So, you're taking a proctored virtual examination? Here are instructions to prepare yourself for the examination, as well
as how to access the examination on test day.

There are two steps to complete registration for the examination: register on the ProctorExam website and complete
the system check.

It is recommended that you register and complete the system check on the computer that you plan to take the
examination on. This will help ensure that your technology will work on the day of the examination.

Step 1: Register for the Examination

Prior to your scheduled examination date and time, you will receive a link to the online proctoring service called
ProctorExam. Clicking the link will take you to the registration page which looks like this:

Registration for Sample Exam

MName Your Name

Email Your Email

Register For Exam

You will register for the examination by entering your name and your email address and clicking the blue Register For
Exam button.

You should register using the best email address to reach you at as all your communications from ProctorExam will be
sent to that email address.

You should only register once. If you aren’t sure that you’ve registered for the examination, you should contact your
assigned analyst using the contact information at the bottom of your registration letter. They can confirm that you have
successfully registered and provide the email address that you registered with.

After registering, you will receive this message:

Great, you have succesfully registered for your exam.

Check your email inbox for more details.

When you receive this message, you should go to your email inbox as you will receive an email with further instructions.
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Step 2: System Checks
You will need to ensure that your technology is compatible with the ProctorExam. After registering, you will receive an
email with a step-by-step list. The email will look like this:

Subject: Please register for your exam
Hi,

You are signed up for your online exam.

Exam name: Sample Exam
Duration: 150 min

FOLLOW THESE STEPS:

STEP 1: Download the ProctorExam chrome plugin. Click here

STEP 2: Complete the System Check [48 hours in advance]. Click here

STEP 3: Once you finish the System Check you will receive an invitation to your exam.

ASSISTANCE

e Your exam schedule: Contact your institution City of Philadelphia
General video instructions (can be different for your exam): Click here
General exam rules (can be different for your exam): Click here
Other questions: Click here

The ProctorExam Team

If you use the Google Chrome browser, you will not need to complete STEP 1. You just need to open your examination
windows in the Google Chrome browser.

If you do not use or do not have the Google Chrome browser, you will need to add the Google Chrome plugin to your
web browser. This plugin enables screen sharing on the ProctorExam platform. Screen Sharing can only be activated on
the ProctorExam site. Your screen will not be shared with other parties or services. It is required that you share your
screen as you will not be able to move forward without doing so. Use the link in STEP 1 to add the plugin.

Next, you need to complete the system check on the ProctorExam site. Click the link in STEP 2. You will be taken to a
page that looks like this:

Troubleshooting guide Check Requirements
Computer issues : O Microphone
1. Refresh the page. © Speakers
2. Restart the computer. 0 Bandwidth
ProctorExam's services are offered in 0 Webcam

If the problem persists, contact English. For the best experience it is
the support through the chat box recommended to continue in English O Screenshare
on the bottom-right of your

e “

Need a translation?
These are automatic translations provided by Google
and may contain mistakes.

& English | ¥
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https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fchrome.google.com%2Fwebstore%2Fdetail%2Fproctorexam-screen-sharin%2Fdigojkgonhgmnohbapdfjllpnmjmdhpg&data=04%7C01%7Claura.allen%40phila.gov%7Ce4c4e8400b66485cbd7c08d94876373c%7C2046864f68ea497daf34a6629a6cd700%7C0%7C0%7C637620494832021795%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C1000&sdata=uioEXIoYZoccnQkFvR0VZ1Vzda%2BQTOuGvUvUqqdfUGc%3D&reserved=0
https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Feskill.proctorexam.com%2Fcheck_requirements%2Fe11bf64b0bb335c1ef710999bb233566&data=04%7C01%7Claura.allen%40phila.gov%7Ce4c4e8400b66485cbd7c08d94876373c%7C2046864f68ea497daf34a6629a6cd700%7C0%7C0%7C637620494832021795%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C1000&sdata=cT1n5qJtcpilwB8o62kmlQItdn05JJDx6zFAxIsfB20%3D&reserved=0
https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.youtube.com%2Fwatch%3Fv%3DzIePW7DrcD0%26feature%3Demb_title&data=04%7C01%7Claura.allen%40phila.gov%7Ce4c4e8400b66485cbd7c08d94876373c%7C2046864f68ea497daf34a6629a6cd700%7C0%7C0%7C637620494832031752%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C1000&sdata=I4kFo1%2FZvinxfZA22XelYzCeTlW703biBpKugDzVvFk%3D&reserved=0
https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fproctorexam.com%2Ftest-taker-support%2F&data=04%7C01%7Claura.allen%40phila.gov%7Ce4c4e8400b66485cbd7c08d94876373c%7C2046864f68ea497daf34a6629a6cd700%7C0%7C0%7C637620494832031752%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C1000&sdata=WURL3z%2FHE3MgNaOAgFtaA7WSbq1%2FBAtEOokbVGfa6WI%3D&reserved=0
https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fproctorexam.com%2Ffaq&data=04%7C01%7Claura.allen%40phila.gov%7Ce4c4e8400b66485cbd7c08d94876373c%7C2046864f68ea497daf34a6629a6cd700%7C0%7C0%7C637620494832041707%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C1000&sdata=zUk26bCKo%2BpSXdF4d87oZctcqAtZCAQ4FsTi5tP%2Bwik%3D&reserved=0

On the right side of the screen, you will see a list of requirements for the system, and all will be checked during this
process.

After clicking the blue Next button, you will be taken to a screen that will confirm your name and the examination title.
You can click the blue Start System Test button which may take you to a virtual waiting room that looks like this:

We're busy setting up and securing your virlual exam room...
This may take up to three minutes
Please do not refresh your browser

Do not refresh your browser window while in the virtual waiting room. Give it some time to move forward.

Microphone Test

If you are not taken to the virtual waiting room, you will be immediately taken to the microphone test. Usually, there is
noise in your background that may trigger the test and you will receive a message of successful completion of the check
within seconds. This is okay as it means that your environment can be heard. You can click the blue Next button.

Speaker Test

Next is the speaker test which your browser should begin to play a little tune. Answer whether you can hear the music. If
you answer no, there will be a pop-up that gives instructions on what you should do, such as ensuring your volume is up
or taking off headphones. If you answer yes, you will move to the next step. If you still have trouble with any of the
system requirements, please use the ProctorExam Support chat feature at the bottom right of the screen.

Bandwidth Test
The system will check your bandwidth. It is your responsibility to ensure that you have a strong and steady internet
connection with at least 1.5 Mbps upload speed to complete the examination process.

For the exam, you will need a decent and stable internet
connection with a minimum of 1.5 Mbps upload speed

Having a good internet connection is your own
responsibility!

After your bandwidth is confirmed, click the blue Next button to check your webcam. If needed, allow the site to access
your webcam. Moving around in front of the camera should complete the check. You can click the blue Next button
when finished.
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Screenshare

Screenshare is the last system requirement that is checked. On this page, a window will pop up and prompt you to select
the screen you are going to share. You should click on the small version of your screen and then click the blue Share
button. You will not be able to click the blue Share button if you do not select the screen. You will know that you’ve
clicked the screen when a blue box appears around it. It should look like this:

Share your entire screen

ProctorExam Screen Sharing wants to share the contents of your screen with eskill. proctorexam.com.

You can click the blue Share button and move forward to the confirmation page.

Great! You have successfully registered for your exam.

You will find your exam link in the email we have just
sent you (it might take a few minutes before you receive

it).

You can now close this page.

ProctorExam will send you a confirmation email once you’ve successfully registered for the examination.

If you still have trouble with any of the system requirements, please use the ProctorExam Support chat feature at the
bottom right of the screen.

You are now registered for the examination!

Please continue to the next page.
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Step 3: Examination Day
Once you've completed registration, you will immediately receive a confirmation email that states the following:

Subject: You are now ready to take your exam
Hi,

Below you will find the link to your online exam.

Exam name: Sample Exam
Duration: 150 min

FOLLOW THESE STEPS:

STEP 1: Keep your photo ID at hand.

STEP 2: Check when your exam time slot opens. Click here

STEP 3: Once your exam time slot opens please go back to the link on STEP 2.

ASSISTANCE
e Your exam schedule: Contact your institution City of Philadelphia
e General video instructions (can be different for your exam): Click here
e General exam rules (can be different for your exam): Click here
e Other questions: Click here

The ProctorExam Team

You should take steps to save this email and ensure that it is in a place that you can easily return to. For example, flag
the email so that it is always the first email in your inbox. This email contains the examination link.

On the scheduled examination date and time, you will need to have your photo identification card to log in. You will click
the link in STEP 2.

Please note that if you click the link before your scheduled examination date and time, you will receive the following

message:

Hello Laura Allen,

You are a bit early.

You will be able to start your exam between

Tuesday, May 25th 2021, 14:15:ndTuesday, May 25th 2021, 16:00

Your local time

me unt n start the exam

0 days, Oh 04m

You will not be granted access any sooner than your scheduled date and time for the examination.
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https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.youtube.com%2Fwatch%3Fv%3DzIePW7DrcD0%26feature%3Demb_title&data=04%7C01%7Claura.allen%40phila.gov%7Cad317d972ee34bbc908608d963e7a61c%7C2046864f68ea497daf34a6629a6cd700%7C0%7C0%7C637650668932544904%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C1000&sdata=tq2jWQyiHlUjOBVKyCYucmOkR8eaNVzxHtbiC26Z1J4%3D&reserved=0
https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fproctorexam.com%2Ftest-taker-support%2F&data=04%7C01%7Claura.allen%40phila.gov%7Cad317d972ee34bbc908608d963e7a61c%7C2046864f68ea497daf34a6629a6cd700%7C0%7C0%7C637650668932554861%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C1000&sdata=XxNJ9C32ty52WtpW0Q5zqZLCkPywPdTdNHAfclZ9Ask%3D&reserved=0
https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fproctorexam.com%2Ffaq&data=04%7C01%7Claura.allen%40phila.gov%7Cad317d972ee34bbc908608d963e7a61c%7C2046864f68ea497daf34a6629a6cd700%7C0%7C0%7C637650668932564817%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C1000&sdata=%2BX%2BnLDir90kMd01daE0qBe69El4Hkl%2Fzx8FZMZIX89U%3D&reserved=0

Logging into ProctorExam
On the scheduled examination date and time, when you click the link in STEP 2 you will be taken to the login screen.

Exam: Sample Exam

o

You can start your exam now

Next Step

Please note that you should start your exam before

133 Days 00 Hours 04 Min 54 Sec

1

A Issues? ProctorExam Supp...

You will click the blue Next Step button.

On the next few screens, you will agree to additional examination setup items that include:

o Areminder to ensure that you use the bathroom, that you are alone and that your testing space is well
lit.

o Notice that you must allow ProctorExam to send you desktop notifications during the examination. This
is required as you will not be able to move forward without it. You will not receive ProctorExam
notifications after the examination is over.

o Notice that ProctorExam has language services.

Click the blue Next Step button.

You may be taken to the virtual waiting room but will soon move to the screen to select your window for sharing your
screen during the exam process. This process is the same as it was when you complete the system checks. Click the small
version of your screen and then click the blue Share button. A blue box appears around the small version of your screen

You will quickly run through the system checks one more time before being instructed to close all computer applications
and all browser windows/tabs, except for the ProctorExam screen. This is required as you will not be able to move
forward without closing everything. You should also hide the screenshare toolbar so that you can see the entire window.

Next, you must verify your identity. You will take a photo of your photo identification card and a photo of yourself. This
is necessary as your photo identification card and photo will be compared to ensure that you are the candidate
scheduled to complete the examination. Submit both photos.

Everything on your computer screen and webcam is recorded after this point.

You will be instructed to show any additional material that you will use during the examination as permitted. However,
you are NOT permitted to use any additional materials during the examination.

Confirm that you can see yourself in the camera and continue to the final step of the login process: click the blue Start
Exam button.
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Starting the Examination
You are in the examination once you have reached the ProctorExam Exam Instructions page that looks like this:

H 1
Exam instructions

[} ©148:13

PROCTOREXAM

Exam instructions

Any instructions for candidates would go in this box. We've copied the language that would have been sent l
in the eSkill notice with the exam link as it include everything that would be sent to candidates who are

X ) Important
taking an eSkill exam. Please see below.

Please read these instructions for the Sample examination. Please scroll down to see all the instructions. The link for
the examination will be at the end. You can now start your exam. Please make
sure that when you are done:
= You first close the exam website(s) and
document(s)
Individual Information = You click the 'Finish Exam' button above
before closing this tab!

This is a multiple-choice examination with 40 questions. You will have 60 minutes to complete the examination.
Please read the instructions below before clicking on the link as it will launch you into the examination.

After doing this, you can safely close this tab,

eskillproctorexam.com is sharing your screen. m Hide 1
Proctor ProctorExam Supp...

IMPORTANT NOTE
The average time to log into the examination and reach the ProctorExam Exam Instructions page is 10 minutes, per
the ProctorExam Team. You have 30 minutes from your report time to completely log in and reach the ProctorExam
Exam Instructions page. For example, if your report time is 8:00 AM, then you must be logged in and on the
ProctorExam Exam Instructions page by 8:30 AM. If you have not reached the ProctorExam Exam Instructions page by
8:30 AM, you will be considered late and therefore, are not able to compete in the examination.

You should read all the instructions in the Exam Instructions box. You need to scroll down in the box to read all the
instructions AND to press the link that will take you to eSkill, our online examination platform.

Taking the Examination via eSkill

A new tab will open for eSkill. You will log in, using your first name, last name, and social security number. Click the blue
Let’s Begin button.

The next page is an instruction page that is specific to using the eSkill platform. Please read these instructions. You
should not use the browser buttons to navigate within the test. If you want to move to the new questions or return to a
previous question, there are New Question and Previous Question buttons for you to use. Additionally, there is a
guestion navigator with a button for each question that you may click to jump around questions, rather than click
through in order. Once you’re ready, you can click the blue I’'ve read the instructions, let’s start button.

Please continue to the next page.
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The examination question screen looks like this:

This is a countdown timer
/ to help keep track of time.

J—
L %4m40° This the
QUESTION: 1 OF 40 & Instructions Please report any problems with this question. @ Need help? question
navigator.
Please select the result from the list below. Question
Navigator
5x37=7
@ Legend
Select the single best answer:
A. 165
B. 175 @
C. 185
D. 195
E. 205

Next Question )»

This will take you to the next /

question. On subsequent
pages, there will also be a
Previous Question button.

End Test
and Submit

Responses

The examination question page will be the same for all questions. As you go to each question, the question number on
the Question Navigator will turn orange as indication that you looked at that question.

When you get to the last question, it is recommended that you review all the questions and your selected answers
before clicking the orange End Test and Submit Responses button. If you have not answered a question, a notice will
appear on your screen that lists any question that you did not answer. You can click on the question in the link to be
taken to the question so you can answer it.

Once you've answered all the questions and are ready to submit your exam, click the orange End Test and Submit
Responses button.

You will be prompted to close the eSkill tab and should return to the ProctorExam tab. At the top right corner of the
ProctorExam tab, click the blue Finish Exam button.

You have completed the examination!

ProctorExam will end the examination at the scheduled end time of the examination. If you are still answering questions
in eSkill, your examination will be submitted and scored based on the answered questions.

A short video of this process can be found here: https://www.loom.com/share/6a6deel2ed4344edbf078de77e3efcc9
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