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1.1  Background
The HSPT Online features the same content and test length as the traditional, paper-based High School Placement Test but 
in an online format.  It was developed in response to the ever-changing classroom setting brought on by the recent pandemic 
and the potential of schools not being able to test students on campus. Because of this, the test is entirely online which 
eliminates the need for the test booklet and answer sheet. The system features a built-in timer as well as testing instructions 
thus enabling the test to be self-guided by a student.

STS’s preferred and recommended method of testing has always been and continues to be the traditional in-person, paper-
based test as it remains the most secure and reliable administration method. However, the HSPT Online provides the school 
with an alternative should in-person testing not be possible.

1.2   Purpose of Manual
This manual contains information necessary to administer the HSPT Online and provides instructions on administration 
procedures and test security. Test administrators and proctors should read and understand this manual before testing. 

The information contained in this manual is intended to assist schools and test administrators with making informed 
decisions regarding administration of the HSPT Online including the option to administer the test in person versus remotely. 
This is not intended to be a comprehensive guide regarding remote assessment and no part should be interpreted as a 
recommendation. Schools are responsible for understanding and following any educational and state laws and regulations 
surrounding assessment. Schools should use their best judgment when determining if assessment via remote administration 
is appropriate.

1.3   Administration Options: Individual or Group, In Person or Remotely
The online version of the HSPT may be used for testing an individual student or a group of students, either in person or 
remotely.

The information throughout this manual is based on an administration setting in which the proctor provides initial instructions 
and supervision throughout testing (whether in person or remotely) and the students take the test as self-guided exam. If 
your school is proctoring the test following an administration method other than the one identified above, contact STS with 
any questions regarding procedures.

1.3.1  In-Person

With in-person administrations, a proctor’s main responsibilities are to guide students through the login process and to 
supervise the test environment. Since the HSPT Online is accessed with an open, unlocked browser, proctors should 
monitor students’ online activities during the exam. (See Part 2 for more details about test security and monitoring students.)

1.3.2  Remotely

If students test remotely, the testing should be proctored virtually by the school since a multitude of vulnerabilities exist 
if allowing students to test on their own while having unrestricted access to other devices/resources/materials. Valid and 
reliable test results are best achieved by supervised test administrations. If an unmonitored testing environment is permitted 
by a school, they should be mindful of the risks associated with an unsupervised, uncontrolled testing environment.

When proctoring remotely, a proctor’s main responsibilities are to guide students through the login process and to virtually 
supervise the test environment. Since the HSPT Online is accessed with an open, unlocked browser, proctors will need to 
monitor students’ online activities during the exam. (See Part 2 for more details about test security and monitoring students.)

1.4  Requirements for the HSPT Online

1.4.1  System Requirements

There is no software to download or install but students and administrators/proctors will need access to a device with a high 
speed internet connection and web browser. Desktop computers, laptops, Chromebooks, or tablets may be used. For best 
results, STS recommends using the latest version of your current web browser.

1.  Overview of the HSPT Online
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1.4.2  Materials Required for Testing

Students will need the following on the day of testing:

• Device with high speed, reliable internet connection and web browser (The browser’s pop-up blocker should be 
disabled. If proctoring remotely, device will need a camera and speakers/microphone.)

• A pencil and blank sheet of scratch paper for figuring

• Login credentials (test code, student ID, and password)

• Any other applicable testing instructions from the school (e.g. video conference details if proctoring remotely)

Test Administrators/Proctors will need the following on the day of testing:

• Device with high speed, reliable internet connection and web browser (If proctoring remotely, device will need a 
camera and speakers/microphone.)

• Video conference meeting/session (e.g. Zoom or Microsoft Teams) if proctoring remotely

• This manual

• List of student login credentials

314.739.3650

800.642.6787 (toll-free)

or email us at:

stlouis@ststesting.com

Hours of Operation: 8:00 a.m. – 4:30 p.m. CT, Monday–Friday

STS Support
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2.1  Test Security
Security of the HSPT is critical in providing valid, reliable, and meaningful results. Many schools determine student 
admission, placement and scholarship awards based on HSPT performance, so it is crucial to both students and schools 
that the test remains secure.

All test content is confidential and secure. No part of any test may be reproduced or transmitted in any form or by any means, 
electronic or mechanical, including copying, printing, or storing in any information retrieval system. All testing content must 
be maintained in a secure manner and not revealed to students or teachers prior to testing. Do not read, discuss, or transmit 
secure test content before, during, or after testing.

2.1.1  Monitoring Test Sessions

To maintain test security, the HSPT should be administered in a secure environment, supervised by a proctor. However, 
unique challenges arise when trying to monitor students’ actions during administration of an online test. When proctoring 
the test in person, it is important to move around the room or be in a position that allows you to make sure that students do 
not access other websites or computer tools, such as the calculator, while taking the test. When proctoring the test remotely, 
the school’s preferred videoconferencing software may be used to monitor students (e.g. Zoom or Microsoft Teams). The 
proctor should check that students do not use other devices, resources, materials, wearable technology, etc. and that no 
other people are present in the room during testing.

2.1.2  Accessibility of Test Sessions

Test sessions are only available for students to access on the specified day/time via their login. Students are not able 
to access the test prior to the start time indicated. Furthermore, the test is only available within a 4-hour window of the 
designated start time. Therefore, a student must complete their entire test during this window; they cannot access the test 
after this time. (This window adjusts accordingly if extended time is selected.)

Each subtest is individually timed, as well. Once a student finishes or time expires for a given subtest, that section may not 
be reopened.

2.1.3  Remote Testing Agreement

If students will test remotely, it is strongly encouraged that students and their parent/guardian sign and return an agreement 
attesting to the code of conduct that must be maintained. The test/browser is not restricted in any way so students and their 
parents/guardians should pledge their honesty and integrity during the examination and to maintain the guidelines of test 
security at all times. An example is available in Appendix C.

2.2  Cell Phones
Cell phones and any other devices that have the capability of recording, reproducing, or transmitting test items within or 
outside of the testing location are prohibited. Cell phones or other devices need to be turned off during testing to avoid 
distractions and disruptions or possible communication with other individuals. To minimize distractions, it is recommended 
that students leave cell phones and other recording and transmitting devices outside of the testing environment.

2.3  Calculators
Calculators should not be used to do any work in the HSPT. The developed norms are based upon data from testings where 
calculators were not allowed.

2.4  Test Accommodations
Extended time is the only testing accommodation built in to the HSPT Online; both time and a half (150%) and double 
time (200%) are available options. A different format of the test may need to be administered if other accommodations are 
required.

2.  Test Security and Policies
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3.1  Schedule a Test
Use the times below to help determine your testing schedule and only schedule a test when there is enough time to complete 
all the parts. Actual working time for the battery is 2 hours and 23 minutes. Sufficient extra time (15-30 minutes) should be 
allotted for starting up computers/devices, students logging in, reading test directions, and providing the suggested rest 
periods. An additional 25 minutes is required if administering the optional Science test. 

Subtest Required Time

Verbal Skills 18 minutes

Quantitative Skills 30 minutes

Reading 25 minutes

Mathematics 45 minutes

Language Arts 25 minutes

Logging In / Instructions / Rest Periods 15-30 minutes

Total up to 2 hours and 53 minutes

Optional Science Test 25 minutes

3.2  Plan Details of the Administration
The following considerations should be taken into account when planning the details of your administration.

• Will students take the test in person at school or remotely?

• If proctoring the test remotely, what videoconference platform will be used?

• Will your school require any form of student identification on test day?

3.3  Distribute & Collect Student Remote Testing Agreement
If students will test remotely, it is strongly encouraged that students and their parent/guardian sign and return an agreement 
attesting to the code of conduct that must be maintained. The school should send out and collect the agreement prior to 
testing. An example is available in Appendix C.

3.4  Online Setup
Before a student is able to test, the administrator must first set up a test session online and add students. Detailed 
instructions follow.

3.4.1  Administrator Login

Go to www.stsusers.com and click on Administrators. (See picture 1.) Under the Dashboard section, enter your administrator 
username and password given to you by STS and click Log In. (See picture 2.)

Picture 1 Picture 2

3.  Administrator Tasks BEFORE Testing
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After logging in, administrators will be brought to the welcome page, or dashboard. From here, administrators will be able 
to access the administrator page of the HSPT Online as well as other features. Click on HSPT Online from the menu at the 
left. (See picture 3.)

Picture 3

HSPT Online

Log Off

Registration

QUIC

Learning Standards 
Assessment (LSA)

HSPT Audio

HSPT E-Score

Report Center

Report Builder

Dashboard DEMO SCHOOL - Dashboard

3.4.2  Select Time Zone

The administrator home page contains your school’s schedule of test sessions. A drop down menu for your time zone is 
listed above the table.

The default time zone is automatically detected based on your IP address. You may change this by selecting a specific time 
zone from the drop down menu. (See picture 4.)

Picture 4

Test Session Schedule
Report Center

Report Builder

HSPT Online

Dashboard

Log Off

HSPT Online - DEMO SCHOOL

Time Zone:

Edit Students Count Test Code Test Date Start Time Grade Description Test Form Option Test Time Limit Submitted

6

6

6

3715

3714

3689

07/09/2020

07/09/2020

07/09/2020

11:00 AM CDT

8:00 AM CDT

11:00 AM CDT

7

8

8

My View of Pre-HSPT Y

My View of 2A

My View of Z

Y

2A

Z

None

Science

None

Standard (100%)

Standard (100%)

Standard (100%)

Submit for Scoring

Submit for Scoring

Submit for Scoring

Add Test +

3.5  Add Test Session
A test session must be created before adding students. A test session should consist of students within the same grade 
and only include students who are testing at the same time. (A student’s access to the online test is controlled by the date 
and time of the test session.)

The details of a test session must apply to all students within that test session. For example, if any students are testing on 
a different day/time, with a different form, or have an approved accommodation for extended time, a separate test session 
must be created for those students.

3.5.1  How to Create a New Test Session

Click the Add Test button located under the test session table to create a new test session. (See picture 5.) Complete the 
required information for the test session in the pop-up window and click Add Test. (See picture 6.)
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Picture 5

Test Session Schedule
Report Center

Report Builder

HSPT Online

Dashboard

Log Off

HSPT Online - DEMO SCHOOL

Time Zone:

Edit Students Count Test Code Test Date Start Time Grade Description Test Form Option Test Time Limit Submitted

6

6

6

3715

3714

3689

07/09/2020

07/09/2020

07/09/2020

11:00 AM CDT

8:00 AM CDT

11:00 AM CDT

7

8

8

My View of Pre-HSPT Y

My View of 2A

My View of Z

Y

2A

Z

None

Science

None

Standard (100%)

Standard (100%)

Standard (100%)

Submit for Scoring

Submit for Scoring

Submit for Scoring

Add Test +

Picture 6

Create New Test Session

Test Date:

Start Time:

Grade:

Description:

Test Form:

Option Test:

Time Limit:

mm/dd/yyyy

Select start time...

Select grade...

class/session name, teacher, etc.

Select test...

None

Select time limit...

Add Test + Cancel

3.5.2  Required Information

The required fields for creating a test session are:

Field Name Description Special Notes

Test Date Date of scheduled testing 
(Enter as mm/dd/yyyy or pick from calendar.)

Students will only be able to access the test on this 
date.

Start Time Time of scheduled testing 
(This will be the time students start logging in.)

Students will not be able to access the test prior to 
this time.

Grade Current grade of students Grade determines which norms are used for scoring.

Description Name or short description to identify the test session

Test Form Form of HSPT that student is taking Limited number of forms are available.

Optional Test If desired, schools may administer the optional 
Science test.

If no optional test is being administered, select “None”

Time Limit Administration time Options are:
• Standard Time (100%)
• Time and a Half (150%)
• Double Time (200%)

3.5.3  Test Code

The added test session will then be in the Test Session Schedule and a unique code will be assigned automatically to that 
session. (See picture 7.) The administrator will need to provide this test code to students since it is required for logging in.

Picture 7

Test Session Schedule
Report Center

Report Builder

HSPT Online

Dashboard

Log Off

HSPT Online - DEMO SCHOOL

Time Zone:

Edit Students Count Test Code Test Date Start Time Grade Description Test Form Option Test Time Limit Submitted

6

6

6

3715

3714

3689

07/09/2020

07/09/2020

07/09/2020

11:00 AM CDT

8:00 AM CDT

11:00 AM CDT

7

8

8

My View of Pre-HSPT Y

My View of 2A

My View of Z

Y

2A

Z

None

Science

None

Standard (100%)

Standard (100%)

Standard (100%)

Submit for Scoring

Submit for Scoring

Submit for Scoring

Add Test +

The test code is required 
for the student login.
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3.6  Add Students to Test Session
After the test session has been created, students must be added. Upon adding a student to a test session, the system will 
automatically create a student ID and password. (If you are using STS’s Registration system, see Appendix A for instructions 
on importing students from registration.)

3.6.1  How to Add Students to a Test Session

In the test session table, click the Students icon to go to the Student List for a test session. (See picture 8.)

Picture 8

Test Session Schedule
Report Center

Report Builder

HSPT Online

Dashboard

Log Off

HSPT Online - DEMO SCHOOL

Time Zone:

Edit Students Count Test Code Test Date Start Time Grade Description Test Form Option Test Time Limit Submitted

6

6

6

3715

3714

3689

07/09/2020

07/09/2020

07/09/2020

11:00 AM CDT

8:00 AM CDT

11:00 AM CDT

7

8

8

My View of Pre-HSPT Y

My View of 2A

My View of Z

Y

2A

Z

None

Science

None

Standard (100%)

Standard (100%)

Standard (100%)

Submit for Scoring

Submit for Scoring

Submit for Scoring

Add Test +

The Student List will show the students assigned to the particular test session as well as a student count. Click the Add 
Student button at the bottom of the list to add a student to the test session. (See picture 9.) Complete the information for the 
student in the pop-up window and click Add Student. (See picture 10.) Continue this process until all students have been 
added to the test session.

Adams Susan 04/01/2006 sa3689-1

Cruz Sophia 01/24/2006 sc3689-2

Garcia Thomas 03/28/2006 tg3689-3

Meyer Aaron 05/14/2006 am3689-4

Phillips Lily 02/21/2006 lp3689-5

Williams Darryl 04/08/2006 dw3689-6

Picture 9 Picture 10

Student List
Report Center

Report Builder

HSPT Online

Dashboard

Log Off

HSPT Online - DEMO SCHOOL

Add Student +

07/09/2020 11:00 AM CDT - My View of Z (3689) Student Count: 6

Print TicketsBack to Test Sessions Refresh

View/Edit Move Delete Last Name First Name Date of Birth Student ID Password Current Subject VB     QT     RD     MT     LN     O2

Add Student

First Name*:

mm

Add Student Cancel

*required field

Middle Initial:

Last Name*:

Date of Birth (mm/dd/yyyy)*:

mm dd yyyy

Gender*:

Email*:

Registration Number:

Current School (3-digit school code):

Student’s Street Address:

City:

State:

Zip:

Phone Number:

Choice 1:

Choice 2:

Choice 3:

Choice 4:

Choice 5:
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3.6.2  Required Information

The required fields for adding a student are denoted by an asterisk and are as follows:

First Name

Last Name

Date of Birth (mm/dd/yyyy)

Gender

Email

3.6.3  Additional Information

Depending on reporting services ordered by your school, additional information may need to be entered. (Contact STS for 
help understanding which fields need to be completed in order to obtain your desired reporting.)

This additional information may be entered now by the administrator, during the Add Student process, OR this information 
may be entered by each student during their login process. With either method, your school will need to provide instructions 
to students regarding this part and whether or not any of the fields need to be filled out. These optional fields are:

Registration Number

Current School (3-digit code)

Student’s Street Address / City / State / Zip

Phone Number

High School Choices 1 - 5 (2-digit code)

3.6.4  Importing a Student List

While the administrator has the ability to add students individually, STS can also do this for you, should you have a large 
group testing. Should you choose for STS to handle these steps, please allow enough time and contact STS at least 2 weeks 
before testing. The administrator will need to email a CSV or Excel file containing the required information of all students 
testing. (Once the file has been sent to STS, the administrator will be responsible for manually adding any late additions.)

Contact STS at 1.800.642.6787 or stlouis@ststesting.com 
if you would like us to import your list of students.

3.7  Distribute Testing Information to Students/Families

If students will test remotely, the administrator will need to provide families and students with the necessary information 
required for testing prior to test day. An example of communication to the family is available in Appendix B. Points to address 
include:

• website for testing

• student tutorial

• scheduled test date and time

• instructions for students/families retrieving their student ID and password (required for logging in)

• test code (required for logging in)

• student remote testing agreement (if not already distributed)

• materials required and allowed during testing

• instructions for completing the student information page during login (specifically the Additional Information 
section)

• any other applicable testing instructions from the school (e.g. video conference details if monitoring virtually, if 
students need identification and what type, etc.)
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3.7.1  Student Login Information

Three pieces of information are required for the student login: a student ID, password, and test code. The system 
automatically generates these during the setup process.

If students will test remotely, each student/family is responsible for retrieving their own student ID and password in advance 
of the test date. The administrator is responsible for distributing instructions to students/families on how to do so. These 
instructions must also include the test code, which is the same for all students in a given test session. 

Students/families retrieve their student ID and password by visiting the login page and clicking Send my student ID. (See 
picture 11.) They will need to enter the test code sent to them by the administrator and the email address that was entered 
for them during the Add Student process, and click Send. (See picture 12.) An email containing their login information will 
be sent to the address on file.

Picture 11 Picture 12

Send my student ID

Send Cancel

Test Code:

Email Address:

Student Login

Test Code:

Student ID:

Password:

Log In

View tutorial

Send my student ID

3.7.2  Student Tutorial

Students should be encouraged to view the student tutorial in advance of the test date. The purpose of the tutorial is to 
provide students with an opportunity to familiarize themselves with the features of the testing interface prior to taking the 
test. 

Students access the tutorial by visiting the login page and clicking View Tutorial. (See picture 13.)

Picture 13

Student Login

Test Code:

Student ID:

Password:

Log In

View tutorial

Send my student ID
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This part of the manual gives an overview of the administration of the test and the student testing platform. The information 
is based on an administration setting in which the proctor provides initial instructions and supervision throughout testing 
(whether in person or remotely).

4.1  Gather Required Materials
Prior to testing, administrators/proctors should review and gather the following materials:

  this Administrator Manual

  student ID’s and passwords* (to distribute to students testing in person or to help with login questions if testing remotely)

*These are available to view or print from the Student List view of the administrator page. See Part 6 for instructions.

4.2  Prepare or Inspect Testing Area
Start by making sure students have the necessary testing materials. If proctoring the test in person, distribute login 
credentials to each student if they don’t already have them.

The only extra items a student should have during testing are a pencil and a blank sheet of paper to help with solving 
problems or to do any figuring. Cell phones, wearable technology, and any other electronic devices or materials should not 
be allowed in the testing area.

If proctoring the test remotely, first establish communication with the students via the video conference meeting/session you 
set up. During this time, perform a visual inspection of the testing area and verify that the appropriate person (the student) 
will be taking the test.

4.3  Student Log In Instructions
To log in, the student will need to enter the test code (provided by the administrator), their student ID and password (that 
they were responsible for retrieving), and click Log In. (See picture 14.) Student ID’s and passwords are not case sensitive.

Picture 14

Student Login

Test Code:

Student ID:

Password:

Log In

View tutorial

Send my student ID

4.  Administration Procedures
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4.3.1  Student Information (Required Fields)

After logging in, the student will be brought to an informational page. The fields in the Student Information section are 
populated based on the required data entered during the Add Student process. If necessary, students may modify their date 
of birth and gender. (See picture 15.)

4.3.2  Additional Information

The middle part of the page contains all of the additional fields available for various reporting options. (See picture 15.)

Prior to testing, the administrator will need to provide students with instructions on which additional fields need to be 
completed. The need for a student to complete any part of this section depends on the specific reporting services ordered 
by your school. Your school should contact STS to confirm which fields are required for your desired reporting options.

If any of this information was entered during the Add Student Process, the fields will already be populated based on the 
data entered. Students may modify or enter any information in this section as needed.

4.3.3  Code of Conduct

The bottom section of the student information page contains the code of conduct a student must adhere to in order to take 
the test. (See picture 15.) The student will need to agree to each statement by checking each box before they may continue 
to the next part.

Students are only able to access the test during the specified day and time of the test session. If a student tries to click the 
Submit button outside of the valid test time, they will get an error message stating “This test session is not open.” 

F

Picture 15

Adams, Susan

DEMO SCHOOL

Enter the following identification information.

Student Information

The school provided you with instructions on which additional fields to complete below, if any, as well as any necessary school code lists. (Not all students will need to complete 
this section.)

Additional Information

Registration number:

Home Address

Street address:

City:

State: Zip:

Email:

Current school (3-digit school code):

High school choices (2-digit school code)

Choice 1:

Choice 2:

Choice 3:

Choice 4:

Choice 5:

Phone Number:

Code of Conduct
You must adhere to the following in order to take the test. Check each box to agree.

copying/saving/printing, screen shots, camera images, etc.)

I will test in a location free from distractions and disruptions.

I will test alone for the entire exam and will not communicate with anyone in any way, other than the proctor, if available.

I will remain on this website only and will not use any other application or browser window during the test.

I will not use any other electronic device (e.g. calculators, cell phones, other computers, or wearable technology.)

I will not use any notes, books, or testing aids other than a pencil and a blank piece of paper as a worksheet.

I will not copy or forward any test item details to any other person or by any means. (This includes but is not limited to verbal or written communication,

Communicating, publishing, reproducing, or transmitting any part of this test, in any form or by any means (e.g. verbal, electronic, written, etc.) for any purpose is strictly prohib-
ited.

Students found to be in violation of these regulations will be reported to the school and results will be dismissed and invalidated with no possibility to retest. Further action may 
be taken.

Date of birth (mm/dd/yyyy):

Gender: Grade:

04 01 2006

8
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4.4  Student Testing Platform
4.4.1  Beginning a Subtest

After the student information and code of conduct page, the student will be brought to the Student Home Page. The HSPT 
subtests and recommended rest periods will be displayed in the order they should be taken. To begin a subtest, the student 
will click the Begin button. (See picture 16.)

The subtest will open in a new window. If it does not open, the user should make sure their pop-up blocker is turned off or 
disabled.

Adams, Susan

Picture 16

Take a 5-minute break

DEMO SCHOOL

Verbal Skills

Quantitative Skills

Reading

Math

Language Arts

Log Out

Begin

Begin

Begin

Begin

Begin

Begin

BeginTake a 2-minute break

4.4.2  Instructions and Sample Items

Each subtest begins with instructions and sample items that the student should review. (Please note, the Verbal Skills subtest 
is the first subtest in the HSPT battery and will begin with “General Testing Instructions” followed by specific instructions for 
the subtest and sample items.)

The purpose of the sample items is to give students an opportunity to familiarize themselves with the features of the testing 
interface prior to taking the test. Sample items have been modified to be easier and are not meant to provide complete 
coverage of the tested content. The sample items are not timed nor scored.

At the end of the instructions and sample items, students will click the green Start Test button at the top of the page to begin 
answering the test items for the particular subtest. (See picture 17.) The timing of the subtest begins when the student clicks 
this button and goes to item number one.

Picture 17

Previous Next4 of 4

Item #
4

Your
Response

a

b

c

d

VERBAL SKILLS INSTRUCTIONS

You are now ready to begin the Verbal Skills section. This section has 60 questions. Be sure to read each 
question carefully before you decide on your answer.

You will have 18 minutes for this section. A message will display at the top of the screen when 9 minutes are 
up, to let you know if you are working at a pace that will allow you to complete this section. If you finish this 
section early, you may go back over your work on this section to check your answers. Remember to only click 
the Finish button when you are sure you want to close this section.

[Click the Start Test button to begin.]

Start Test
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4.4.3  Answering Test Items

Each page will contain a single test item. The student will answer an item by clicking on the button that matches their choice 
in the shaded area on the left (labeled Your Response). (See picture 18.)

Picture 18

Next1 of 60

Item #
1

Your
Response

a

b

c

d

Travel most nearly means

a) stop

b) move

c) join

d) interfere

GoGo to: Show/Hide Time Remaining Finish

4.4.4  Navigating the Test

The student will use the buttons at the top of the screen to navigate through the test. The item number will be displayed at 
the top of the page to let the student know what item they are on and how many total items are on the test. After a student 
answers an item, they will need to click the Next button at the top of the page to go to the next question.

Next Go to the next question.

Previous Go back one question.

4.4.5  Scrollable Test Items

Items that do not fit on the screen will be contained inside a scrollable window. The student will need to click on the scroll bar 
and drag up or down to read the full text. This is common in the Reading subtest which contains reading passages. The full 
text is contained within the scrollable window. The test question is below and is always visible. (See picture 19.)

Picture 19

Reading passage omitted for tutorial.

Erro qui utem dolupit faceperae magnis estisimusam, cum dolutem apitio. Sedion non reri 
autas ullantiis quodisquaest quiatus diorero occullam, suntibe rspientem illuptatur am hari 
que omnistio inis cuptas eum aliciae platur alit atation sectiate volenia speligeniet apist, 
idus re pro estius dolorro rerest optatae occaborrum etur alitaerrorum sim que nulparcid 
que lautemp orrorem periorem facesto volo testia quos aut reperei ciisimi nvellor aritiam 
quo expe pernatem sent as re niet optatiatis volorep eliqui conse et apiendite rectinis di 
ommo consequam re plab ium quam ne repera posametur si qui incti consequias exerit,

Click and drag 
the bar or use 
the arrows to 
scroll up and 

down.

The test 
question is 

always visible.

Next1 of 60

Item #
1

Your
Response

a

b

c

d

Travel most nearly means

a) stop

b) move

c) join

d) interfere

GoGo to: Show/Hide Time Remaining Finish
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4.4.6  Additional Testing Features

When working on actual test items, additional buttons will be displayed at the top of the screen.

Go to: Go Type the number of the question you 
wish to go to and click Go.

Show/Hide Time Remaining
Click to show or hide the amount of time 
remaining in the subtest.

4.4.7  Timing of the Test

The timing of a subtest begins when the student clicks the Start Test button and is brought to item number one of the subtest. 
The student will receive a notification on screen (typically around the half-way point) informing them of the time remaining.
(See picture 20.) As mentioned in the previous section, the student always has access to the time remaining by using the 
Show/Hide Time Remaining button.

If time expires before the student finishes a subtest, they will get a message on screen notifying them that time has expired. 
The subtest will close and the student will be brought back to the home page.

IMPORTANT Note: There is no way to stop or pause the time for a subtest once it begins. To handle timing issues, see 
Part 6 for information on how to Unlock a Student’s Subtest.

Next1 of 60

Item #
1

Your
Response

a

b

c

d

Travel most nearly means

a) stop

b) move

c) join

d) interfere

GoGo to: Finish

Picture 20

You have 15 minutes remaining.

Show/Hide Time Remaining

4.4.8  Finishing a Subtest

Once a student has completed and reviewed all of their answers for a subtest, they will click the red Finish button at the top 
right of the page. (See picture 21.) They should only click this button when they are ready to end a subtest; the student cannot 
reopen a subtest once they click Finish.

Next1 of 60

Item #
1

Your
Response

a

b

c

d

Travel most nearly means

a) stop

b) move

c) join

d) interfere

GoGo to: Finish

Picture 21

Show/Hide Time Remaining

After finishing a subtest, the student will be brought back to the Student Home Page. The word completed will appear next to 
the subtests that have been finished. If the student is taking the test as a self-guided test, they should continue on with the 
next subtest (or rest period) listed.
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4.5  Monitor Students
To maintain test security, students should be monitored by a proctor throughout the duration of testing. Since this is an online 
test, unique challenges arise when trying to monitor students’ actions. If proctoring the test in person, observe students to 
ensure they are advancing through the questions and observing their computer screen only. It is important to move around 
the room or be in a position that allows you to make sure that students do not access other websites or computer tools, such 
as the calculator, while taking the test.

If proctoring the test remotely, observe that students do not use other devices, resources, materials, wearable technology, 
etc. and that no other people are present in the room during testing.

4.6  Rest Periods
There are two scheduled rest periods during the HSPT: a five minute break after the Quantitative Skills subtest and a two 
minute break after the Math subtest. If need be, the students may use the timer on the student home page to help monitor 
their break time. To begin the timer, the student would click Begin. (See picture 22.) A timer will then display on screen and 
begin counting down. (See picture 23.) Note, the break timer does not control any functions of testing; it is simply a tool to 
help students keep track of the allotted break time if need be. Once the timer reaches zero, the student will need to click the 
Begin button for the next subtest.

Picture 22

Adams, Susan

Take a 5-minute break

DEMO SCHOOL

Verbal Skills

Quantitative Skills

Reading

Math

Language Arts

Log Out

Begin

Begin

Begin

Begin

BeginTake a 2-minute break

(completed)

(completed)

Picture 23

Begin

Begin

Begin

Begin

4:53

4.7  Ending the Test
After the student has finished all of the subtests, they simply need to click Log Out. (See picture 24.)

Picture 24

Adams, Susan

Take a 5-minute break

DEMO SCHOOL

Verbal Skills

Quantitative Skills

Reading

Math

Language Arts

Log Out

Take a 2-minute break

(completed)

(completed)

(completed)

(completed)

(completed)
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There are two scoring methods available with the HSPT Online: automated scoring or scoring by STS’s Scoring Center. 
Schools designate their preferred method when placing their initial order. Scoring method details are as follows.

Automated Scoring* STS Scoring Center*

Standard scoring service includes: 

• Alphabetical List report

• Performance Profile for each student.

Standard scoring service includes: 

• Alphabetical List report

• Rank-Order List report

• Group Summary Statistical Report

• National Percentile Group Summary

• 1 set of adhesive Score Labels

Standard Processing Time:

• Reports are generated within 15 minutes of 
submission of scoring.

Standard Processing Time:

• Reports are generated within 5-7 business 
days after submission of scoring.

Report Format & Delivery Method:

• Reports are created as PDF’s and are 
posted in STS’s online Report Center. 
They may be downloaded and printed from 
there.

Report Format & Delivery Method:

(Schools may choose one of the following.)

• Paper – Shipped UPS Ground

• PDF – Emailed

• PDF  – Posted in online Report Center

* Special reporting services and additional reports are available to order from STS’s Scoring Center.

5.1  Submit Test Session for Scoring
Once all of the students in a given test session have finished the test, the administrator must login to the administrator page 
and submit the test session for scoring. There is no time limit in which the administrator has to submit the test session for 
scoring, however, scoring with either method will not take place until this has been done.

In the test session table, click the Submit for Scoring button for the appropriate test session. (See picture 25.) Once a test 
session is submitted for scoring, it is considered “closed” and no changes may be made. If there are students in the test 
session who did not end up testing, no action is required. Students who have not tested will be omitted from scoring and 
therefore not included on reports.

Picture 25

Test Session Schedule
Report Center

Report Builder

HSPT Online

Dashboard

Log Off

HSPT Online - DEMO SCHOOL

Time Zone:

Edit Students Count Test Code Test Date Start Time Grade Description Test Form Option Test Time Limit Submitted

6

6

6

3715

3714

3689

07/09/2020

07/09/2020

07/09/2020

11:00 AM CDT

8:00 AM CDT

11:00 AM CDT

7

8

8

My View of Pre-HSPT Y

My View of 2A

My View of Z

Y

2A

Z

None

Science

None

Standard (100%)

Standard (100%)

Standard (100%)

Submit for Scoring

Submit for Scoring

Submit for Scoring

Add Test +

5.  Scoring the Test
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5.2  Reports
The scoring method indicated when placing your order will determine which reports your school receives.

5.2.1  Reports from Automated Scoring

If automated scoring was selected, your reports will be automatically generated and posted online within approximately 
15 minutes of submission. To access reports, click on the link at the left called Report Center. (See picture 26.) Links to 
reports will be displayed in the section called Online Product Reports. Select the test session you wish to view reports for 
by clicking View Files. (See picture 27.)

Picture 26

HSPT Online

Log Off

Registration

QUIC

Learning Standards 
Assessment (LSA)

HSPT Audio

HSPT E-Score

Report Center

Report Builder

Dashboard

Picture 27

07/09/2020 HPT Y 6

HSPT Online

Log Off

Registration

QUIC

Learning Standards 
Assessment (LSA)

HSPT E-Score

Report Builder

Report Center

Dashboard DEMO SCHOOL - Reports

Scoring Center Reports

Online Product Reports

Test Date Product Form # of Students

Product BatchRun Date

Reports are available for one year.

View Files

DEMO SCHOOL - Dashboard

Each test session will have an Alphabetical List report of all the students in the session and a Performance Profile for each 
student. Click Download for either the List Report or the Performance Profile. (See picture 28.) You may choose to save or 
print the report. Click Log Out when finished.

HSPT Online

Log Off

Registration

QUIC

Learning Standards 
Assessment (LSA)

HSPT E-Score

Report Builder

Report Center

Dashboard DEMO SCHOOL - Reports

Picture 28

07/09/2020 Y

Y07/09/2020

07/09/2021

07/09/2021

List Report

Performance Profile

Online Report Download

Date Available Until FormReport

Download

Download

Reports will remain available online for one year. However, the Report Center is not a permanent storage solution for 
reports. Therefore, it is suggested that you save these files to your computer or back them up somewhere where you will 
have long term access.

5.2.2  Reports from STS’s Scoring Center

If scoring by STS’s Scoring Center was selected, your reports will be generated within 5-7 business days and sent via your 
preferred delivery method.
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6.1  Edit Test Session
Administrators may only edit open test sessions which are test sessions that have not yet been scored. Click the Edit icon  
to modify the details of the test session. (See picture 29.) You can then change the test date and time, the grade level, the 
name of the test session, the form of the test the students are taking, whether or not they are taking an optional test, and 
the administration time limit. After any changes have been made, click Save Changes. The administrator may also leave the 
screen without making any changes by clicking Cancel. (See picture 30.)

Picture 29

Test Session Schedule
Report Center

Report Builder

HSPT Online

Dashboard

Log Off

HSPT Online - DEMO SCHOOL

Time Zone:

Edit Students Count Test Code Test Date Start Time Grade Description Test Form Option Test Time Limit Submitted

6

6

6

3715

3714

3689

07/09/2020

07/09/2020

07/09/2020

11:00 AM CDT

8:00 AM CDT

11:00 AM CDT

7

8

8

My View of Pre-HSPT Y

My View of 2A

My View of Z

Y

2A

Z

None

Science

None

Standard (100%)

Standard (100%)

Standard (100%)

Submit for Scoring

Submit for Scoring

Submit for Scoring

Add Test +

Edit Test Session

Test Date:

Start Time:

Grade:

Description:

Test Form:

Option Test:

Time Limit:

07/09/2020

11:00 AM CDT

8

My View of Pre-HSPT Y

Pre-HSPT Y

None

Standard (100%)

Save Changes Cancel

Picture 30

6.2  Edit Student Details
Administrators may only edit student details for students in open test sessions. First go to the Student List view by clicking 
the Students button for a particular test session.

6.2.1  Edit Personal Information

Click the View/Edit button for the student you wish to edit. (See picture 31.) In the Edit Student pop-up window, administrators 
may make any changes needed. After any changes have been made, click Save Changes. The administrator may also leave 
the screen without making any changes by clicking Cancel. (See picture 32.)

6.2.2  Unlock a Student’s Subtest

Due to security purposes, once a student finishes a subtest or time expires, the subtest will be locked. (Once the timer has 
started for a subtest, it cannot be paused and does not stop for any reason.) That being said, there may be times when the 
administrator will need to unlock a particular subtest for a student. Some examples include:

• A student is in the middle of a subtest and mistakenly clicks the finish button.
• A student is in the middle of a subtest and has technical difficulties (e.g. loses their internet connection while 

testing).

Click the View/Edit button for the student you wish to edit. (See picture 31.) The lock statuses of a student’s subtests are 
contained at the bottom of the Edit Student pop-up window. The administrator may unlock a subtest by clicking on the 
appropriate button for the particular subtest in question. After any changes have been made, click Save Changes. The 
administrator may also leave the screen without making any changes by clicking Cancel. (See picture 32.)

IMPORTANT Note: When unlocking a subtest, the student will be given the full time allotted for that particular subtest.

6.  Additional Administrator Functions
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Adams Susan 04/01/2006 sa3689-1

Cruz Sophia 01/24/2006 sc3689-2

Garcia Thomas 03/28/2006 tg3689-3

Meyer Aaron 05/14/2006 am3689-4

Phillips Lily 02/21/2006 lp3689-5

Williams Darryl 04/08/2006 dw3689-6

Picture 31

Student List
Report Center

Report Builder

HSPT Online

Dashboard

Log Off

HSPT Online - DEMO SCHOOL

Add Student +

07/09/2020 11:00 AM CDT - My View of Z (3689) Student Count: 6

Print TicketsBack to Test Sessions Refresh

View/Edit Move Delete Last Name First Name Date of Birth Student ID Password Current Subject VB     QT     RD     MT     LN     O2

Picture 32

Adams

Susan

04 01 2006

MyEmail@example.com

Save Changes Cancel

Edit Student

First Name*:

*required field

Middle Initial:

Last Name*:

Date of Birth (mm/dd/yyyy)*:

Gender*:

Email*:

Registration Number:

Current School (3-digit school code):

Student’s Street Address:

City:

Choice 3:

Choice 4:

Choice 5:

VB Lock:

QT Lock:

RD Lock:

MT Lock:

LN Lock:

02 Lock:

Unlocked Locked

Unlocked Locked

Unlocked Locked

Unlocked Locked

Unlocked Locked

Unlocked Locked

The lock status of each 
student’s subtests are 

contained here.

02 = Optional Science Test and is 
displayed even if the test session 

is not being administered.

6.3  Move a Student to a Different Test Session
There may be times when the administrator will need to move a student to a different test session. Some examples include:

• A student needs extended time as a testing accommodation. (Students receiving standard time and extended 
time cannot be in the same test session.)

• A student is no longer able to test on a particular date and needs to test on a different scheduled date.

To move a student to a different test session, first go to the Student List view by clicking the Students button for a particular 
test session. Click the Move button for the student you wish to edit. (See picture 33.) In the pop-up window, select the test 
session you wish to move the student to and click Move Student. The administrator may also leave the screen without 
making any changes by clicking Cancel. (See picture 34.)

Adams Susan 04/01/2006 sa3689-1

Cruz Sophia 01/24/2006 sc3689-2

Garcia Thomas 03/28/2006 tg3689-3

Meyer Aaron 05/14/2006 am3689-4

Phillips Lily 02/21/2006 lp3689-5

Williams Darryl 04/08/2006 dw3689-6

Picture 33

Student List

HSPT Online - DEMO SCHOOL

Add Student +

07/09/2020 11:00 AM CDT - My View of Z (3689) Student Count: 6

Print TicketsBack to Test Sessions Refresh

View/Edit Move Delete Last Name First Name Date of Birth Student ID Password Current Subject VB     QT     RD     MT     LN     O2

Picture 34

Move Susan Adams

Test Session

07/09/2020 8:00 AM CDT - My View of 2A (3714)

Move Student Cancel
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6.4  Delete a Student
To delete a student from a test session, first go to the Student List view by clicking the Students button for a particular test 
session. Click the Delete button for the student you wish to delete. (See picture 35.) A message will pop up asking if you 
are sure you wish to delete the student; click OK or Cancel.

Adams Susan 04/01/2006 sa3689-1

Cruz Sophia 01/24/2006 sc3689-2

Garcia Thomas 03/28/2006 tg3689-3

Meyer Aaron 05/14/2006 am3689-4

Phillips Lily 02/21/2006 lp3689-5

Williams Darryl 04/08/2006 dw3689-6

Picture 35

Student List
Report Center

Report Builder

HSPT Online

Dashboard

Log Off

HSPT Online - DEMO SCHOOL

Add Test +

07/09/2020 11:00 AM CDT - My View of Z (3689) Student Count: 6

Print TicketsBack to Test Sessions Refresh

View/Edit Move Delete Last Name First Name Date of Birth Student ID Password Current Subject VB     QT     RD     MT     LN     O2

6.5  Print Tickets
The administrator may wish to use the Print Ticket feature to help with any questions or distributing student login information 
on the day of testing. 

Click the Student button to get to the Student List for a particular test session. From there, click the Print Tickets button. (See 
picture 36.) This will pull up tickets in a page view. (See picture 37.) The administrator may simply print the page/s, cut into 
strips and distribute to students on the day of testing.
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Picture 36
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Picture 37



21

6.6  View Status of Student’s Test
Click the Student button to get to the Student List for a particular test session. From there, the administrator/proctor may view 
the status of a student’s test. The subject a student is currently working on will be displayed in the column Current Subject. 
A check mark will appear under each subtest that the student has finished. The administrator/proctor will need to click the 
Refresh button at the bottom of the list to update the page. (See picture 38.)

Adams Susan 04/01/2006 sa3689-1

Cruz Sophia 01/24/2006 sc3689-2

Garcia Thomas 03/28/2006 tg3689-3
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Picture 38
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02 = Optional Science Test and is displayed even if the test session is not being administered.
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Appendix A

Import Students from STS Registration

One of the additional products available to use with the High School Placement Test (HSPT) is the HSPT 
Registration system. This online registration system allows families to sign up to take the test at your school 
and offers the option for families to pay for testing via credit card.

If your school uses STS’s registration, the administrator will be able to import registered students into the 
online test session, thus eliminating the need to manually add students to a test session as outlined in Part 
3 of this manual. Instructions for importing students from registration are contained on the following pages.
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Step 1.  Add Test Session
Follow the instructions in Part 3 of this manual for adding a test session.

Step 2.  Import Students
If your school uses STS’s registration system, the Test Session Schedule will contain a column labeled Import from 
Registration. Click Import for the particular test date.

Test Session Schedule
Report Center

Report Builder

HSPT Online

Dashboard

Log Off

HSPT Online - DEMO SCHOOL

Time Zone:

Edit Students Count Test Code Test Date Start Time Grade Description Test Form Option Test Time Limit Submitted

6

6

6
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3714

3689

07/09/2020

07/09/2020

07/09/2020

11:00 AM CDT

8:00 AM CDT

11:00 AM CDT

7

8

8

My View of Pre-HSPT Y

My View of 2A

My View of Z

Y

2A

Z

None

Science

None

Standard (100%)

Standard (100%)

Standard (100%)

Submit for Scoring

Submit for Scoring

Submit for Scoring

Add Test +

Import from 
Registration

Import

Import

Import

A pop-up window will appear. Select the group of registered students you wish to import and click Import. Upon importing 
the students, the system will automatically create student ID’s and passwords.

Import Students from Registration

Registration Dates

07/09/2020 - Sample School

Import Cancel

Guidelines for Importing from Registration

• It is recommended to import just one time, once your registration for that test date has closed. (Registration for a 
given test date can be set to close on any date you choose.)

• The drop-down menu will only contain your registration entries that have the same date as the test session.

• If you do import more than one time... 
The import process looks for students in the registration system who are not in the online test. If the system finds 
a student in registration who is not in the online test, it will bring them over. 
 
An example... 
If you import students on a Monday and then again on Tuesday, the students who were imported into the test 
session on Monday will be left as is and only newly registered students will be brought into the test session. 
Additionally, say that on Monday, you moved a student to a different test session so that they could have 
extended time. That student will have been brought back in to the original test session when you imported again 
on Tuesday. For these reasons, it is recommended to import only once so that all changes/clean up only have to 
happen one time.
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Appendix B

Student Preparation for Remote Testing

If you’ve chosen to have students test remotely, the test administrator will need to provide families and 
students with the necessary information required for testing in advance of test day. The example on the 
following page is to give an idea of what types of information to address. You may use any/all parts of this 
example or create your own. You should provide all necessary instructions as they pertain to your school’s 
administration methods.

Information that needs to be addressed includes:

• website for testing

• student tutorial

• scheduled test date and time

• instructions for students/families retrieving their student ID and password (required for logging in)

• test code (required for logging in)

• student remote testing agreement (if not already distributed)

• materials required and allowed during testing

• instructions for completing the student information page during login (specifically the Additional 
Information section)

• Any other applicable testing instructions from the school (e.g. video conference details if monitoring 
virtually, if students need any identification and what type, etc.)



25

Please observe the following in preparation of taking the online High School Placement Test (HSPT®) remotely. Keep this 
information at hand for test day.

Test Day and Time: [day / time]
You are only able to access the test during the specified day and time of the test session; you are not able to log in before 
this time. If you log in and try to begin the test outside of the valid test time, you will get a message stating “This test session 
is not open.”

Test Code: [test code]
In addition to your student ID and password, you will also need this TEST CODE to log in on test day. Keep this paper or 
test code at hand for test day.

BEFORE TEST DAY

1. Sign Remote Testing Agreement
The Remote Testing agreement should be signed by students and parent/guardian. Please return your signed form to 
[name and contact information] by [date].

2. Retrieve Your Student ID and Password
You are responsible for retrieving your student ID and password which are required for logging in. Go to 
www.stsusers.com and click Students. Select HSPT Online from the list of options. Click Send my student ID. You 
will need to enter your test code and the email address entered for you. Your student ID and password will be sent 
immediately to the email address entered for you. (It may take a few minutes.)

3. View Student Tutorial
The tutorial provides an opportunity for you to familiarize yourself with the features of the testing interface prior to 
taking the test. To view the tutorial, go to www.stsusers.com and click Students. Select HSPT Online from the list of 
options. Click View Tutorial.

4. Prepare Testing Environment
• Testing should take place at a table or desk free from distractions and disruptions.
• Ensure you have a high speed, stable internet connection.
• Make sure your web browser’s pop-up blocker is turned off or disabled.
• Fully charge and plug in your computer or testing device.
• Gather testing supplies - a pencil and blank sheet of scratch paper are the only additional items allowed during 

testing. (Calculators are not permitted.)

(5.  Remote Proctoring Information)
(If proctoring remotely, inform students that testing will be monitored via videoconferencing and provide details for 
students to join your meeting/session. Students will need a computer or device that has a camera and speakers/
microphone.)

(6.  Additional Information)
(Include any additional information regarding special check-in or testing procedures e.g. if requiring student 
identification.)

Student Preparation for Remote Testing –
HSPT Online
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ON TEST DAY

(1.  Check In)
(If proctoring remotely, students should first join the videoconference meeting/session set up by the test 
administrator. Provide instructions for doing so and include any other applicable instructions regarding your school’s 
check in procedures e.g. if verifying student identification, visually inspecting their work area, whether students will 
work through the test on their own or if they should wait for proctor instructions, etc.)

2. Log In to HSPT Online
Go to www.stsusers.com and click Students. Select HSPT Online from the list of options. Enter your test code, 
student ID and password. Click Log In.

3. Complete Student Information & Code of Conduct Page
Student Information: Verify that the student information entered is correct and update if needed.

Additional Information: (Specify which fields, if any, are required to be entered by the student.)

Code of Conduct: In order to test remotely, you must read and agree to each statement listed in the Code of 
Conduct. After agreeing, click Submit.

4. Take the Test
The HSPT consists of multiple subtests (subject areas) that are timed. The subtests and recommended rest periods will 
be displayed in the order they should be taken. To begin a subtest, click Begin. If the subtest does not open, make sure 
your pop-up blocker is turned off or disabled.

Each subtest begins with testing instructions and sample items to review. These are not timed nor scored so. At the end 
of the instructions and sample items, click the Start Test button at the top of the page to begin answering the test items 
for the particular subtest. The timing of the test begins when you click this button.

*Important Reminder – Within each subtest, there is a red Finish button at the top of the screen. Only click this button 
when you are ready to end a subtest; a subtest cannot be reopened once you click Finish.

5. End the Test
After you have completed all of the subtests, Log Out of the test.

(If proctoring remotely, include any special instructions for logging out of the videoconference meeting/session.)
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Appendix C

Code of Conduct Agreement for Remote Testing

If you’ve chosen to have students test remotely, it is strongly encouraged that students and their parent/
guardian sign and return an agreement attesting to the code of conduct that must be maintained. An example 
is available on the following page. You may use any/all parts of this example or create your own. Signed 
agreements should be returned to your school prior to test administration and kept there.
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Parents/guardians: Please read and discuss the following obligations that must be adhered to for remote testing. Both you and your 
student must agree to, sign, and return this form before the student will be permitted to take the test remotely.

I give permission for          (print student name) to take the HSPT Online and 
for my student’s responses to be accessed for the purpose of scoring and assessment of his/her performance on the test. 
If the test session includes proctoring via video conference, I give permission for the proctor and my child to communicate 
with each other via video and audio during the assessment’s active time period of the test session.

I will make sure that the student has all of the necessary information, materials, and equipment required for the test.  

When using the HSPT Online, students/parents/guardians pledge that the following code of conduct will be maintained.

  Parent/guardian will be available in-person during the entire test period.

  The testing location will be free from distractions and disruptions (such as tv’s or conversations).

  The student will test alone for the entire exam and will not communicate with anyone in any way, other than the 
proctor, if available.

  The student will remain on the testing website only and will not use any other application or browser window during 
the test (other than the proctor video conference, if applicable).

  No part of the test session itself will be copied or recorded.

  No other electronic device will be used (e.g. calculators, cell phones, other computers, or wearable technology).

  The only materials available to the student will be a pencil and a blank piece of paper to use as a worksheet for any 
figuring. No notes, books, or other testing aids will be used.

  Test items will not be copied or forwarded to any other person or by any means. (This includes but is not limited to 
verbal or written communication, copying/saving/printing, screen shots, camera images, etc.)

I understand that communicating, publishing, reproducing, or transmitting any part of this test, in any form or by any 
means (e.g. verbal, electronic, written, etc.) for any purpose is strictly prohibited. Students found to be in violation of these 
regulations will be reported to the school and results will be dismissed and invalidated with no possibility to retest. Further 
action may be taken.

I have read, understand, and agree to the above rules.

           
Student Signature       Date

           
Parent Signature       Date

Remote Testing Agreement –
HSPT Online
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Appendix D

Proctor Guide

The following guide is provided to assist with proctoring the test. Directions to be read aloud to the students 
are in boxes indicated by the word “SAY” and are printed in bold type. When you come to an ellipsis (…) in 
the “SAY” box, pause to allow students enough time to complete the instructions.

The information in this appendix is based on an administration setting in which the proctor provides assistance 
with logging in and supervision throughout testing (whether in person or remotely). If your school is proctoring 
the test following an administration method other than the one identified above, contact STS with any 
questions regarding procedures.

When Proctoring a Group:

When proctoring a group of students, some individuals may finish the subtest/s before others. The test 
administrator/proctor must predetermine and communicate expectations for those students. Students will 
either need to be instructed to wait for the proctor’s instructions before moving on to the next subtest or to 
work through all of the remaining parts on their own.

If the proctor would like the students to work through the parts of the test as a group, the proctor will also 
need to keep general track of time. The system will still control the time allowed for each individual but time 
begins when the student clicks the “Start Test” button. Therefore, each student’s start time will differ based on 
how long it takes the student to work through the instructions and sample items. The administrator will need 
to keep time in order to coordinate the start of the next subtest as a group while still allowing each individual 
student their full amount of time.
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Step 1.  Prepare or Inspect Testing Area
Start by making sure students have the necessary testing materials. If proctoring the test in person, distribute login 
credentials to each student if they don’t already have them.

The only extra items a student should have during testing are a pencil and a blank sheet of paper to help with solving 
problems or to do any figuring. Cell phones, wearable technology, and any other electronic devices or materials should not 
be allowed in the testing area.

If proctoring the test remotely, first establish communication with the students via the videoconference meeting/session you 
set up. During this time, perform a visual inspection of the testing area and verify that the appropriate person (the student) 
will be taking the test.

Step 2.  Assist with Student Log In and Starting the Test
Instruct students to log in to the HSPT Online and assist with any questions. If needed, student login credentials are listed 
in the Administrator view of the Student List page.

If proctoring remotely/virtually, the students should keep the videoconference session open in the background throughout 
testing.

Logging In:

(If Proctoring Remotely)

We will now log in to the website for the HSPT 
Online. You will need to keep the webpage 
with our video session open throughout the 
entire test session so be careful to not close it 
accidentally at any time.

Open a new tab or browser window so you 
can access the test.

Type www.stsusers.com in the address bar 
and hit the Enter or Return button on your 
keyboard.

You should now be at the STS Users Home 
Page. Click on the “Students” link located at 
either the top or right side of the page... Click 
on the test link called “HSPT Online.” This will 
bring you to the Student Login screen. If you 
do not see this page, let me know and I will 
help you...

Type in your test code, student ID, and 
password. Then click the ‘Log In’ button...

SAY (If Proctoring in Person)

We will now log in to the website for the 
HSPT Online. Once you are logged in, wait 
for my instruction before moving on. Do not 
view sample items or begin the test until you 
are told to do so.

Now, open your web browser...

Type www.stsusers.com in the address bar 
and hit the Enter or Return button on your 
keyboard.

You should now be at the STS Users Home 
Page. Click on the “Students” link located 
at either the top or right side of the page... 
Click on the test link called “HSPT Online.” 
This will bring you to the Student Login 
screen. If you do not see this page, raise 
your hand and I will help you...

Type in your test code, student ID, and 
password. Then click the ‘Log In’ button...

Student Information

All of you should now be at the Student Information page. Do not click any buttons yet. Your 
name should be displayed at the top of the page. Check your name to make sure you are logged 
in as the correct person. If you are not at this page or if you are logged in as someone else, let 
me know and I will help you...

At the top right, check that the information listed is correct. If not, please make any necessary 
changes...

SAY
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Additional Information

This section contains additional fields available for various reporting options. The need for a student to complete any part 
of this section depends on the specific reporting services ordered by your school. Prior to testing, the administrator should 
contact STS to confirm which fields are required for your desired reporting options.

If students are to enter any information here,

We will now fill out the Additional Information section. Please enter your                 . 

(Say the name of the field to complete and provide any additional instructions.)
SAY

Code of Conduct

Now look at the bottom part of the page called Code of Conduct. You must read and agree to 
each statement in order to take the test online. Check each box to agree and click the Submit 
button.

When you get to the next page, wait for my instructions...

SAY

Student Home Page

Check to make sure that all students are at the Student Home Page before moving on.

All of you should now be at the Student Home page where all the subtests are listed. Do not click 
any buttons yet. If you are not at this page, let me know and I will help you...

SAY

When proctoring a group of students, some individuals may finish the subtest/s before others. The test administrator/
proctor must predetermine and communicate expectations for those students. Advise the students on what to do after 
they have completed all of the subtests and inform them of any other final details. Expectations may include the following 
examples:

(Example 2 - Working on Own)

You will see that the subtests and rest periods 
are listed in the order that they should be 
taken. You will work through all of the test 
on your own. That means when you finish a 
subtest, you do not have to wait for the group 
or for any instructions from me before moving 
on to the next subtest. So when you finish the 
Verbal Skills subtest, you will click the Begin 
button to start the Quantitative Skills section 
and so on.

Each subtest is timed. If you do finish a 
subtest before time expires, it would be wise 
to use the time remaining to review your 
responses because once you finish a subtest, 
it cannot be reopened. 

After you have completed ALL of the subtests, 
you will log out of the test and may close (or 
leave) our videoconference session.

(Example 1 - Working as a Group)

You will see that the subtests and rest periods 
are listed in the order that they should be 
taken. We will work through the entire test as 
a group.

Each subtest is timed. If you do finish a 
subtest before time expires, it would be wise 
to use the time remaining to review your 
responses because once you finish a subtest, 
it cannot be reopened. 

When you finish a subtest, sit quietly until 
time is up. Wait for my instructions before 
beginning the next subtest.
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Starting the Test

Each subtest will begin with testing instructions and sample items for you to review. These are 
not timed so be sure to read all of the instructions on screen carefully. The sample items will 
show you what types of items to expect and how to use the features of the testing application.

You may now begin working. Go ahead and click the ‘Begin’ button for Verbal Skills now. Then 
click ‘OK’ to start.

SAY

Subtest Instructions:

If the proctor would like to read the instructions for each subtest out loud to the students or follow along, they are included 
below. (Please note, the Verbal Skills subtest is the first subtest in the HSPT battery and will begin with “General Testing 
Instructions” followed by specific instructions for the subtest and sample items.)

Keeping Time:

If students have been instructed to work through the parts of the test as a group, keep general track of time for each subtest. 
The system will control the time for each individual based on when the student clicks the “Start Test” button. Therefore, each 
student’s start time will differ based on how long it takes the student to work through the instructions and sample items. 
Be sure that all students have received their full time before instructing the group to start the next part. Standard times are 
listed with the instructions below for each subtest. For test sessions in which extended time was selected, the times will be 
updated accordingly for the student.

Verbal Skills (18 minutes)

GENERAL TESTING INSTRUCTIONS

Read each question and select your answer in the space labeled “Your Response” on the left side of the 
screen. After answering an item, you will click the “Next” button at the top of the screen to move to the next 
question.

For each question, choose the best answer. Your score is determined by the number of correct answers you 
choose; points are not subtracted for incorrect answers. If a question seems exceptionally difficult, make the 
most careful guess you can and then go on to the next question. It will help your score if you move along at a 
fairly rapid pace.

When working through the test questions, you have the option to show or hide the time remaining. If you finish 
a section before time expires, you may go back and review your answers on that section only. There will be a 
red Finish button at the top right of the screen; only click this button when you are sure you want to close that 
section. Once you click Finish, you will not be able to work on that section again.

If time expires before you finish the test, a message will be displayed on screen. The section will then close 
automatically and bring you back to the student home page.

From this point forward, the only items you should have in front of you are a pencil and a blank sheet of paper. 
You may use the blank sheet of paper to help solve any problems or for any figuring you have to do. Any cell 
phones, wearable technology, or other electronic devices should be turned off and removed from the testing 
area. Calculators are not allowed.

[Click the Next button to continue with instructions and sample items for the Verbal Skills section.]

VERBAL SKILLS (page 1 of 4)



33

VERBAL SKILLS INSTRUCTIONS

Look at Sample A and choose the best answer.

Sample A
Travel most nearly means
a) stop.
b) move.
c) join.
d) interfere.

Since travel most nearly means move, choice b is the best answer. Click on ‘b’ on the left side of your screen 
to select that choice as your answer.

[Click the Next button to go to the next sample item.]

VERBAL SKILLS (page 2 of 4)

Now look at Sample B.

Sample B
Mother is to daughter as father is to
a) uncle.
b) brother.
c) mother.
d) son.

Find the relationship between the first two words, then decide which answer choice has the same relationship 
to the third word, and select that choice as your answer.

For this sample, father is related to son in the same way mother is related to daughter, so choice d is the best 
answer. Click on ‘d’ on the left side of your screen to select that choice as your answer.

[Click the Next button to continue.]

VERBAL SKILLS (page 3 of 4)

You are now ready to begin the Verbal Skills section. This section has 60 questions. Be sure to read each 
question carefully before you decide on your answer.

You will have 18 minutes for this section. A message will display at the top of the screen when 9 minutes are 
up, to let you know if you are working at a pace that will allow you to complete this section. If you finish this 
section early, you may go back over your work on this section to check your answers. Remember to only click 
the Finish button when you are sure you want to close this section.

[Click the Start Test button to begin.]

VERBAL SKILLS (page 4 of 4)

After the full allotted time, proceed with instructions for the next subtest.
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Quantitative Skills (30 minutes)

QUANTITATIVE SKILLS INSTRUCTIONS

Look at Sample A below and choose the best answer.

In the sequence: 1, 3, 5, 7, 9, ..., what number should come next?

a) 7
b) 8
c) 11
d) 13

Since each number is two greater than the one before, the next number in this sequence would be choice c, 
11. Click on ‘c’ on the left side of your screen to select that choice as your answer.

[Click the Next button to go to the next sample item.]

QUANTITATIVE SKILLS (page 1 of 5)

Now look at Sample B.

What number added to 7 makes 6 times 3? 

a) 11
b) 2
c) 18
d) 10

You know that 6 times 3 equals 18. If you subtract 7 from 18, the answer is 11. Therefore, 11 is the number that 
is added to 7 to get 6 times 3, so choice a is correct. Click on ‘a’ on the left side of your screen to select that 
choice as your answer.

[Click the Next button to go to the next sample item.]

QUANTITATIVE SKILLS (page 2 of 5)

Now look at Sample C. Look at the three hourglasses and then read all the answer choices.

Examine the hourglasses (A), (B), and (C) and find the best answer.

a) (B) shows the most time passed.
b) (A) shows the most time passed.
c) (C) shows the most time passed.
d) (A), (B), and (C) show the same time passed.

Choice b is the best answer. Hourglass (A) shows more time passed than the other hourglasses, because 
more sand has passed through to the bottom. Click on ‘b’ on the left side of your screen to select that choice 
as your answer.

[Click the Next button to go to the next sample item.]

QUANTITATIVE SKILLS (page 3 of 5)
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Now look at Sample D. Look at (A), (B), and (C) and then read all the answer choices.

Examine (A), (B), and (C) and find the best answer.

 (A)  (7 – 2) – 3
 (B)  (7 – 3) – 2
 (C)  7 – (3 – 2)

a) (A) is greater than (C).
b) (A), (B), and (C) are equal.
c) (B) is greater than (C).
d) (A) and (B) are equal.

Choice d is the best answer. (A) and (B) are equal. Click on ‘d’ on the left side of your screen to select that 
choice as your answer.

[Click the Next button to continue.]

QUANTITATIVE SKILLS (page 4 of 5)

You are now ready to begin the Quantitative Skills section. The quantitative skills section has 52 questions 
similar to these samples. The item types are not in any particular order, so be sure to look at each question 
carefully before you choose your answer.

You will have 30 minutes for the quantitative skills section. A message will display at the top of the screen 
when 15 minutes are up, to let you know if you are working at a pace that will allow you to complete this 
section. If you finish this section early, you may go back over your work on this section to check your answers.

[Click the Start Test button to begin.]

QUANTITATIVE SKILLS (page 5 of 5)

After the full allotted time, a 5-minute rest period is recommended. After the rest period, proceed with instructions for the 
next subtest.

Reading (25 minutes)

READING INSTRUCTIONS

The first part of the reading test is called “READING-Comprehension.” Look at Sample A.

Sample A
The next test has short reading passages, each one followed by questions.

The reading passages on the next test will be
a) all on one page.
b) followed by questions.
c) easy to read.
d) very long.

Choice b is the best answer. Click on ‘b’ on the left side of your screen to select that choice as your answer.

[Click the Next button to continue.]

READING (page 1 of 2)
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The reading section also includes “READING—Vocabulary.” You will have a total of 25 minutes to complete 
both parts of the reading section. A message will display at the top of the screen when 15 minutes are up, to 
let you know if you are working at a pace that will allow you to complete this section. If you finish this section 
early, you may go back over your work on this section to check your answers.

[Click the Start Test button to begin.]

READING (page 2 of 2)

After the full allotted time, proceed with instructions for the next subtest.

Mathematics (45 minutes)

MATHEMATICS INSTRUCTIONS

Look at Sample A below.

Sample A
The number fifty-three is also written as
a) 43
b) 53
c) 52
d) 63

You can see that choice b is the best answer for this sample. Click on ‘b’ on the left side of your screen to 
select that choice as your answer.

[Click the Next button to continue.]

MATHEMATICS (page 1 of 2)

You are now ready to begin the Mathematics section. You may use scratch paper when you are working on 
these problems. You are not allowed to use a calculator.

You will have 45 minutes for the mathematics section. A message will display at the top of the screen when 
18 minutes are up, to let you know if you are working at a pace that will allow you to complete this section. 
If you finish this section before time is up, you may go back over your work on this section to check your 
answers.

[Click the Start Test button to begin.]

MATHEMATICS (page 2 of 2)

After the full allotted time, a 2-minute rest period is recommended. After the rest period, proceed with instructions for the 
next subtest.
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LANGUAGE ARTS (25 minutes)

LANGUAGE INSTRUCTIONS

On the first part of the language section, each question has four choices. You are to look carefully at all four 
choices for errors in capitalization, punctuation, or usage. If you find an error, mark the letter in front of that 
choice as your answer. The fourth choice may have the option “No mistakes.” On these items, if you find 
no errors, mark d, “No mistakes” as your answer. “No mistakes” will be the best answer for some of these 
questions. Look at Sample A below.

Sample A
a) Sally was talking to her brother.
b) Mother and i went to the store.
c) We will get food for the picnic.
d) No mistakes.

In sample A, there is an error in choice b. The word “I” should be capitalized, so choice b is the best answer. 
Click on ‘b’ on the left side of your screen to select that choice as your answer.

The first part of the test is like sample A. In each item, look for an error in capitalization, punctuation, or usage. 
If you find an error, mark the letter in front of that choice as your answer. If you find no errors, choice d, “No 
mistakes” will be the best answer.

[Click the Next button to go to the next sample item.]

LANGUAGE ARTS (page 1 of 3)

Look at sample B. For this item, you are to look for errors in spelling only. If you find no spelling errors, select 
d, “No mistakes.”

Sample B
a) Look up that word in the dictionary.
b) Who discovered Florida?
c) The potery was made by Indians.
d) No mistakes.

The spelling error is in choice c; the word “pottery” is misspelled. Click on ‘c’ on the left side of your screen to 
select that choice as your answer.

Some of the questions on this test are like sample B, and you are to answer them in the same way. Each new 
section of questions will be set off by special directions. Read these directions carefully as you come to them.

[Click the Next button to continue.]

LANGUAGE ARTS (page 2 of 3)

You are now ready to begin the Language section. You will have 25 minutes for the language section. A 
message will display at the top of the screen when 15 minutes are up, to let you know if you are working at a 
pace that will allow you to complete this section. If you finish this section before time is up, you may go back 
over your work on this section to check your answers.

[Click the Start Test button to begin.]

LANGUAGE ARTS (page 3 of 3)

After the full allotted time, proceed with instructions for the next subtest if the optional test is being administered. If the 
optional test is not being administered, testing ends with the language subtest.
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OPTIONAL Science (25 minutes)

SCIENCE INSTRUCTIONS

Look at the sample below.

Sample
The Earth is
a) square.
b) round.
c) oblong.
d) triangular.

The best answer to this item is choice b. Click on ‘b’ on the left side of your screen to select that choice as 
your answer.

You are now ready to begin the Science section. There are 40 questions similar to the sample on this test. 
Choose the best answer for each question. You will have 25 minutes for the science section.

[Click the Start Test button to begin.]

SCIENCE (page 1 of 1)

After the full allotted time, testing is complete.

Step 3.  Monitor Students
Monitor the students’ testing environment throughout the duration of testing.

Since this is an online test, unique challenges arise when trying to monitor students’ actions. If proctoring the test in person, 
observe students throughout the duration of testing to ensure they are advancing through the questions and observing their 
computer screen only. It is important to move around the room or be in a position that allows you to make sure that students 
do not access other websites or computer tools, such as the calculator, while taking the test.

If proctoring the test remotely, observe that students do not use other devices, resources, materials, wearable technology, 
etc. and that no other people are present in the room during testing.

Step 4.  Submit Test Session for Scoring
Once all of the students have finished testing, log in to your administrator page and submit the test session for scoring. 
Reports will be generated based on the method and format you designated at the time of ordering.

CAT#  HP113094


