This document includes a message template that programs may use to prepare students for In Person and Unproctored (Remote Secure Delivery) exams in the new PAEA Assessment Center. The message template includes areas for customization based on your program’s processes. 

Some of these items – the practice test and information about account setup – are also applicable to Remote Proctored exams. A separate email template for setting up Remote Proctored exams is available on the Proctor Resources page.

When to Send: As part of transition preparations and/or before scheduling your cohort’s first exam

SUBJECT: New PAEA Assessment Test-Taking Process

Our first exam in the new PAEA Assessment Center is a <exam type> planned for <date of exam>. Please review the information below to prepare. PAEA has also prepared this checklist to help you manage the critical steps.

<if students use personal devices> Visit the PAEA Device Setup page (https://paeasetup.programworkshop.com) to: 
· You will be asked to link your device to your program – select Skip this Step. 
· Review system requirements
· Run compatibility tests on your computer, specifically the Run System Check and Test Delivery Check. <If you use unproctored or remote proctored exams> You may also want to run the Bandwidth Check if you take your tests from home. 
· <if you deliver in-person and unproctored exams> Download the Secure Browser lockdown browser on your device, which is required for your exam. 
· Take the PAEA practice exam to become familiar with the new PAEA assessment platform: https://paeapracticetest.starttest.com. This practice test starts with a tutorial that walks through platform features. This tutorial is also available at the beginning of each exam.  

<if scheduling exams in the new Assessment Hub> We plan to schedule the exam in the Assessment Hub on <date of scheduling>. On that day, you will receive an email from no-reply@starttest.com confirming your exam details. 

Once you receive the message:
· Review the email and contact me if you have any concerns with your exam details. 
· If you do not receive the email by the end of the day on <date of scheduling>, check your junk folder. 
· If it is not there, add this email address as an Authorized Sender and notify me so we can check your information in the system and re-send the confirmation. 
· Save and flag the exam confirmation email. It includes instructions for launching your exam and a link to the Check Device Setup page above. You will NOT use your Assessment Hub login to take the exam. You will also receive a reminder the day before the test with this information.

<if you are scheduling the exam in the current Assessment Hub> We have scheduled your exam in the current system. PAEA will transfer the information to the new system for us. When that is completed during the week of March 9, you will receive an email from no-reply@starttest.com confirming your exam details. 

In preparation for this exam please complete the following:
· Review the confirmation email and let me know if you have any concerns with your exam details. 
· If you do not receive the email by the end of that week, check your junk folder. 
· If it is not there, add this email address as an Authorized Sender. 
· We will gain access to the system on March 16 and will verify your information in the system and re-send confirmations as needed.
· Save and flag the exam confirmation email. It includes instructions for launching your exam. 
· You will NOT use your Assessment Hub login to take the exam. You will also receive a reminder the day before the test with this information.

<if students have taken exams in the current Assessment Hub> On March 16, you will receive an email from PAEA (exams@PAEAonline.org) with instructions to set your password for the new Assessment Hub. The password must include:
· At least 8 characters
· One number
· One uppercase letter
· One lowercase letter
· One special character
All score reports from the current Assessment Hub will be available to you at that time.

When setting up your account and before each exam, you will be asked to agree to the Examinee Agreement, available in the PAEA Student Terms of Service. This agreement outlines your responsibility to secure your account and comply with PAEA exam policies, including confidentiality of content and taking the exam honestly. These requirements from PAEA are in addition to our program’s requirements for academic integrity, so please review and take it seriously. 

You are required to review these terms and agree to them before you take each exam.

Please let me know if you have any questions.

Thank you,
<faculty or staff>
