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System Requirements

All online invigilated exams must be sat on either a laptop or desktop computer. Your chosen device must
have a working webcam, microphone and speakers. Additionally, your chosen device must also conform to
the below minimum specifications. For most online invigilated exams you will also require the use of a
mobile phone to be used as a secondary camera, the minimum specification for your mobile device can also
be viewed in the table below.

WARNING: Attempting to use a laptop or device that is intended for work purposes may have restricted
access and admin rights installed. This may cause issues when trying to access the ProctorExam platform,
therefore it is always recommended to use a personal computer.

System Requirements

e ChromeOS.

e macOS: the latest two macOS releases.
Operating System
e  Windows 10 (32-bit/64-bit).

e Windows 11.

e 1.5 Mbps upload speed (Warning: this is not
your download speed).

e 10 Mbps download speed.

Bandwidth e Pingunder 25 ms.

e We strongly recommend you use an ethernet
cable to connect your computer to ensure a
stable connection.

Resolution e 1280 x 768 pixels, or higher.

Browser e Google Chrome (latest version).

e Android 5.1, or higher.
e i0S10.0, or higher.

e  WARNING: Huawei P30, Samsung Galaxy A3
(2016), and Google Pixel 3 and newer are not
compatible with the ProctorExam app
required to operate your mobile device as a
secondary camera.

Mobile Phone Operating System
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System Check Guide

This section of the candidate guide will demonstrate how to setup and test your equipment in preparation
for your upcoming exam. We recommend completing the system check process as early as possible so that
you have plenty of time before your exam day to rectify any potential issues.

Starting the system check

You must first ensure you're using the latest version of the Google Chrome browser before beginning the
system check process. Chrome should auto-update when you access the “About Google Chrome” area. This
area can be found by clicking the three-dot vertical ellipsis to the right of the URL bar in a Chrome browser
window, select Help, and then About Google Chrome. If any updates are made ensure you click the
relaunch button to complete any updates.

s
& »
ix
3
G % -
3. -
n
® About Google Chrome N o Help >
D What s new $  Setney
i
 § -
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‘ Google Chrome

© Chrome is up to date
Version 120.0.6099.217 (Official Build) (64-bit)

To begin the system check process, locate the system check requirements email, and click the link

contained within the email to enter the step-by-step guide.

e e e yons B0 el wn e T e - e

-~

A wwed (orve e oWl erwre 8 Vialhe e e
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TEST YOUR EQUIPMENT NOW

Download the ProctorExam Google Chrome extension by following the on-screen instructions.

required

Download ProctorExam Extension

ProctorExam Google Chrome extension

an M e #xte

Online Invigilation Candidate Guide
Page 5 of 39

Surpassid

Powering Assessment



6 ProctorExam Screen Sharing

© proctorexam.com 19 & (183 ra

Exteron  Socwl Networking

Add extension IO

Back on the system check guide tab, reload the page, and click start check to begin testing your equipment.

v @ ProctorExam - New X & Mocvort s e » *

“ o WD ProClOre T wn, (hech regurererty 't laf s Te TLOA L Vet thee ol

Welcome to the system check for Online
Invigilation - General Knowledge Quiz

Start Check
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At each step of the system check process you can find further advice and guidance under the question mark
logo on the right of the screen should you require it.

Step 1 - Allowing notifications

On the first step you must allow notifications before moving to the next step.

*» 9 or e » @ Potort sam Sreen Darvyg » *

“ C 0 Got sotlicatons?  Lurpans proctoreram (O heck regurermenty L Lal | g

txam Onkne Ir pass proctorexam com wants 1o X ek

Q

Allow o b

Step Tout of 7
e —

A Allow notifications

Qmmm
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Step 2 — Enabling and testing screen sharing

You must now enable screen sharing. You should enable the entire screen option, by clicking the entire
screen tab, then select the screen you will be taking the exam on, and then select share. WARNING: For
most exams you will only be allowed to use of one screen.

Step 20wt of 7

B Enable screen sharing

After ciicking Enable below. 3 pop-up Mmessage will appear asking you to share your
screen with ProctorExam. Select your screen and then select Share 50 we Can see

yOur screen durnng your exam

Second screens

Uuing a second swreen i not normally alowed 10 please Gnconnect any
extra Mmontors before proceedng

¥ your irmttution has gven you POl DETIMLION 1O U & M ONd W reen

you Can 0 30 Make sure the screen you share with Proctorf sam a the one

you plan 10 doO the esam or
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Choose what to share with surpass proctorexam com

The wte adll le sl ' e e rterts o poag e

e " ob N - | Entire screen I

P -
a -
Entire screen
.
Step 20wt of 7

B Enable screen sharing

@ screen sharing is enabled

|
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Step 3 — Enabling microphone

You must now allow your microphone to be used, and then test this by making some noise.

v 0 rocotem  New ® x5 Moot Soven ey 2| $

“ C & Use mucraghane?  LLrpans proctoreram (O hek regurermenty b g

Exam: Online Ir pass proctorexam com wants 1o X ek

$ ey om

Allow ok

Step 3outof 7

¢ Enable your microphone

Select the microphone you would like to use for the exam and then speak into it to
ensure it is working correctly. If we can detect your voice, we will automatically
confirm it is working.

& Say something into your microphone

Communications - Microphone (Realtek(R) Audio) v

Step Jout of 7

¢4 Enable your microphone

@ vour microphone is working
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Step 4 — Testing speakers

On the next step you will be testing your speakers. Listen for the audio sample. If you can hear the audio
sample click yes, and then next. If you cannot hear the sample, click on the Need Help option to view
suggested troubleshooting advice.

Stepdoutof 7

<) Test your speaker

torf Lam w ond auche NOt Y0NS throughout the exan

it the pesber yOu would e t ne

Yes Need Help?

Step dout of 7

<) Test your speaker

@ Your speaker is working
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Step 5 — Enabling and testing webcam

Now you will be testing your webcam. You must first allow the use of your webcam. If you can see yourself
in the on-screen window, click okay, and then next. If you cannot see yourself, click on the Need Help
option to view suggested troubleshooting advice.

« C D U camens?  surpass proCtoresam (oM Check reguerementsy 't Lal

Exam Onkine Ir pass proctorexam com wants 1o X ek

O

Allow [ )

ey b o

® Test your camera

B Is your image visible?

HP HD Camera (05¢8:03cb) v

Need Help?

Step Sout of 7

& Test your camera

@ vour camera is working

=
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Step 6 — Downloading and testing ProctorExam app

The next step is to download the ProctorExam app for your phone. Scan the QR code with your phone to
initiate the download. Once the app is downloaded click the | already have the app option to move to the
next step. If you are having an issue downloading the app click on the Need Help option to view suggested
troubleshooting advice.

Step 6 out of 7

0 Download the ProctorExam app

1Already Have the App Having lrsues Downloading the App "

Can't scan the QR code?

You must now test the mobile app is working, scan the on-screen QR code using the ProctorExam app. If
you encounter a problem use the having issues with scanning the QR code option to view troubleshooting
advice.

Step & out of 7

O Test your phone camera

Having lisues with Scanning the QR Code’

When you have successfully scanned the QR code with the app, ensure your camera image is visible on
screen and click Okay. If you cannot see the image on-screen click the Phone camera not working option to
view troubleshooting advice.
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Stepboutof?

O Test your phone camera

O 1syour image visible?

Phone Camera not Working?

Once you have successfully connected your phone camera note the advice that your phone should remain
connected to WiFi during your examination. You should also plug your phone in to a charger to ensure the
battery does not run out.

Step bout of 7

0 Test your phone camera

Q Your phone camera has successfully connected
: Recommendationy
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Step 7 — Checking internet connection

The final step is an automated check of your internet to ensure you have a stable connection. You should
get a success message when the check is complete. There is also some important advice to consider
regarding your internet connection. Click next to complete your system check.

Step Tout of 7

= Connection check

@ vYour internet connection is stable

[~ ]
@ =

You should now see a final message informing you that you have successfully completed the system check.
If you wish to run the checks again, click the check again option, you should only need to do the checks
again if you are changing devices.

System check complete

Your devices have successfully passed the system check required for your remote
exam session. We've sent you an email containing a link to your exam. It may take a
few minutes for the email to arrive in your inbox.

You may now close this page.

Check Again
Online Invigilation Candidate Guide Su rpass
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Exam Setup Guide

This section of the candidate guide will walk you through how to setup your exam on your scheduled date.
Many of the steps will be similar to the ones you undertook on your system check, but they must be
completed again to set everything up ready for the exam.

Starting the exam setup

On your scheduled exam date around 15 minutes before your scheduled exam time, click on your exam
link, this should have been emailed to you three days prior. The exam link will take you to the step-by-step
guide for setting up your exam.

LAUNCH YOUR EXAM NOW

Begin setting up your exam by reading and agreeing to your institution’s privacy policy, then click the Set up
ProctorExam button.

Welcome to the remote proctoring
session for Online Invigilation - General
Knowledge Quiz

This exam session will be recorded, and therefore you will need to read and agree to
your institution’s privacy policy before continuing.

| Lagree to the privacy policy. |

Set up ProctorExam |

Online Invigilation Candidate Guide Su rpass
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We’re setting up your exam

This may take a few minutes.

Take your time to read the advice given before moving to the first step.

)

e O

—

Y

A few things to be aware of

You must remain seated during the exam

You must remain seated and within your camera frame for the entire
duration of your exam. If you need to move outside the frame (for example,
to use the bathroom) you will need permission from your instructor.

You must be alone during the exam

You should be the only person in the room during the exam. If another
person is seen to be in the room with you or enters the room during the
exam, this will be a serious violation.

You must be clearly visible at all times

During the setup process, you will be given a preview of your camera. Make
sure that your room is bright and your face is clearly visible. Avoid
backlighting that may conceal your face. Please be aware that an invigilator
will be viewing your camera. Cover or move any private information or
personal objects you do not wish anyone else to see.

Online Invigilation Candidate Guide
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Step 1 — Allowing notifications

Firstly, you need to allow notifications, this should already have been done during your system check,
therefore select next to move to step 2.

Step 1 out of 10
L]

A Allow notifications

° Notifications are enabled

[~
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Step 2 — Enabling screen sharing

You must now enable screen sharing before moving to the next step. You should enable the entire screen
option, by clicking the entire screen tab, then select the screen you will be taking the exam on and then
select share. For most exams you will only be allowed to use one screen.

Step 20wt of 7

B Enable screen sharing

After ciicking Enable below. 3 pop-up Mmessage will appear asking you to share your
screen with ProctorExam. Select your screen and then select Share 50 we Can see

yOuUr screen during your exam

Uning 2 second wreen i not normally alowed 10 please dnconnect any
extr 3 montors before proceedng

I your Imttution has gven you PGl DEIMLON 10 USe & ONd Wreen
yOu Can 3O 30 Make sure the screen you share with Proctorf sam s the one

you plan 10 do the esam on
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Choose what to share with surpass proctorexam com

The wte adll le sl ' e e rterts o poag e

e " ob N - | Entire screen I

r gl
[
a -
Entire screen
Step 20wt of 7

B Enable screen sharing

@ screen sharing is enabled

|
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Step 3 — Testing microphone, speakers and webcam

You must now test your microphone, speaker and camera. Follow the on-screen instructions to test each
option. For each option there is troubleshooting advice available if you have any problems, accessed by

clicking the Need Help button.

Online Invigilation Candidate Guide
Page 21 of 39

Step 3 out of 10
——

= Sound and camera setup

Test your microphone, speaker and camera to make sure they are working properly.

ProctorExam requires them in order to ensure the integrity of your exam.

¥ Microphone

Microphone (Realtek(R) Audio)

<) Speaker

Speakers (Realtek(R) Audio)

B Camera

HP HD Camera (05¢8:03cb) ~

Test camera

Surpasstd
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Step 4 — Taking verification photo

You now need to take a photo of yourself to verify against your ID. Look directly in to the camera, and click
take photo. After taking the photo, inspect the image to ensure it is clear and in focus before submitting. If
you need to take the photo again select the retry option.

©® Your photo

Take a photo

=

©® Your photo

Take a photo
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Step 5 — Taking ID photo

You now need to take a photo of your ID for verification. Hold your ID directly in front of the camera, and
click take photo. After taking the photo, inspect the image to ensure it is clear and in focus before
submitting. If you need to take the photo again select the retry option.

& Your 1D

Take a photo

T

® Your ID

[ Take a photo
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Step 6 — Setting up mobile camera

The next step is to setup your mobile phone camera. Ensure you have read and understood the advice
regarding your mobile phone camera before clicking next.

During the exam:

Notifications (including phone calls) on your phone must be disabled during
the exam. Motifications may disrupt or even disable your phone recording

Do not lock your phone. You will lose connection if the screen is locked

If either of these things happens during the exam, you may be forced to
restart.

—

Now open the proctor exam app on your phone and scan the on-screen QR code to connect your mobile
camera.

iy ey e i

-

C phone comero setup

Q e - —
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Step 7 — Starting camera recordings

You must now start all your camera feeds recording. Ensure all camera feeds are shown on-screen before
clicking Start Recording, from now on all cameras will be recording until you finish your exam. If you have

any problems, use the Having issues option to view troubleshooting advice.

@ Srort recording

Screen sharing Camera

@ Start Recording Having Issues?

® Sron recording

.-QM—--“

-
e

b.d
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Step 8 — Scanning the room

You must now scan your room using your mobile camera to ensure the integrity of your exam. For this step
switch to your mobile phone and follow the on-screen instructions.

Step 8 out of 10

%> Room scan

We need to scan your room to ensure the integrity of your exam. This will be done
using the ProctorExam app.

Having Issues?

Room scan

Start your room scan by selecting the button
below and following the steps.

&> Start Room Scan

Slowly show your computer and keyboard.

Step 1outof 5
—

Slowly move your phone camera to show us your computer
and keyboard.

Next show your entire desk is clear.

Step 2 out of 5
D ——

Show us your desk or work space including the space
behind your computer.

Online Invigilation Candidate Guide Su rpass
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Now show under the desk and then the ceiling.

Step 3 out of 5

. 1}
Show us under your desk or gvork space and then show us

your ceiling. t ,

Slowly show a full 360 degree view of the room.

Step 4 out of 5

Moving slowly, capture a 360° video of your room.

Finally show your face and ears, to show you are not wearing headphones, earphones or smart glasses.

Step 5out of 5
=i

Show us your face and your ears. Make sure you are not
wearing any headphones or earphones.

When you have completed the room scan on your mobile phone, move back to the instructions on the
computer screen and click next to move to the next step of the setup.

— b i -

< Room scon

‘——-—n
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Step 9 — Positioning the mobile camera

Now you have completed your room scan follow the on-screen instructions and tutorial in order to ensure
your mobile phone camera is positioned correctly. Once you are happy with your mobile camera placement
use the tick box to confirm and select continue to move to the next step.

< Phone comera plocement

‘ u
1 confirm that my phone camera is positioned according to the instructions above.

Having Issues?

Online Invigilation Candidate Guide Su rpass
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Step 10 — Showing any exam materials

If you’re allowed a calculator in your examination, the next step will be to show this to your webcam for
verification.

8 Calculator

.-~

Need Help?

The next step is to show to your webcam any other materials you’re allowed in your examination, such as a
pen and paper. Any materials allowed will be listed on-screen. Ensure you show both sides of paper to
prove it is blank.

oy M ot o !

© Additional materials

e e b mmer o b e 84 pape T ey Be e Plmas e e A o cm e e e e
- —

Hesanew?
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Step 11 — Checking internet connection

The final step of the exam setup will be an automatic check of your internet connection. On this step there
is some useful connection advice regarding how to ensure a stable connection throughout your exam.

¥ Connechon check

o =

When you're ready click next to finish your setup, and then click Start Your Exam.

Set up complete

Start Your Exam

Online Invigilation Candidate Guide Su rpass
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Instructions and keycode

You will now see an information page, this page should remain open throughout your exam. Ensure you

read and understand all of the instructions.

When you have done so and are ready to begin your exam, either copy or note down your keycode, this can
be found under the individual instructions section at the bottom of the page.

w ew e @ @ wsssrtetings e
. e e e e @ S St ¢ e s
S

- Te W - - - -

PSPYCOY2

e s

S e

S e e = - - - o e w—
. - . e - -

- . - - - - Sumes o vw ¥ -

.- - L - -
- - - IR R
-_— e e - - - -

L - - - - e it e e A e b o ot

Wome wtr B S R e W el R e e e e e
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Now click the Launch Test link, this will open the exam window in a separate tab, you should leave open
both tabs throughout your exam.

B

I e <
S e e e T e e — o w —

v o e W g m e Ve W

— O W -

W - W W o D v W W S e e e e
e

RS A Te T AW TP @ W R e W g W W
e

- W o aw T W T Vo e e e e -
L~

e —— —

- - el o
LN T e gm e MR T e e W e e S
B i

R S e AP PU O TER R B e

[

T W S St srpam o ————
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Colour preferences

Before entering your keycode in the exam window, if you wish you can change the colour scheme of your
exam under the Preferences option, you can either choose from one of the default options, or create your
own combination under the settings cog.

| 2o oy whe

Pre{erences (

Background Colour

Default colour scheme .

Black Text with Blue Text with
Cream White
Background Background
Text Colour
Black Text with Black Text with . .
Yellow White
Background Background . .
Yellow Text with
Black
Background
Black Text with Black Text with
Light green Light magenta
Background Background
Adjust Contrast Adjust Contrast
B
Ak o 0% ———— E=B100%

100% 100%
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Entering the keycode and starting the exam

When you are ready you can either paste or type in your keycode in the available box and click OK to
launch your exam.

PO PYEIY 2 v OK

Now check your details and confirm if correct.

Surpassi®  Surpassi®

-
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Next confirm your acceptance with your organisation’s code of conduct by checking the tick box and
clicking continue.

Agree to Terms ¢

Surpasstd  Surpassid

The Assessment Platform The Assessment Platform

By ticking this box you confirm that you will
adhere to the Organisation's code of
conduct.

| accept these terms.
m

Now carefully read the specific information regarding your exam before clicking Start the test to be taken
to the first question, this is when your exam timer will begin.

e
| ° Start the Test ) |
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Finishing the exam

Once you have completed the questions and are happy to end your exam. Click the finish test button found
in the top right corner of the exam window, and then click to confirm you wish to finish your exam.

Question: @ ! Finish Test
Section : .

Ao pime 2 @ g il Be T P aad hg reer

o [

R R I I e N i
ond gos well radt b e 1 BT n te TR Tewt

e [

| A
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You will now be taken to the finish page of your exam. Some exams will provide feedback here, though this
is not always the case. Once you have reviewed all the information on this page you need to click the exit
test button found in the top right corner. You can now close this tab.

Test leedbach Exit Test

Surpassi#

D

..

Results

You have completed this test.

You may now close the browser window.
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This should leave you with only the original exam information page open. You now need to click the end
exam button again found in the top right corner, and then click to confirm. This will now end all camera
recordings.

[

- - .- -

You can now close this tab.

Your exam is now fully completed and submitted. Your awarding organisation will be in touch in due course
to confirm the results of your exam

Exam ended

You have finished your exam. You can now close this page
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