sessions.

° On the right-side of the screen, click Add Session.

e Name the Session.

IMPORTANT - Every Session Name must be unique.
@ Use the following naming convention for your session:

[Exam Date] [Exam Name] - Onsite - [Institution, Test Time]
Example: 10.01.25 Nursing Entrance Exam (NEX) - Onsite - SITE, 2pm

° From the drop-down, select the correct Onsite Session template.

e Click Add.
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Scheduling an Exam

Sessions “1 Info” Screen, pt. 1
®

Shows basic information about the exam. Information seen by the institution
only.

Session Name* must be unique. If the test session was not named
using this template [Exam Date] Exam Name - Onsite - [Institution, Test
Time], use the following instructions:

@ Copy the template name provided in the Description field.
@ Pasteitinto the Session Name* field.

@ Update the text in the square brackets [ ] with your unique testing
session’s date, site, and time.
° Optional: Remove the initially provided template text and type a
Description if you wish for your own purposes. Examinees will not
see it (limit 255 characters).
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Scheduling an Exam

Sessions

“1 Info” Screen, pt. 2

° Optional: You can type in a Session ID in Add Your Own Session ID
(Optional) field. This will be visible in the Sessions list in Assess (/imit
255 characters).

‘ Information in Institutions that can use this test section is pre-populated.
It cannot be edited.

° On the top-right of the screen, click Next to continue.
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Part 1
° Pre-Session ° Tests ° Post-Session ° Delivery ° Access o Examinees

Store basic information regarding the Session
Session Name *
10.01.25 Nursing Entrance Exam (NEX) - Onsite - SITE, 2pm

Y .
***Ipdate the ion name il ming n below***
[Exam Date] Mursing Entrance Exam (ND() Drlslte [ll’ls‘lllLI‘lIOl’l. Test Time] Vi

Add Your Own Session |D (Optional)

Test coordinator -

Institutions that can use this test
Add Tag

[ Agency.NLN - STAFF ONLY @

Session Type
Event v

[ Treat the tests in this Session as alternate forms.
IMPORTANT: You must have the Session Name* follow the template name provided in

the Description field.
Make sure to update to include your unique testing session’s date, site, and time.
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Part 2

@ Fresession © Tess © rostsession © oeivery O Access © cxeminees

Store basic information regarding the Session °

A
Session Name *

10.01.25 Nursing Entrance Exam (NEX) - Onsite - SITE, 2pm

Description (Optional)

*+pdate the ion name following the naming ion below

[Exam Date] Nursing Entrance Exam (NEX) - Onsite - [Institution, Test Time] i
‘Add Your Own Session |D (Optional) °

Test coordinator v

Institutions that can use this test
Add Tag

[ Agency.NLN - STAFF ONLY & ]

Session Type
Event -

[ Treat the tests in this Session as alternate forms.
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Scheduling an Exam

Sessions “> Pre-Session” Screen

‘ Nothing for you to do here.

. Pre-populated information. Text can't be edited.

‘ Non-Disclosure Agreement and Pre-Sessions Instructions are
displayed to examinees before they launch the test.

. On the top-right of the screen, click Next to continue.
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Scheduling an Exam

Sessions “3 Tests” Screen

. Nothing for you to do here.

‘ Test is pre-populated from the Session template.

‘ On the top-right of the screen, click Next to continue.
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Scheduling an Exam

Sessions “4 Post-Session” Screen

’ Nothing for you to do here.

‘ Pre-populated information. Text can't be edited.

. Provides a message to the examinee after the test has been
completed about how to view their DASHBOARD to see their results.

. On the top-right of the screen, click Next to continue.
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Scheduling an Exam

Sessions “5 Delivery” Screen, pt. 1

Select the Info tab at the top of the navigation bar (This is the screen
you started with).

° Copy the Session name* field from the 1 Info screen.

° Return to the Delivery tab at the top of the navigation bar.
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Scheduling an Exam

Sessions “5 Delivery” Screen, pt. 2

° Paste the name into the Name that examinees see field.

e Type information (up to 255 characters) in the Description that
examinees see field that might be helpful for the examinee to know
prior to testing (i.e. room number, building number).

Tip: Information in Name that examinees see and Description that
examinees see will display on the STORE test session card.

o Price is pre-populated and can't be edited.

‘ If your institution pays for student exams via pre-purchased inventory, click
the “paid by institution” checkbox.
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Scheduling an Exam

Sessions “5 Delivery” Screen, pt. 3

o Optional: Add a Registration Window if you want examinees to
register only during a specific time. This defaults to your timezone.

From: Enter the date you want registration to be open to examinees.
To: Enter the date when you want registration to be closed.
° Add a Delivery Window for when the test session will be administered.

From: Enter the exam date and 30 minutes prior to exam start time.
To: Enter a date and time 24 hours after the exam time.

o Enter the number of seats you wish to have available for this testing
session in the Capacity field. Leaving this field blank creates an
unlimited capacity.
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Scheduling an Exam

Sessions “5 Delivery” Screen, pt. 4

@ Optional: In the Proctoring section, click the WebLock checkbox to
enable WebLock. This lockdown browser requires additional software.
Contact us for more details.

‘ All other Other Options fields are set from the Session template and can't be edited.

e On the top-right of the screen, click Next to continue.
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Part 1
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Part 2

Summary Info For Examinee Portal

Name that examinees see
10.01.25 Nursing Entrance Exam (NEX) - Onsite - SITE, 2pm

Description that examinees see

[Add information here - 255 character limit. (e.g., Check in at the testing center xx minutes
before your exam time, testing location, parking directions, classroom number, etc.]

[ Paid by institution
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Part 3

Event Session Options

Registration window: From: g To: &
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Delivery window: From: g To &
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Capacity
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Scheduling an Exam

Sessions

‘ Nothing for you to do here.

‘ On the top-right of the screen, click Next to continue.
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Scheduling an Exam

Sessions

As examinees enroll for this testing session, they will auto-populate in
Examinees in this Session section.

. On the bottom-right of the screen, click Save & Exit.

If you are ready for this exam to appear in the store, choose Save &
Lock on the pop-up. Otherwise, just choose Save.
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Scheduling an Exam

@ Locking a Session

There are TWO ways to lock a session.
The first is when you are done creating the session.

e When you complete all session screens, click Save & Exit.

° A pop-up will appear asking if you wish to Save or Save & Lock. If you
are done creating the session and don't anticipate any changes, choose
Save & Lock.

‘ An orange, locked padlock icon will now appear to the right of the session name
in the Sessions list.
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Save Session
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—ﬁ .DI.ZSNursIrg

O Entrance Exam (NEX) -
Onsite - SITE, 2 pm

Sep 8, Sep 15,
2025 2025
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Scheduling an Exam

There are TWO ways to lock a session.
The second is when you only chose save after creating the session.

On the left-navigation menu, select Sessions.
Find the Session name, click the 3 vertical dots in the Action column.
Select Edit from the drop-down.

On the pop-up screen, click Confirm.

‘ An orange, locked padlock icon will appear to the right of the session name.
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Rescheduling an Examinee

Examinees may contact NLN
Student Help to reschedule, or . .
Jou can do it directly by Update Session Examinees

following these instructions.

Go to www.NLNtest.org, select Faculty, and log in.

On the left-navigation menu, select Sessions.
Find the session that needs an examinee added or removed using
Search or by scrolling.

@ Examinee must be removed from the original session first and then added to
the new session.

Once you find the test session, click on View.


http://www.nlntest.org/

Administrator Guide

Rescheduling an Examinee

Find the student and click the checkbox beside their name.

Scroll back up the page to above the list. On the left, click Unregister
Examinee.

On the pop up, click Yes.

Return to the session list, find the session they are moving to, and click
the name of the session.

Go to screen 7, Examinees.
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Rescheduling an Examinee

Enter their name or email in the search and hit enter.

Find the student and drag their name to the right side of the screen,
Examinees in this Session.

Confirm the addition of the examinee.

Save and Exit the session.
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Examinee
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Examinee

Add Examinee?

You have added examinees to this session, and your account will be debited 1 test credits.

Cancel
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Manual Addition of an Examinee

Add Session Examinees

The screen will display the 7 test session tabs across the top of the
screen. Select 7 Examinees.

Find the Examinee’s name by either using the Search feature or
scrolling through the Examinees available to be assigned list.

Once you find the examinee, click their name in the Examinees
available to be assigned list and drag it to the Examinees in this

Session list on the right.

On the bottom-right of the screen, click Save & Exit.
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Manual Removal of Examinees

SRS R Ol Update Session Examinees

e Find the Examinee’s name on the Examinees in this Session list.

° Once you find the examinee, click their name in the Examinees in this
Session list and drag it back to the Examinees available to be assigned
list on the left.

e On the bottom-right of the screen, click Save & Exit.
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Proctoring an Exam

Logging Students In

e Students should go to www.NLNtest.org, select Student, and log in.

° They should navigate to My Dashboard, find the exam session, and
click Take Test.

° They should then enter the Group code provided to them by the
proctor.


http://www.nlntest.org/
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Proctoring an Exam

Running the Session

e On the left-navigation menu, select Sessions.

° Find the Session to be proctored.

o Find the Session name by either using the Search feature or scrolling through
the Sessions list.

° Click View.
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Proctoring an Exam

What to Know

° The proctor Dashboard will now be open

When the proctor is ready to begin and candidates are logged in,
provide the Group Code to all examinees. Everyone will use the same
code.

e The circle graph updates as students start and finish their exams.

0 When testing is done, click Exit.
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ADA Accommodations

There have been no

changes to this process. Requesting Accommodations

o If an examinee is testing virtually and requires a testing accommodation, an

ADA Special Accommodation Request must be completed.

‘ The form must be signed and submitted by the institution.

‘ Any request submitted by a student, with or without an administrator's
signature will be disregarded with no further notice.

‘ Allow 5 business days for the request to be processed.

‘ There is no guarantee for a request submitted less than 5 business days from
the desired testing date.

Onsite students with accommodations don’t need this form; the onsite
proctor will confirm and add the time.


https://form.jotform.com/91136746737162
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ADA Accommodations

There have been no

changes to this process. Requesting Accommodations

° Fill in the Examinee’s Information section with the student's Name,

Phone Number, Email, and Date of Birth. The examinee’s
information must match what they have in Credicycle.

Fill in the School Information section with the School Name,
Address, School Administrator Name, Title, Phone Number, and

Administrator Email.
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ADA Accommodations

There have been no

changes to this process. Requesting Accommodations

In the Special Accommodation Request section, check all boxes for
the accommodations the student is requesting for the test.

o In the Exam Information section, enter the Exam Name and the
School Administrator’s Signature.

o Review the entered information for the student's accommodation
request and then click Submit at the bottom of the form.



Asses.smen -
Services

ADA Special Accommodation Request



School Information
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Examinea’s Information
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School Administrator Name
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Special Accommodation Request a °

Please select all that apply:

Spacial seating or other physical accommodations (provided onsite at the tasting
cantars discration)

Reader (provided remotely or with the testing center's discration)
Separate testing area (requires remalely or provided at the lesting center's discration)
Extendad Time (Sabdct tima to allow)
3.0 Tima Exxsm Information
2.0 Time
Exam Hame
1.5 Timea (Dafault Extension Tima)
Other*

*If Other, please list accommodation:
By signing bedow, 1 confiem the Individual meets the established ADA guidelines and tha
namad institution s nﬁug!bh‘:n‘dh MeQuESIng Sarvicas.

School Administrator Signaturs
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ADA Accommodations

Examinees [tV St b it Day of Exam*

° On the left-navigation menu, select Sessions.

° Find the Session to be proctored; click View.

e Find the student’s name and click the pencil in the Time
Multiplier column.

“This must be done BEFORE the student opens the exam.
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ADA Accommodations

Examinees [tV St b it Day of Exam*

° Type in the correct Time Multiplier (Options: 1.5, 2, or 3).

e Click the green check mark to confirm.

For exams with more than one section, the correct amount of
time will be added to ALL sections of the exam. If a student
tested before and had accommodations, the time multiplier will

already be listed.
"This must be done BEFORE the student opens the exam.
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ADA Accommodations

EXClmI (1 [={-X W Add Accommodations to Student Profile

On the left-navigation menu, select Examinees.

Find the Examinee’s name who needs the testing accommodation
added, either using the Search feature or scrolling to find the
name.

Find the Examinee’'s name, click the 3 vertical dots in the Action
column.

Select Edit from the drop-down.
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ADA Accommodations

EXClmI (1 [={-X W Add Accommodations to Student Profile

° Scroll down to the Accommodations section.

Check the Allow Extra Time checkbox.

On the bottom-right of the screen, click Save & Exit.

o Enter the Time Multiplier for this examinee (Options: 1.5, 2, or 3).
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Accommodations to Student Profile
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Checking Inventory

From the left navigation menu, select Institution.

Click the name of your institution.

Open the Inventory tab on the far right.

This screen displays the number of exams remaining in your inventory.

@ You MUST have enough exams for the number of tests you
plan to administer.
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Ordering Inventory

There have been no Wh at to Know
changes to this process.

o Visit www.NLNtest.org, select Administrator Resources, and
then Purchase Exam Credits.

° Fill out the appropriate form:

‘ Onsite Order with Credit Card

‘ Onsite Order with Purchase Order

e On either order form, you'll need to enter the Institution Name,
the First and Last Name of the person placing the order, their
Phone Number, their Email address, the Institution’s Billing
Address, and the Signature of the authorized person placing the
order.


https://form.jotform.com/230015229138043
https://form.jotform.com/230023954166149
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Ordering Inventory

There have been no

: Order Form
changes to this process.

° In the My Products section, add a checkbox next to the Test to be
purchased & enter the Quantity of tests needed.

o You can search for the Test, type the name in the Search field,
select a Test Category, or Sort by the tests by name or price.

° Depending on your order form, enter the Purchase Order or the
Credit Card information and click Submit.

A member of the NLN Customer Experience Team will load inventory into
your account.
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Administrator Guide

Reporting

° Select Examinees and locate the student’s name.

@ You can search for a student by name using the search box or scroll the
alphabetical list.

Click the student’s name.

student’s Session History.

Click the down arrow to open the session. This will display the
raw score(s).

° Scroll to the bottom of the student’s information to see the



Administrator Guide

Reporting

o Click the three dots in the Actions column.

e For NEX EXAMS:

° Hover over Reports, and then choose NLN NEX Report.

e For all other exams:

o Choose Examinee Session Report.

Scroll to the bottom of the page that opens, click the three lines
in the Reports column, then click Coaching Report.
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Administrator Guide

Reporting

Select Sessions and locate the session to run a report for.

Click View in the far-right column; it will open the Session Dashboard.

Click Export. This will open a dropdown menu. Choose Custom NLN
Reports, then NLN Reports.

Confirm the download. A yellow notification will appear by your name
on the left of the screen when your reports are ready. Click it.

The newest file will be at the top and bolded. Choose Download beside
the file.

® All reports for this session will download in a ZIP file.
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Administrator Guide

Reporting

Select Reports.

Select Bulk NLN Reports Download.
Input the date range for when you'd like reports.

Choose the report type. NEX for the NEX exam and Coaching Report for
other exams.

Choose the exam product.

Optional: name your file.




Administrator Guide

Reporting

o Click Download all reports in the upper right corner.

o A yellow notification will appear by your name on the left of the screen
when your reports are ready. Click it.

o The newest file will be at the top and bolded. Choose Download beside
the file.

@® Allreports for this session will download in a ZIP file.
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