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Before you take your exam 
In advance of your exam, please see the below technical requirements for using Proctorio:   
 

Minimum device requirements:   

• Webcam - 320x240 VGA resolution (minimum) internal or external for all systems  

• Microphone-any Microphone, either internal or external for all systems  

• Proctorio Browser Extension - you will be required to download and install this extension in 

advance of your exam.  Download the extension here.   

• Microsoft word (must be downloaded on to your device, Microsoft 365 online or free version are 

not compatible with the proctorio settings.)  – accepted file types are:  

• Word 2007 document 

• docx  

or  

.doc (Word document)  

• For Data Protection reasons and to ensure the integrity of the exam process, the exam should 

not be taken in a shared space. Please ensure you have a private space to sit your exam. Your 

room will be scanned as part of the pre-exam checks.  

• You will be asked to show your photo id as part of the pre-exam checks.  

• You will be asked to scan your room and desk; you will need to move the web camera (pivot your 

laptop) around the room and across your desk for the scan to activate.  

 

Please Inform info@iob.ie before your exam, if you do not have the required 

computer devices, Microsoft word, photo ID or internet stability needed. 

  

https://proctorio.com/support/setup
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Day of the Exam  
Login to IOB learn (where you would access your assignments & exams). 

Go to the module page and click into the Exam Paper Tab at the top of the dashboard (see image 

below). 

Click on the exam link and the Proctorio application will start automatically. (If you have not 

installed the Proctorio software you will need to do this before you begin your exam. Please 

ensure to install Proctorio in advance of the exam. https://getproctorio.com/  

Please ensure to read the Exam instructions carefully before you begin your exam 

 

Click on the exam as noted on the dashboard 

 

 

 
 

Follow the instructions on the screen to access the exam. Click on the button Attempt Quiz (as per 

the sample image below). 

 

Please ensure to read the Exam instructions carefully before you begin your exam 

 

 

https://getproctorio.com/
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Pre-Exams Checks  
Before your exam begins, you will be taken through a series of pre-checks. These will establish and 

verify your internet connection, operating system, camera & microphone. 

 

 

 



 
 

Page 6 of 26 

 Version 3 March 2024 

Classification: Internal 

You may receive messages such as Multiple Screen detected or Close browsers, these are the set 

criteria for the exam and cannot be changed. Please follow the instructions as noted in Red.  

 

 
 

 

 

Once you complete the actions noted in red. The Continue button will highlight in Green and should 

be selected.  

 

 
 

The Systems Diagnostics Test will begin, and each symbol will turn green. If one of the symbols 

highlights in Red, then follow the instructions on screen.  

Where you see ‘Secure exam proctor’ please ignore, as this is a system 

default setting and is not part of the exam  
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Please allow a few minutes for the test to complete. 
 

When the test is complete a screen sharing pop up box will appear. If you do not see the message 

box, it might be hidden behind the open window. Click Re-Test to try again. Or select Alt and Tab to 

view all opened tabs.  

 

Please click in the pop-up box to release the Share button and select Share. 
 

 
 

If something goes wrong, select Retest.  
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Select Hide; to Hide this message do not select stop sharing.  

 
 

 

 

Where you see ‘Secure exam proctor’ please ignore, as this is a system 

default and is not part of the exam  
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Please wait for the next page to appear, this make take a few minutes depending 

on your internet connection 

 
Once all items are green then you will be asked for your picture to be taken.  
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If your image does not appear please read instructions and adjust your lighting, positioning and 

retest You may have to adjust your lighting and/or take off glasses. 
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Once your picture is uploaded, the next step is to hold your photo ID up to the camera and click on 

the Scan ID Manually button when it appears. This can take a few moments so please hang tight.  

Your ID must be in the same name as your IOB record.  

 

 
Click on Scan ID Manually and the Next button.  

 

Live Chat will appear if you are having trouble with the pre-exam checks. 

 

 
 

Once Proctorio accepts the scan please click next. There is no need to rescan once the ID has 

been accepted.  
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Once the photo and ID card scan are accepted it will move to the next check which is the 

declaration and room scan. 
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The Declaration and Signature is next: 

 

 
 

Please sign by typing on the keyboard and select accept.  

 

 

 
 

When the red circle appears at the top of the screen, Proctorio is recording. When you upload the 

exam, the red circle will disappear and Proctorio stops recording.  

 

  



 
 

Page 14 of 26 

 Version 3 March 2024 

Classification: Internal 

 
 

 

To Scan the room and your desk (including note paper), please pivot your camera around the room 

(360) using your web camera, once the scan is complete, please click the message I’m Done, 

Continue’.  

Failure to complete a full desk and room scan may result in a breach of exam regulations.  
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During your Exam  
 

Your exam automatically begins once you click on the room scan. 

 

There is a Quiz toolbox available which contains the following.  

• Battery power icon 

• Zoom in/out options. 

• Chat box for technical issues only 

• Calculator  

 

- Approved Resources: Calculators, Pen and Paper are allowed however handwritten notes 

cannot be submitted as part of your exam. Programmable or text storing calculators (e.g. 

phone calculators) or devices are not permitted, and an online invigilator may require sight 

of any such calculator. 

  

- Please ensure you have snacks and water with you and note that bathroom breaks will be 

noted on the invigilation report as part of the after-exam process.  Any suspicious absences 

will be reviewed in line with UCD Academic Policies.  

  

- Please show your approved resources to the webcam once the exam commences. Please 

do not wait for approval.  Invigilation reports will be reviewed after the exam to ensure the 

integrity of the exam is protected.  

  

- Note: If diagrams are required, please complete the required diagram on a piece of 

roughwork paper (approved resource), PDF and upload to IOB Learn within the exam 

timeframe (2.5 hours). Please ensure that you name this diagram as your membership 

number and refer to it in the exam script.  Exam Answer Book and a Diagram Page are the 

only accepted uploads to IOB Learn. No other text or calculations should be included on the 

rough work you submit.  Only diagrams will be forwarded for marking to the examiner.  
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Downloading your Exam Answer Book   
When you have completed the pre-exam checks you will be brought to your exam paper download 

section.  

Please go to step 1 and download the exam paper from the link.  

 

 
 

 

 

The Exam paper will then appear in your downloads either in the top right hand of your screen or 

bottom left (depending on your device) 
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Open the Exam paper, enable editing, and then proceed to save it as follows: 
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Saving your Exam Answer Book   
 

Please “Save As” on your device (save locally on your device) with your IOB Membership number.  

 

 
 

We recommend that you save your work regularly during the exam.  
 

Please read the exam instructions and then work through the exam questions typing your answers 

to each question.  

When you have completed your exam, save your exam answer book, close the word document 

(remember to save as you go along) and return to IOB Learn to upload your exam paper.  

 

You must remain logged into IOB learn for the duration of your exam. 
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Click on the left-hand icon to add your file. This will bring you to the upload section. Choose File.  
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Select your exam paper and upload using the “open “button. 

 

When your exam paper has uploaded it will appear in IOB Learn. 

 

 
 

Click on Upload this File. 
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Once the file has been uploaded then Finish attempt.  
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Once you have uploaded your exam paper select Submit and Finish. If you wish to return to your 

exam paper, select Return to attempt. If you wish to upload a second file, then repeat the upload 

steps. The maximum number of files is three. Please ensure to put your membership number on all 

files that you upload and name 1 of 2 and 2 of 2. 

 



 
 

Page 23 of 26 

 Version 3 March 2024 

Classification: Internal 

 
When your paper has been successfully uploaded you will see the following – Finish Review. Your 

exam has now been saved and you can exit IOB Learn. Proctorio will stop recording at this stage.  

 

When submitting the completed script, students must upload their script to IOB Learn only.  
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Troubleshooting and FAQ 
Students can access Proctorio live chat support at any time while in the exam by going to the tool 

extension in your browser. 

Click the shield icon in your web browser. 

 

Click Live Chat to connect with support personnel to get help. 

FAQ | Proctorio 

Installing-Proctorio-software  

FAQs 

Quick-guide-to-Proctorio 

What do I do if the internet drops? 
If your internet connection drops during your examination, don't panic – as advised save your MS 
Word Exam Answer Book locally (desktop) and re-enter IOB Learn to upload continue or to upload 
your submission once you are within the exam timeframe.  If you are unable to reconnect to your 
online exam session, please email support@proctorio.com  or contact IOB via the chat, phone 01 611 
6500 or email info@iob.ie ( note in subject line Proctorio) 

 

Is it a problem if my internet connection occasionally fails while 
taking an exam through online proctoring? 
It is important to ensure a stable internet connection. If you experience technical problems  

despite having a stable internet connection, you can report these on the Proctorio chat.  

If it is an option to use a personal hotspot on your phone, please do so. You can let IOB know if you 

need to do this.  

https://proctorio.com/faq
https://iob.ie/files/proctorio-user-guide-part-1-installing-proctorio-software
https://iob.ie/files/proctorio-user-guide-part-2-faqs
https://iob.ie/files/quick-guide-to-proctorio
mailto:support@proctorio.com
mailto:info@iob.ie
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How will IOB contact me if there are any announcements 
regarding the exam paper?   
In the unlikely event there is an update or change to the exam paper.  IOB will inform you through a 

webpage (link will be provided to you on the day of the exam).  You will need to refresh the page 

during the exam to check for updates.   

 

How will I know that my exam has been submitted correctly?   
Once you select submit and finish, your exam has been submitted. Proctorio will stop when your 

exam has been submitted. IOB will contact you if there is an issue with your submission. Once a 

student uploads their exam that submission is the only submission considered for grading.    

Submissions outside of the exam time will not be accepted.    

 

Additional Information 
Students undertaking programmes at IOB and therefore UCD are expected to adhere to the highest 

standards of academic integrity and honesty.  The work you submit to IOB for assessment must be 

your own work.  It is vital that you understand what plagiarism is, the guidelines that students must 

follow to avoid it and the penalties for instances of plagiarism.  UCD’s plagiarism policy and 

guidance for students can be found at the following link: UCD Plagiarism Policy  

 

By taking this assessment, candidates are confirming that they have read, understood, and agree to 

be bound by IOB Examination Regulations.   
Unapproved Resources (include but are not limited to) pre-prepared notes, textbooks, academic 
articles, or internet searches etc.  are not allowed and will lead to the invocation of the UCD Student 
Plagiarism Policy Unapproved Resources Examples:   

1. Pre-prepared notes  
2.  Textbooks   
3. Articles and internet searches  

 
  

https://sisweb.ucd.ie/usis/!W_HU_MENU.P_PUBLISH?p_tag=GD-DOCLAND&ID=222%20%20
https://sisweb.ucd.ie/usis/!W_HU_MENU.P_PUBLISH?p_tag=GD-DOCLAND&ID=222
https://sisweb.ucd.ie/usis/!W_HU_MENU.P_PUBLISH?p_tag=GD-DOCLAND&ID=222
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Contact Details:  
 

For Technical Support:  Contact support@proctorio.com or Proctorio Chat Box or Support | Proctorio 

To advise IOB of technical issues contact IOB via the chat, phone 01 611 6500 or email info@iob.ie 

(note in subject line Proctorio)  

 

For Exam Related Support Contact: info@iob.ie or phone 01 611 6500 or IOB chat function   

https://proctorio.com/support

