The‘ Institute of
Certified Bookkeepers

ICB Guide to taking your M8 at home

During the Coronavirus pandemic, we are working with ProctorExam to enable you to take
this exam at home and be invigilated remotely.

The exam itself is two hours long and you can start it at any time from 6am on your exam
day until 4am the next morning.

Remote invigilation will require you to share your computer screen with us and film yourself
whilst sitting your exam using a webcam on your computer, and on your smartphone or
tablet.

Exam Rules:

e Your exam must be your own work

e You are not permitted to access any resources such as textbooks, pre-written
notes or websites during your exam

e You should not speak to anyone or leave your desk during the exam unless
there is an emergency situation that requires your attention

e You are allowed to print this Guide to refer to whilst taking your exam

e You are allowed to use a non-programmable calculator

e You are allowed to have 5 sheets of blank A4 paper and a pen/pencil to carry
out your calculations. You will be required to show each side of this Guide and
both sides of the five sheets of A4 paper up to your webcam at the start of your
exam and AGAIN at the end of your exam PRIOR to finishing

¢ No other materials are permitted

When you are ready to sit your M8 exam...



Email 1: You will receive an email from no-reply@rogo.email The email will be titled “You
have been enrolled to take a test’ and will look like this:

Note: Please remember to check your junk/spam email.

Hi Student,

‘You are signed up for your online exam.

Exam name: M8 [student number]

FOLLOW THESE STEPS:
STEP 1: Download the ProgtorExam chrome plugin. Click here
STEP 2: Complete the System Check [48 hours in advance]. Click here
STEP 3: Check when your exam time slot opens. Click here
STEP 4: Once your exam time slot opens please go back to the link on STEP 3.
ASSISTANCE
« Your exam schedule: Contact your institution
+ Video instructions: Click here
+ Exam rules: Click here
«  Other questions: Click here

Kind regards

Institute of Certified Bookkeepers

The email shows these steps:

STEP 1: Add the ProctorExam extension to your Chrome browser. Click here

STEP 2: Complete the System Check [we recommend doing this 48 hours in advance
of your exam]. Click here

You will be re-directed to a page in your Google Chrome browser as below. Keep following
the instructions on the screen until you complete the System Check successfully.
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Exam: Allison Test 2 17/04/2020

Troubleshooting guide Check Requirements

O Microphone
O Speakers
O Bandwidth
O Webcam

O Mobile

O Screenshare

Computer issues :
1. Rokresh the page
2 Restart the computer

Smartphone issues :
1. Restast your phona.

1 the problem persists, contact

Within the System Check process, you will be asked to download the ProctorExam app onto
your mobile device and scan a QR code that appears on screen.
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Email 2: Receiving the link to start your exam

Upon successful completion of the system check, you will receive a second email with the
link to your exam, such as the image below:

The subject of this email will be: “You are now ready to take your exam’ and will look like
this:

Hi student,
Below you will find the link to your online exam.

Exam name: M8 [student number]

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
«  Yourexam schedule: Contact your institution BogkKeepers ICB
«  Video instructions: Click here
o Exam rules: Click here

«  Other questions: Click here

The ProctorBxam Team

. PROCTOREXAM

SUPPORT: Copy the links

STEP 2 link: httos://europe udent_sessions; 0d20752b14

Other questions: https://proctorexam.com/fag

On your exam day:

To ensure your internet connection / broadband width remains stable throughout your exam,
it is advised that you reduce the demand on your broadband by restricting other activity, ie
family members streaming videos etc, whilst sitting your exam.

Click on Step 2 and don’t forget to have your ID ready for verification. You’ll need one form
of in date Photo ID that shows your name and photograph. We can accept a current
passport, photocard driving licence or government-issued ID card. If you do not have any of
these, please contact ICB on 020 3405 4000 prior to starting your exam.

Keep following the instructions on the screen

0 until you enter your exam.

You can start the exam whenever
you are ready.

Techsugport fonlire]



You will be re-directed in your Google Chrome browser to a screen like this:

Keep following the instructions on the screen until you enter
your exam.

Id Card

Each step of the process has a little video which shows you
exactly what do, so it is easy to follow.

Your mobile device, which acts as the mobile camera, can be placed either beside you or
behind you at approximately 2 meters away. It needs to show you sitting at your laptop and
the immediate area around you.

IMPORTANT INFORMATION: When you are prompted to show your materials (the video
will show a text book being shown) you MUST show each side of your five sheets of A4
paper which you are allowed to use for carrying out any calculations. If you have printed this
Guide to refer to, you must also show each side of the Guide to the webcam.

If your exam is not yet ready, you will receive a message similar to this:

Hello ‘student’,
You are a bit early.

You will be able to start your exam between

Thursday, April 16" 2020, 06:00 and Friday, April 17*" 2020, 04:00
Your local time.

If your computer is not configured to the timezone we detected, please double check online:

www.timeanddate.com

Time until you can start the exam:

0 days, Oh 05m

If you'd like to, you can wait here until then. The page will automatically refresh at the right time.
If you still have some time, make sure you have read the do’s and don't’s.



http://www.timeanddate.com/

Starting your exam

Once you have entered your M8 exam you will see the familiar screen of the ICB online e-
assessment platform.
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Level 3 Certificate in Bookkeeping and Accounts 2019: Paper M8 Time Allowed: 2 Hours

Introduction

This online assessment is the final paper for the ICB Level 3 Certificate in Bookkeeping and Accounts. It tests elements from the entire syllabus and you may also be tested on relevant topics from the ICB:
Level 2 Certificate in Bookkeeping.

WARNING

TAKING PHOTOGRAPHS OR SCREEN SHOTS OF ANY ICB ASSESSMENT IS STRICTLY FORBIDDEN EXCEPT FOR THE PURPOSES OF YOUR OWN CALCULATIONS WHILST COMPLETING THIS
ASSESSMENT. SUCH SCREEN SHOTS MUST IN NO WAY BE CIRCULATED TO ANY OTHER PERSON.

Do not click Start until you have read the following i ions fer this online You should print out the information on this screen by right clicking your mouse and selecting Print as once
you have clicked on Start you will be unable to return to this screen.

Duration

This assessment will be valid for exactly 14 days from the date and time you are booked in. The time frame includes the period of two hours allowed to complete the assessment, the countdown for which
commences when you elick Start from either the top or the bottom of this screen. Your remaining time will be clearly visible on sereen at all times whilst you are completing the assessment. Once the timer
has rundown to zero you will no longer have access to the paper even if you are still within your 14 day period.

Note: this paper will be taken under invigilation and you will only be allowed to take a non-programmable calculator into the examination room with you.

Please note also that once you have clicked Start no extensions will be given for time and you should carefully read the Disclaimer at the foot of this page.

Pass Mark

You must achieve 70% to pass. Note - this is a lower pass mark than previous papers as yeur final live assessment will be taken under invigilation.

Instructions
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Please read the Introduction screen carefully before clicking start.

Once you have clicked start your exam will commence and you timer will start to count
down. No extensions can be applied at this time.

The M8 exam is 2 hours in duration. If you do not finish your exam within the 2 hours it will
automatically close and you will not have any further access.

IMPORTANT INFORMATION: Once you have finished your exam, but still in the exam
(Rogo) screen, you MUST show each side of your five sheets of A4 paper you have used to
carry out any calculations to the webcam.

To close out of your exam screen, after showing your calculation pages to the webcam,
close out of the Rogo screen by clicking on the tab. You will then be taken back to the
ProctorExam screen where you MUST click on ‘Finish Exam’.
You will receive your results within 48 hours of completing your exam.
If you have any questions regarding this Guide or accessing your exam via
ProctorExam, please contact ICB on 0203 405 4000 BEFORE you begin the process

set out above.

Good luck!



