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CTLT provides faculty support for ReggieNet by e-mail, phone, and in person. Please email 
CTLT@ilstu.edu or call (309) 438-2542 if you have questions.  

 

Setting a ReggieNet Assessment for use in Proctortrack 

This guide will cover how to 1) add Proctortrack to your ReggieNet site, 2) set up a ReggieNet 
assessment to be used with Proctortrack, and 3) link that assessment to Proctortrack.  

Adding Proctortrack to ReggieNet 

1.  To add Proctortrack to your ReggieNet toolbar, navigate to Site Info > Manage Tools. 

2. Scroll down and select External Tools, then check the box for Proctortrack.  

3. Hit Continue, then Finish. Proctortrack will appear as a web link in your toolbar.  

Note. Adding Proctortrack to your site will allow Proctortrack to automatically fill in your course ID when 
you add an assessment. 

Configuring the Assessment Settings 

4. For the desired assessment, select Settings in the Actions menu. 

 

5. Select Availability and Submissions. Make sure the availability, due dates, and time limits are 
finalized. You will enter the availability and due date into Proctortrack later. 
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6. Under “Ensure students take exams from specific location,” enter a password into the “Secondary 
Password” box. Save this password as you will enter it into Proctortrack later. 

 

Note: Setting a password for the assessment will prevent students from accessing it outside of 
Proctortrack. Proctortrack will automatically feed the password and students will never need to see it. 
You should never share this password with students. 
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7. Once all test settings are final, select Save Settings and Publish. 

Linking Assessment to Proctortrack 

8. To link the assessment to Proctortrack, you will need the “Callback URL” for the assessment. Your 
assessment must be published before this URL is available. Find the URL by going to the assessment 
Settings > About this Assessment > Published Assessment URL. Copy this URL. 

 

9. Select the Proctortrack tab in your ReggieNet toolbar that you added in step 1. 
10. In Proctortrack, select “Manually Add Tests” in the upper right menu 

 
11. In the next menu, enter the name of the assessment as it appears in ReggieNet. The Course id will 

already be automatically filled in. 
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12. Paste the callback URL from step 8 into the Callback URL box and enter the password from step 6 in 
the Password box.  

 

13. Set the Start At date and time so it matches with the availability date in the ReggieNet settings. If 
you plan to accept late submissions, set the End At box to match the date and time of late 
submissions. Otherwise, set End At to the date and time it is due. Click into the boxes to use the 
calendars for exact formatting. 

 

14. Enter n/a as the Username. Your resulting menu will look similar to this: 
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Note: The Onboarding setting should be assigned to a low stakes/no stakes assessment that 
is used for adding required student information into the Proctortrack system.  Onboarding 
prepares students ahead of time for taking a proctored assessment that will be included in 
their course grade. 
 

15. Select Create Test. 
16. Once you create the test you get redirected to the ProctorTrack dashboard where you can 

see the status of your newly created test.  

 

Note: The Proctoring ON setting is assigned to assessments that will be proctored using 
Proctortrack.  This setting is used for assessments that will be included in the student course 
grade. 

Exceptions to Delivery Date 

Proctortrack can accommodate exceptions to delivery dates and times. 

17. Create the exception in the ReggieNet assessment through Settings > Exceptions to Time Limit and 
Delivery Date. 

18. In Proctortrack, you will have the option to extend the date and time of the assessment. Only the 
student with the exception will be able to access the assessment. 
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