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MAP Proctor – Med Admin Job Aid 
The instructions are in four sections – Schedule, Prepare to Proctor, Submit Photos, Expectations and 
Tips 

Scheduling the Test 
1. Proctors are notified of the learner’s name, phone number and testing window expiry date. 

Learners are assigned to proctors based on work location, but you may be assigned a learner 
outside of your mini cluster.   

2. Open a browser, go to ma.tmutest.com.  
Pro tip: Bookmark the TMU website. 

 
3. Select Test Dates icon 

 

4. Under Test Site, select Med Admin Test Remotely proctored. This will filter the options shown on 
the calendar.  

 

 

 

 

5. Call the learner to review the date and time options that overlap both your availability.   
a. Plan a time that you have access to a quiet/private space with your laptop on wifi, camera 

and audio for the learner to use during the test window. 
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b. You and the learner should plan to be signed in and ready at least 20 minutes prior to the 
test start time.  

c. If no options show in the upcoming days, TMU often has available options when you call to 
schedule.  

6. Call TMU at 888-734-6211. Tell them you want to schedule a MAP Med Admin Test in 
Massachusetts. 

a. They will need your name and the learner’s name.  
7. The proctor receives a confirmation email. Do NOT forward this to the learner.  

Pro tip: Add the email with the link to your outlook calendar so you have it handy on that day, and 
you do not book something else at the same time.  

8. The learner will receive an email and text confirmation depending on their notification settings in 
TMU.  See Appendix A for an example of the learner test confirmation email.  

  
9. Ensure the learner has the date, time (arrive 20 minutes early) and location of where they will meet 

you for testing. 

Prepare to Proctor 
1. Gather the materials. (Medication Book, Countable Book, Bin with blister packs, pencil, postits 

and cup) 
2. Locate a quiet spot behind a closed door.  
3. Sign into the virtual meeting link from TMU.  

Pro tip: Sign in 15-20 minutes prior to the test start time to ensure all technology is working 
correctly. If you are not logged in with working technology by 10 minutes before the test, the 
learner will be a No Show and incur No Show fees.  

4. When the state observer logs in, they will ask you to hold the learner’s ID up to the camera. 
5. The learner will step out while they help you get set up for the scenario.  Follow their guidance to 

ensure the books and blister packs are setup and ready for the learner.  
6. Once ready, you will exit the room and have the learner come in. Shut the door while they test.  

Submit documentation 
1. Once the learner is done testing, let them know to contact you if they need to reschedule. Then 

they can leave.  
2. The state observer will ask for you to take three pictures and where to email them.  
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a. The Medication page 
b. The Count Page 
c. The Blister Pack AND cup with the dispensed medicine visible.  

3. Email the pictures to the proctor immediately.  Confirm that they were received before signing off. 
4. TMU will be updated with their score by 8pm the following business day.   

 

Helpful Contacts 
Lisa Dillon Cell: 774-480-4002 (if you need more proctor materials) 

Nicole Hocking Cell: 774-273-5803 

Caitlyn Higgins Cell: 774-265-7099 

Iffy Ogbonna Cell: 774-539-2763 

 

Appendix A – EXAMPLE TESTER CONFIRMATION EMAIL 
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Appendix B – EXAMPLE TESTER TMU NOTIFICATION 
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