
How to Create a New Proctor Group in ADAM 
 

1.  Go to Test Administration > Administration (Operational) or 
Training Administration (Practice) 

 

 

2. Select Administrations (Operational) or Training 
Administrations (Practice) 

3. Click Proctor Groups > View 

4.  

4.  Select Create Group. 
 

 



5. Complete the form for each Proctor Group you are creating. 
• Type the Proctor Group Name 
• Select Your District 
• Select Your School 
• Click the + button to assign students to the Proctor Group 

 

 

6. Assign students to the Proctor Group 
• Search by Student Name or Identifier 

 
OR 

 

• Click the + button to assign students to the Proctor 
Group. A green checkmark will appear once students 
have been assigned. 

OR 
 

• Click Add All Students 
• Click Close 
• Click Save 

Note: If the student cannot be located using any of the methods 
outlined above, please consult your NASIS specialist to ensure 
the students’ information is accurate in the NASIS database. 

 

 

 

 

 



Once Proctor Group(s) are created, the Test Coordinator can then provide each proctor with the unique test code and proctor password 
for proctor login. 



How to Edit an Existing Proctor Group in ADAM 
 
 

1. Select the Training Administration Card 

2. Click Proctor Groups > View 

 

3.  Click Edit 
 

 
 

4. Assign or Remove students as needed 
 
• Add students by clicking the  +  button 

 
• Remove students by clicking the ellipses next to their name 

and selecting delete 
 

 



 
To simply change the name of the Proctor, 

1. Click the proctor 'Play' button 
2. Click Edit Proctor and type the First & Last Name 
3. Click Save 

 
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


