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Getting Started

Please be advised it can take 30-45 minutes to complete the entire process of connecting to a Live
Proctor. This process includes identification verification and securing the testing environment. First time
virtual exam writers note that the onboarding process must be completed and approved prior to your
scheduled exam date. See the Onboarding Exam Steps section for details.

Learners are required to have the following equipment to take their exam:

e Desktop computer or laptop. (Tablets, Chromebook, and mobile phones do not meet the
requirements for the exam delivery software.)

e Webcam (resolution 800 x 600 or better)
e Microphone and speakers

e Keyboard

. Mouse

e High speed Internet connection

All Learners will also require a smart phone to complete the room scan and to operate as a second
camera during exams. Both Android and iOS mobile phone devices are supported. See minimum phone
requirements listed below:

Android OS: version 6.0 and higher.
e iOS (Apple): version 11.0 and higher.
o Note: Harmony OS not supported at this time.

¢ Mobile phones should have a working camera, be 100% charged and have the Proctortrack app
downloaded before beginning an exam.

e Mobile phones are required to be positioned in landscape, selfie-mode, keeping the learner, computer

monitor, keyboard, and mouse within view of the mobile camera.

e Phone stands, phone cases with built-in stands, or a clear glass cup, can be used to prop up the mobile

phone during virtual exams.

e Tip: Keep mobile phones charging for the duration of the exam to avoid running low on power.
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IMPORTANT NOTE: Ensure that all connections to other devices, programs, systems, and/or hardware
that are not required for the delivery of the exam are turned off and/or disconnected prior to the exam.
This includes but is not limited to connections to any home automation; any Bluetooth or other
connections to hardware or any electronics; or any other computer equipment. Only a stand-alone
computer/laptop connected to the internet can be used to take the exam. A mobile phone is also
required to complete the room scan and to be used as a second camera during the exam. Any other
connections detected during the exam may result in the termination of your exam. It is the learner’s
responsibility to ensure that their system meets these requirements.

Learners are required to ensure the testing environment is and will remain comfortable, quiet, and free
of distractions during the scheduled exam. The following is required and will be confirmed by the
proctor:

e Anindoor, private, and quiet location (learners will not be permitted to write the exam in a room
where a clear glass wall would allow their computer screen to be viewed by another individual).

e Learners must be seated so that a blank wall is immediately behind them during testing. Any
pictures, artwork or other wall hangings must be removed.

o If there are permanent fixtures that cannot be removed from the wall, the space does not meet
the testing space requirements and an alternative must be found.

e Ifthe learner is writing with empty space, or an open room behind them, the space does not meet
the testing space requirements and an alternative must be found.

e Learners should review the Examination Policy for the full list of Examination Day Protocols.

Proctortrack Support

If you encounter a technical problem, you can ask the proctor for help. You will be able to communicate
with the proctor via chat at any time during your exam. If the proctor is unable to help you resolve the
technical issue, you will be directed to contact the Proctortrack technical support line via live-chat, phone
or email.

e For live chat visit the support page (recommended).
e Orcall the dedicated Proctortrack technical support line for Humber learners: 1(844) 966-1155.

Telephone Support Hours
Monday to Friday — 8am to 9pm EST
Saturday to Sunday — 8am to 7pm EST
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Minimum System Requirements for Mac and PC Devices

Mac Operating System Requirements:

Windows Operating System Requirements:

Google Chrome browser only
OSX El Capitan 10.13 or higher

Google Chrome browser only
Windows 8 or higher

Mac Processor/Ram Requirements:
Intel/ AMD Processor, 8 GB RAM

PC Processor/Ram Requirements:
Dual core 2.4 GHZ CPU, 8 GB RAM or better

Minimum Mobile App Requirements

Apple

Android

Version: i0S-11 and above
(Year 2017 and above)

Version: Android-6 and above
(Year 2015 and above)

Note: Harmony OS not supported at this time.

Additional Requirements for Mac OS and Windows OS

Plug-ins

Camera Resolution

800 X 600 resolution or better

Internet Connection

1.5MBPS upload)

Internet Speed Check

Click Here to check your speed.

Note: Please click here to view detailed technical requirements
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Onboarding Exam Steps (First Time Test Takers Only)

Note: The onboarding exam is an important step for virtual exams. All learners must complete the
onboarding exam prior to the scheduled exam date. The onboarding exam will complete a system check
of learners’ devices to ensure it is compatible with Proctortrack. The Onboarding exam will also
complete an identification check, building the learners baseline profile. The onboarding exam should
only be completed by first time test takers. Learners who have already taken a virtual exam and have
successfully passed the onboarding exam do not need to complete the onboarding exam again. The
onboarding exam is valid for a year.

1. Enter https://ca-testing.verificient.com in your address browser line.
2. Please login using your Proctortrack username and password.
a) First time exam takers will receive an email notification from Proctortrack to complete the
onboarding exam within two weeks before the scheduled exam date. The email will include

their Proctortrack credentials.
b) All learners must pass the onboarding exam at least a day before the scheduled exam date.
c) Itisrecommended to change the password after you login.
d) Referto Appendix A —for a list of the onboarding exam rules and sample email notifications.

& Proclorfrack™

Welcome to a new
proctoring experience

3. Click on Go to Test button for the onboarding exam.

Total Tests: 2 ©OUpioades 2 O Upload Faledd ) Not ATtemgted 0

Test List Onboarding Data Notifications

a. A message box will appear with details of your exam time, proceed to click on Go to Test.
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4. Scroll down and read the information provided under the Let’s Get Started guidelines.

) ! have read, understand and will adhere to the required environment guidelines

.
< Proctorirack AL
How It Works
i y y
H s o7 1
COPY/PASTE IS NOT ALLOWED PRINT SCREEN DISABLED MULTIPLE MONITORS NOT ALLOWED
Let's Get Started o st Ly
- 1)
F’ T [E2]]

5. Checkmark the box at the bottom of the page to agree to the terms.

E(I have read, understand and will adhere to the required environment guidelines.

6. Follow the instructions presented on the screen. Pay attention to the banner messages displayed (see image

below).

Step 1: Open the App and click on Connect to Proctortrack button.

Step 2: Click anywhere on the app screen to proceed further.

If you do not have the app, please follow the instructions to download:

Step 1: Click on the Download Proctortrack button. After download is complete proceed to click on

Connect to Proctortrack.

Note: If you are unable to download the Proctortrack app, please refer to Appendix B if you

are using a Windows device and Appendix C if you are using a Mac device.

Please do not close this browser tab. This page will auto-forward to actual exam after you have completed verification scans in
Proctortrack app.

plication & click the link below to download the new Proctortrack app

If you already downloaded the app then.

Step 1. Open the app and click on Connect to Proctortrack button
Connect to Proctortrack

Step 2. After that, click anywhere on the app screen to proceed further.

If you do not have the app and wish to download then.

Step 1. Click on the Download Proctortrack button

Download Proctortrack )
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7. Ifit’s taking longer than 10 seconds to initiate the app, follow the instructions displayed on the screen.
Step 1: Go back to the browser (you can drag the app on the side).
Step 2: Click on the Connect to Proctortrack button.
Step 3: Come back here and click anywhere inside the app.

Welcome to Proctortrack...

Is it taking longer than 10 secands?

Step 1. Go back to the browser {you can drag the app on the side)
s ick on the CONNECT TO PROCTORTRACK button
Step 2. Come back here and click anywhere inside the app.

8. Read over the Agreement to Policy and check mark the box to confirm your consent only after you have read
the information. Click on | agree to proceed.

Agreement to Policy

This test sponsor uses a third parly vendor, Verificient
Technologies Inc, to perform remote 1D verification and
proctoring services. By checking this box: (1) | agree to
Verificient’s Terms of Service and acknowledge that Verificient
processes my personal data in accordance with its Privacy Policy
and (2) | consent to Verificient collecting, processing, and storing

my biometric data for the purpose of verifying my identity on

- behalf of This test sponsor and the applicable member institution
as test sponsers as described in its Privacy Policy , which also
explains how to revoke this consent

All exam session are recorded by Verificient as outlined in its

Privacy Policy,

Zeal Shah

Agreement to Policy

I confirm my consent, agreement, and acknowledgment as

lous about how Proctortrack works and how we described above
se your data Click here to leam more

9. Your device will now complete a system check. if you are using a windows device, you may come
across a fire wall pop up on your screen. Select allow access to continue with the app.

System Check

Please wait while we check your system.
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10. After the system check you are ready for the onboarding exam. Click on Continue to proceed.

Your system is ready for the
exam!

11. You will be prompted to verify your identity. Ensure to read the information provided on the screen, then click
on Continue to proceed.

Verify Your Identity

We need to verify your identity before you can start taking
exams. You will be required to take a photo of yourself
through the webcam and a photo of a current and valid photo
ID.

We protect your data

Your data will only be shared with your institution and it will
only be used to verify your identity. We do not share or sell
any information to third parties.

We store your data temporarily
Your data remains on our server for a limited amount of time.

Your Privacy Matter Data Remaval

You can easily review what we collected and purging date on

U ca
1 you are curious about how we your dashboard. You can request data removal anytime.

use data. Click he
Don't remind me next time E

12. You will now be prompted to complete a Face Scan.
a) Click Scan and follow the instructions displayed on the page to ensure a proper face scan is captured.
b) Once the face scan is captured click on Next to proceed. If the face scan is blurry click on Retake to
capture again.

Cunous. sbout Now we PrOTECt nd Use Your data?
Click here
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13. You will now be prompted to complete an ID Scan:

a) Position your ID and ensure that the reflection of light is not hiding the text.

b) Click on Start Scan and hold the ID for 10 seconds.
c) Ensure that the text in your final ID scan is readable.

d) Provincial health cards are not accepted. Please review the Appendix F for approved

Government issued ID.
e) Click on Next once you complete your ID scan to proceed.

Review Your ID Scan

14. Click on Next.

a. The page will list a set of rules and guidelines of what is allowed for the duration of the

exam. Scroll down the page to read over the information provided.

TEST GUIDELINES

Carefully review the guidelines listed below to learn what you can and cannot do during the test session.

- Not allowed
Q o
75 Headphones and earphones are prohibited. ,e} or tak
9 L=
(7 L]
PN Bt T P IR
D = @ -
You will net be allowed io use a latorfor  g®e.  Print atiempts canr debad
o o )
: D~ b e p |

correct scan.

Room Scan

you haverit a clortrack Mobile App, visit
Proctortrack. com/mebile-app on your phone or Visit your App Store or Play
store. .

3

== 0. o

Step 2

pp

tions to produce a

mpletion this
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16. At this stage learners will use their mobile devices and scan the bar code to complete a room scan. Please
ensure you have the proctortrack mobile app downloaded.
a) If you have not already downloaded the Proctortrack app visit proctortrack.com/mobile-app on your
phone or visit the App Store or Google Play Store.

17. Launch the Proctortrack mobile app and scan the QR code using the mobile app. Follow the mobile app
directions (shown below) to produce a 360-degree scan of your room. Once completed successfully the page
will automatically forward to the next step.

a) On your mobile device proceed to read the agreement policy check mark the box and click Next to
proceed. You may have to adjust the permission settings on the app. Simply enable the permission
settings to proceed.

b) The app will proceed to complete a system check on your mobile device select Start to begin.

c) Select Ok after the system check to proceed with the room scan.

System Check C System Check Identity verification

S e OR o s o deak1og:

identity Verification
System Check

18. Follow the instructions presented on your mobile.
a) Record a 360 degree 20-second-long video of you room including left, right and behind you.
b) Record a 10 — second-long video including: your desk, set up, monitor (front), monitor, (back).

Rogm Scan Instructions
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19. You can retake your room scan if needed. Once your room scan is completed select Next to proceed and your
test will start on your monitor.

20. Plug in your phone if its less than 80% charged into a power source and position it on landscape, selfie mode
next to you. (Note: Phone stands, phone cases with built-in stands, or a clear glass cup, can be used to prop up
the mobile phone during virtual exams.) Make sure that you and your monitor are within the phone camera

view just like in the image below.
a.) When you are done, return to the desktop app and click the button Confirm & Start Proctoring and, on

your mobile, proceed to click on | am ready to position my phone.
e On the desktop app if you are curious to learn about how Proctortrack protects your data you can

proceed to select “Click Here”.
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Mobile Image 1

The phone as second camera

Get ready for the Two-camera set up.

Carefully read the instructions below. When you are ready,
click the button below activate your front camera and place
your phone. Instructions will remain available on the desktep
app as well.

How to position your phone:

Plug your phone into a power source and adjust
the angle. Use a stand or other objects to keep
it steady and at the right height. If you don't fit
within the frame, mowve the phone further away

% Take your time, your test timer won't start untif
you have successfully completed this step.

|1 am ready to position my phone

Mobile Image 2

The phone as second camera

Get ready for the Two-camera set up.

Carefully read the instructions below. When you are ready;,
click the button below activate your front camera and place
your phone, Instructions will remain available on the desktop
app as well.

Correct view includes the following:

Ensure that You, your monitor/laptop, keyboard,
mouse and desk must be visible in the mobile
camera frame. See image above.

%% Take your time, your test timer won't start untif
you have successfully completed this step.

I am ready to position my phone

Alternative Formats Available Upon Request
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Mobile Image 3

The phone as second camera

Get ready for the Two-camera set up.

Carefully read the instructions below. When you are ready,
click the button below activate your front camera and place
your phone. Instructions will remain available on the desktop
app as well.

After placing your phone:

Click on Start Proctoring on your desktop app
and the Proctor will review your mobile camera
stream. If the position is incorrect, your proctor
will help you.

@ Take your time, your test timer won't start until
you have successfully completed this step.

| am ready to position my phone

Mobile Image 4

The phone as second camera

Get ready for the Two-camera set up.

Carefully read the instructions below. When you are ready,
click the button below activate your front camera and place
your phone. Instructions will remain available on the desktop
app as well.

@ Take your time, your test timer won't start until
you have successfully completed this step.

| am ready to position my phone

Alternative Formats Available Upon Request
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Desktop Image

Position your phone for the Two-camera
set-up

Your institution requires a two-camera set up. Take your time
setting up your phone and the right view for your proctor.

imer will not start until you have SIICC&SSIU“"
step and your proctor approves the mobile stream.
| confiem the following :
My phone is charged above B0%, or the phone is plugged
into the power outlet.
The desk area with computer/laptop is visible as well my
profile.

about how we protect and use your data?

o Position your phone on the side.

© Finda suitable distance

© Ensure the view includes:

21. Monitoring is now active on the mobile device.

Monitoring On

Please proceed with the test on your computer.

22. Learners can see themselves being recorded in the bottom right corner of the screen.

a. The footage can be minimized by clicking on the top right corner of the video feed.

b. Use the arrows to move the video feed to the left or right of the screen.

©Proctorirack

Thank you for completing the Onboard
Please End the proctoring to upload the d

el

Alternative Formats Available Upon Request
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23. Complete and submit the onboarding exam by clicking on any of the End buttons displayed.

@ Proctortrack

Thank you for completing the Onboarding process.

Pleasa End the proctoring 1o upload the data for approval

e‘.l

24. A pop up will appear, proceed, and click on End.

25. The onboarding exam will begin to upload do not quit the app. The time it takes to upload the data would be
dependent on the internet speed.

Uploading.
Do not quit the app.

The time it takes 1o upload the dita would depend on
your intermet speed

Alternative Formats Available Upon Request Version 2.1 15



26. Once the upload is complete proceed to click on Quit App to close and save the application. If you are using a
windows device, you have the option to Uninstall the app to remove Proctortrack from the desktop. You can
also take a 2-miunte survey.

Upload Completed!

Upload Successfull You May now quit the app.

27. Proctoring has now ended on the Mobile Phone as well. The app will close on the mobile in 5 seconds
automatically. If does not close you can proceed to click on Quit Now on the mobile phone

Note: Once you complete and submit your onboarding exam you will receive two emails from Proctortrack
informing you that the onboarding exam is being processed. You will receive a final email from
Proctortrack once the onboarding exam is approved.

If the onboarding exam is not approved, an email will be sent by Proctortrack and the onboarding will have
to be attempted again. Learners must have an approved onboarding exam prior to the scheduled exam
date. The status of your onboarding exam is located on the Proctortrack dashboard.

Alternative Formats Available Upon Request Version 2.1 16



Registration and Conformation Emails Prior to Exam Date

Prior to the scheduled exam date learners will receive two emails from Proctortrack refer to Appendix
A for samples.

1. Registration Email — This email will be sent 3-4 business days prior to the scheduled exam
date. This email is issued once the registration is processed internally.

2. Confirmation Email — This email will be sent 12-24 hours prior to the scheduled exam
date. This email is sent as a final confirmation that your exam has been successfully
scheduled.

Steps to Follow on the Day of Your Exam

1. Login to your Proctortrack account using your Proctortrack username and password at
https://ca-testing.verificient.com on the day of your exam.

a. Ensure your workstation is clear and distraction-free.
b. During the exam session, you must be in the proctor’s view at all times.
c. Learners will not be able to start the exam prior to the scheduled time slot.

2. Click on Go to Test under the scheduled exams.

© Proctorfrack o & oge vy

Total Tests: 2 ace e ot Afterpte Baseline Status: Processing

3. Click on Go to Test once the button is active at the scheduled time of the exam.
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4. To contact the Proctortrack support team at any time, use the chat widget on the bottom right corner of the
page.

5. Follow the same steps from the Onboarding Exam.
a. Please see steps 4 to steps 7 from the Learner Guide.

6. During the first time you launch the app it may take about 2 minutes for the app to get started.

7. Follow the same steps form the Onboarding Exam
a. Please see steps 8-12 from the Learner Guide.

8. Once your face scan is approved click on Next to proceed. Follow steps 13-17 from the Learner Guide.

Verification Completed

Your Face Scan is approved in real time, now you will be
able to proceed to next step

Alternative Formats Available Upon Request Version 2.1 18



9. Follow the instructions presented on your mobile.
a. Record a 360 degree 20-second-long video of you room including left, right and behind you.
b. Record a 10-second-long video including: your desk, set up, monitor (front), monitor (back).
c. After the 10-second-long video your room scan will be under review by the proctor.

St 3 Figvard Dedk drva & S T — & Elanem oo Ravers

10. Once you complete your room scan the proctor will then approve or decline it. Please allow a few minutes for
this process as it will take time. Once you room scan is passed you will see the image below on your screen.

Your Room Scan Verification is PASSED

Congratulation, your room scan has been successfully verified

11. Follow steps 19-21 from the onboarding exam from the Learner Guide.
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12. Once your room scan is approved, you will automatically be taken to the next step and proctoring will begin.

If the position of your phone is not approved, your proctor will inform you via chat and you will be required to
adjust it.

THE POSITION OF YOUR PHONE CAMERA IS
UNDER REVIEW

PLEASE WAIT,
PROCTORING WILL START AUTOMATICALLY
ONCE THE PROCTOR APPROVES

13. Proctoring is active.

a. A Live Proctor will be available during the session and can assist via the chat window on the bottom-right
corner of the screen.
b. A blue border will be placed around the screen as a reminder that live proctoring is now in session.
c. The page will now be redirected to the Learner Portal.
d. Learners are advised to take a washroom break at this point of the exam set-up process. Please inform
the proctor via the chat box before and after you take the washroom break.
Note: Once the exam has started, no washroom breaks will be permitted, except for pre-

approved accommodations. Any unapproved breaks taken during the exam will lead to your
exam being terminated immediately.

14. Login using your Learner ID (X*******) and Password. If you are experiencing issues logging
into the learner portal (only), contact Humber technical support at 416-675-5025, option 4.
Please notify the proctor through the chat box before calling technical support.
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15. After you have logged in under My Current Courses, click on the appropriate exam link from
the list shown.

RECONNECT PHONE

ik 4 comeraTest Log Dut

Learner Portal com

I My Current Courses

16. You will be directed to the exam access page.

Course Exam
a. Select Click here to access the exam link.
b. Learner writing a course exam skip to step 14.

(o WL TR T Welcome cameraTest | ut e
eal E
PREX-1010A - Exam 1: Invigilated Theory comeraTestone
Exam "
Course Description PREX-1010A- 995 un 20, 2 -
B

Simulation Session Assessment

c. Select Click here to access the simulation session link.

PRES-1040A - Simulation Session 1:
Residential Real Estate Transactions

Delivery Options: Simulation - Virtual

Course Description PRES-1040A - 440
A live assessment in which students demanstrate knowledge and skills B
around residential transactions in rele-play and live work-product el
creation simulations R
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d. Select the start icon.

Virtual Simulation

, COURSE : PRES-1040A,

¢+ VSIMULATION 1: RESIDENTIAL REAL
. ESTATE TRAN <

e. Click on the exam icon.

Virtual Semuaton

VSIMULATION 1: RESIDENTIAL REAL ESTATE TRANSACTIONS

PRES-1040A-34 7 -

17. Click the Current tab to access the exam link.
a. Click on the appropriate link within the list shown. Further instructions will be provided on the
screen.

ofh BN | @i

18. The Start Exam button at the bottom of the screen will be inactive (greyed out) until the exam is unlocked.
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19. Review the onscreen instructions carefully.
a. Take a few minutes to view the tour of the exam system by clicking the Take a Tour
button at the bottom of the screen.

iy BRENTAT | @i

20. When you are ready to begin, please notify the proctor through the chat box.
21. Please wait while the proctor confirms that your exam is unlocked.

22. Once the Start Exam button turns GREEN; you may click it to begin the exam.
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23. In the event your phone gets disconnected a pop up will appear informing you to reconnect the phone

the instructions on the screen to re-connect the phone.

any aspect of a transaction. Whih o
constitute guidance and a

24. After you have attempted all the exam questions, you will be presented with a summary page for
review.

a. Review the questions (including any questions bookmarked).

25. Submit the exam by clicking the SUBMIT button on the screen.
a. Once you have submitted your exam, NO FURTHER CHANGES to your answers will be permitted.

Alternative Formats Available Upon Request Version 2.1 24
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26. Select Close and proceed to end the proctoring.

ame TEST S
Exam (0: PREX 10104

Exam submitted successfully.

Procior, EROE0H 02434

27. Click the END button on any of the options shown below after submitting the exam, to end the
proctoring manually.

28. Repeat steps 23 - 27 from the onboarding exam to end the proctoring.
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Appendix A - Onboarding Exam Rules

e All learners Must pass the onboarding exam at minimum 24 hours before the scheduled
exam date.

e The onboarding exam is essential as it conducts a system check on your device.

e The onboarding exam should NOT be attempted on the scheduled exam date.

e Learners MUST have an approved onboarding exam in order to attempt the actual exam.

e |If the onboarding exam is not approved, learners will receive an email.

e Learners MUST attempt the onboarding exam again until it is approved.

e The onboarding exam status is visible in the learner’s account, on the main dashboard.

Sample Email Notifications

<> Proctortrack

. . . You Have Registered To Take The Onboarding Exam
a. First time exam takers will receive an email

notification from Proctortrack to complete Welcome to Proctortrack [Student Namel]!

the Onboard|ng exam W|th|n a Week Of You have been registered by a Humber Admin to start the Onboarding process. You
b k h Th I . ” . I d need an approved Onboarding to be able to take the exam, therefore you are required
00 Ing t € exam. e emall wi InClude to take the Onboarding at least TWO days before your scheduled exam as the review

their Protortrack credentials. FECBL RO

b. Two follow up emails will be sent after
completion of the onboarding exam. The first
follow up email will confirm submission of l;;;ﬁ:;:rtr};:fgﬁ:::f@;z?u;‘;::;:;: -
the exam, the second follow up email will o s vasetyour paseword clck here
include details of the result of the exam.

Next Steps:

2. Launch the exam named: Onboarding

Once you launch it you will be guided through following steps:

- Download and install the Proctortrack App

+ Launch the app, take a Face Scan, ID scan, Room Scan, position your
mobile phene on the side to use it as a second camera

* Upload and end proctoring

- Learner Guide For Onboarding

= Proctortrack Quick Guide

ot
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c. Learners will receive a registration email
3-4business days prior to the scheduled | < Proctorfrack
exam date.

Registration Email

Hi Student Name!

You have been registered by a Humber Admin to take a live proctoring test.
Within the next few hours you will receive a confirmation email from our proctors
including the details of the exam. Use this time to read our guide and learn more
about exam rules and requirements.

Registration Details

Name: Exam 1, Invigilated Theory
Date And Time : Wait For The Confirmation Email

- Learner Guide For The Exam

- Proctortrack Quick Guide

g\

d. Learners will receive a confirmation email (see image below) from Proctortrack
12-24 hours prior to the scheduled exam date.

< Proctortrack

by Verificient
Confirmation Email

Hi Student Name, your exam has been confirmed!

Exam Details

Log in at: https:/ca-testing.verificient.com
Email/Username: student@studentemail
Name: Exam 1, Invigilated Theory

Date and time : 22/11/21,9:00 AM EST

If you have previously changed your password and you need to reset it
click here,

The Proctortrack browser will not allow you to visit any other site apart
from the learner portal and Proctortrack support page. Please make sure

to note down your Learner Portal credentials (Learner ID and password)
in advance.

= Learner Guide For The Exam

=> Proctortrack Quick Guide

4\

D
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Appendix B — Removing Restrictions on Windows Device

Learners using a Windows device should follow the instructions below to grant Proctortrack access to
monitor and record the test session without any issues. Please make sure that the settings below are
enabled.

1. Click on the Connect button after downloading the proctortrack app for the first time.
In the event you are not directed to the system check page, please follow these steps to
remove any setting restrictions.

a. If you have any privacy setting restrictions, Proctortrack will not connect automatically. In that
case, please follow the instructions below to complete the required privacy settings.

b. Select Start > Settings > Privacy > Camera. When prompted to Allow access to the camera on
this device, select Change and make sure Camera access for this device is turned on.

L o Settings — o ke
@ Home Camera
Find a setting Vel |
Allow desktop apps to access your camera
Privacy
Some apps ai ures need to access your camera to
w s setting here might limit what
desktop apps and W ws can do.

App permissions

@D on

Some desktop apps might not appear in the following list or are
not affected by this setting. Find out why

J @ camera

0 Microphone

. . " Google Chrome
& Voice activation Last accessed 12/3/2020 8:44:45 PM
L3 Notifications Proctortrack

Last accessed 12/1/2020 10:21:34 PM
A= Account info

RemoteDesk
£  Contacts Last accessed 12/2/2020 8:22:53 PM

Calendar

=] g Zoom Meetings
Last accessed 11/25/2020 12:30:51 AM
® Phone calls
D Call history
Know your privacy options

= Email
Learn how this setting impacts your privacy

e Learn more
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c. Select Start > Settings > Privacy > Microphone. When prompted to Allow access to the
microphone on this device, select Change and make sure microphone access for this device is

turned on.
& settings — [m] x
Gr Home i Microphone
= Xbox Game Bar D O
I Find a setting 0 | "
.

Allow desktop apps to access your microphone
Some apps and Windows features need to access your microphone
App permissions to work as intended. Turning off this setting here might limit what
desktop apps and Windows can do.
[E1 Camera
@ on
Some desktop apps might not appear in the following list or are
not affected by this setting. Find out why

0 Microphone
&  Voice activation
ez

MNotifications Sort by: Name ~~

W Cisco Webex Meetings Desktop A
A= Account info ) je} P App

A Contacts Cisco Webex Service

Last accessed 9/30/2020 6:19:40 PM
EE Calendar

Google Chrome
R, Phone calls E Currently in use

- e
©  Call history Microsoft Teams
BN 1 o5t accessed 12/3/2020 12:13:24 AM

= Email
o Proctortrack
B Tacke o

Appendix C— Mac Device Permissions

Learners using a Mac device should follow the instructions below to grant Proctortrack and the Exam
browser access to monitor and record the test session without any issues. Please make sure that the
settings below are enabled.

a. If you have any privacy setting restrictions, you will be directed to the Security and Privacy
window automatically. When directed click on the button Click Here Once You Are Done
With Above Changes.

leyboard, full disk and input monitoning to proctortraci. For mone detaile,
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b. Go to System Preference --> Security and Privacy -> Privacy tab --> Select the Proctortrack

check box for following options.

To enable Screen Recording

To enable Camera

] < Security & Privacy Q
General  FileVault  Firewall
m Spkaeh Recogeition Allow the apps below to record the contents of your
screen, even while using other apps.
Accessibility _
o)

Input Monitoring * Microsoft Teams

Full Disk Access E TeamViewer

Files and Folders 0 Proctortrack

oDt

40 1= Automation

bl

‘ Analytics

@' Advertising

L ] < 355 Security & Privacy Q

General  FileVault  Firewall S0

{IL1 Carenaars
Allow the apps below to access your camera,

Reminders

& Photos O Proctortrack

w Microphane
"j) Accessibility

Full Disk Access

I Automation
o

u Analytics

& lock to make changes

To enable Microphone

To enable Full Disk Access

™ < B Security & Privacy Q

General  FileVault  Firewall

171 Caiendars

Reminders

Allow the apps below to access your microphone.

& Photos @ Proctortrack
‘ Camera

.d; Accessibility

Full Disk Access

Automation
o

' Analytics

Click the lock to make changes.

® < it Security & Privacy Q
General  Filevault  Firewall [BEOZE%

w Speech Recognition Allow the apps below to access data like Mail,

P Messages, Safari, Home, Time Machine backups and
@ Accessibility certain administrative settings for all users on this Mac.

I Input Monitoring
e com.microsoft.autoupdate.helper

Full Disk Access
O .n -

Files and Folders =
Kb Microsoft Teams

e N
- Screen Recording
<@ Proctortrack

()¢ Automation

¥ —
(alig] Anaiytics

@ Advertising

)

Bl Click the lock to prevent further changes Advanced...
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To enable Accessibility

To enable Input Monitoring (Not mandatory)

® < HH Security & Privacy @
General  FileVault  Firewall [ZAZ157
w Camera
Allow the apps below to control your computer.

I Microphone

I Speech Recognition

0 Proctortrack
® Accessibility -
& Pycharm ce

1 Input Monitoring

$ Microsoft Teams

/ Script Editor
Full Disk Access

o B, oy
Files and Folders + —
- Screen Recording

S( )¢ Automation

@ < it Security & Privacy Q

General  FileVault  Firewall W

- i h Allow the apps below to monitor input from your
& icrophone keyboard even while using other apps.

' Speech Recognition

Q Proctortrack

Qi) Accessibility
Q Firefox
n Input Monitoring

Full Disk Access

Files and Folders
E Screen Recording
_;# Automation

alln Analytics

Note: For Mac Users: Once you have enabled the permission checks, the Proctortrack
application will be in the system check phase. If not, please close the application and try
launching again (refer to step 10). If you are still experiencing issues with the Proctortrack
application, please contact Proctortrack support for assistance at 1(844) 966-1155.
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Appendix D — Troubleshooting Onboarding

Issues

Tip / Resolution

| have a booked exam, but | do not see
an onboarding exam on my dashboard.

Learners are advised to contact Humber Real Estate
Education Support Line as soon as possible.

(416)-675-5025 - Select option 2

Live chat is also available for general program inquiries
including assistance with applications, registration,
learner inquiries and technical support.

| have failed my onboarding exam,
what can | do to fix it?

Common reasons for failing the onboarding exam are:

e Facial scan was not captured.
e Photo ID scan was not captured.
e Name was not legible in ID.

A valid government issued photo ID must be held up
to the camera and a picture taken where the name is
clearly legible. Review the ID photo before submitting.

A failed onboarding exam will require another
submission. Learner will have to Retake the onboarding
exam.

Approval may take 4 - 8 hours.

Failure to have a successful onboarding exam on the
day of the actual exam will prevent learners from
writing their exam.
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What type of identification can | use for
the onboarding exam?

Learners must present a valid, government
issued identification bearing a photograph and
Signature (e.g., passport, driver's license,
permanent resident card).

Provincial health cards are not accepted.

The name on the government issued
photo identification must match the Learner Portal.

A learner is not allowed to write the exam if the
presented identification does not match the name
reflected on the learner’s program registration.

| don’t see my scheduled exam in my
test list on Proctortrack.

Scheduled exams are added to Proctortrack
approximately 12-24 hours prior to the scheduled
exam date.
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Appendix E —Troubleshooting Scheduled Exam

Issue

Tip/Resolution

During the exam, only the questions
are visible and not the answer options.

The submit exam icon in the
exam system is not visible.

It is exam day and | have logged into
the learner portal, but | cannot access
my exam.

Ensure your machine browser zoom is set to 100%
prior to taking the exam. If it’s not set to 100% the
options and buttons would have moved down in the
Ul —and it can only be viewed/accessed by using the
scroll bar.

Ensure your machine browser zoom is set to 100%
prior to taking the exam. If it’s not set to 100% the
options and buttons would have moved down in the
Ul —and it can only be viewed/accessed by using the
scroll bar.

Learners must log into Proctortrack at
https://ca-testing.verificient.com first.

Click on Go to Test once it becomes active at the
scheduled time and follow the directions on screen.
Once scans are approved, proctoring begins, and
learners will be directed to the Humber Learner
Portal login page to access the exam.

The Proctortrack desktop application
does not launch. It keeps prompting me
to download the desktop application.

Save the application to the Downloads folder on your
device. Double click on the application named
Proctortrack.exe or Proctortrack.pkg from the
Downloads folder to launch.

| keep failing the room and physical
desktop scans.

Slowly rotate the camera on your mobile and use the full
time allotted to capture an entire 360-degree room
scan.

| have launched the Proctortrack
application but | am now stuck on a
particular step.

Pay attention to the chat window for instructions from
the proctor. Scroll to the bottom of the chat window to
see new messages.
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Appendix F- Acceptable Forms of Identification

Primary Identification Type:

Passport (Canadian or International)

Driver’s License

Citizenship/Permanent Resident Card

Secure Certificate of Indian Status

Provincial ID Card (e.g. Ontario Photo ID card)

Nexus Card

Canadian Armed Forces Identification Card

Canadian Firearms License

Note: All acceptable forms of ID must be valid, contain a signature (whenever applicable), contain
a clear photograph, and not expired.
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