Steps Guidance

1 Before starting your exam on exam day, ensure you | If you try to start
have your exam more
than 30 minute
= Taken a comfort break before you start, before or 15

you’re only permitted to take one 5 minute | minutes after your
bathroom break once you’ve started your |appointment time

exam. your exam will not
= Set your work area up as required launch
» Removed any unauthorised items from your
work area
2 Access the Exam Planner This can be
accessed via
myACCA or
ACCAGIobal
3 Choose Book an exam
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4 Choose Launch Exam
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5 Click on the exam you want to launch
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Click the ‘Begin Exam’ button to start the check in
process for your exam
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If the Begin exam
button isn’t
available, you may
be too early to start
the check-in
process.

Check-in is only
possible up to 30
minutes before, and
15 mins after your
appointment time.

You will be prompted to download and run the Exam
Delivery and Remote Invigilation software before
performing the System Test.

System Test

o [0 Check this box to confirm you are using the computer and location that you will be testing
from on exam day.

e Click on the "Copy Access Code" button below. This will automatically enter your access code
into ONVUE once it is running. This access code will authorize you to start the exam check-in
process

a Click "Download" and then run the application. This will ensure you are running the most up to
date version of OnVUE

Alert! Mac users, if prompted, will need to allow OnVUE within their ‘System Preferences: Security &
Privacy: Privacy’ settings for Microphone, Camera, Automation, and Input Monitoring.

Download

Download and run
the OnVUE
Invigilation Software

Click on Copy
Access Code, which
is needed for the
next step

Provided you copied the code when prompted in
step 7, your access will be automatically populated
on this screen. You will now be asked to enter your
phone number.
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‘ Enter your unigue exam access code and phone number

1. Your access code may have been entered for you 2. Enter phone number

734-658-428
If you do not see the access code, you will need to

manually enter it. You can find your access code on
the exam launch page.

Enter a phone number with country
code, example U.S. +1; we only use this
to contact you if there's an issue with
check-in or exam delivery.

1do not have a phone available at this time.

Please ensure your
phone number is
correctly entered, as
this is the number
the invigilator will try
to contact you on
should you
encounter any
issues during your
exam.




Now you will be prompted to start the check-in
process. First you must confirm you’re over 18 years
of age.

If you’re under 18
years of age, your
parent, or guardian,
will have to be
present for ID

Ve validation.
Check-In Process You will have been
What you need to do to take your exam Informed about thIS
oy 0 process, ahead of
o] =l
— @D — the exam day
10 The system check will run, and a green tick will You should have

appear next to each requirement as it is verified.

orVue

System check - Checking your requirements
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internet speed

Webcam

FaceTim

already completed a
system check
before you made
your exam booking.

This system check
verifies the same
requirements. It's
important that the
system check is run
on the same PC or
laptop you will use
on exam day, and in
the same location,
that you will be in on
exam day.

11 Next, you will be prompted to take some pictures of
yourself, your ID and your environment

orVUE
|

Use your mobile phone to take your required verification photos
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1. Select access method 2. Enty

Type URL into mobile phon

You can use your
mobile phone to do
this (recommended)
Or you can use your
webcam. Please
follow the on-screen
instructions.

To upload the
photos from your
mobile phone,
choose to have a
link sent to you via
text message, or
choose to “Type the
URL into your
mobile phone”.




Now you will be prompted to take all the required
photographs. Starting with taking a picture of
yourself.

orVUE

O Take your picture
aa

Make sure your face
is within the oval.

Make sure your face
is well lit and in
focus.

Your face must
match your face in
your ID (which you
will present in the
next step)

Next, take a picture of your ID

oVUE

A= Take picture(s) of your identification

Acceptable forms of
ID are passport,
drivers licence and
national ID card.

You will be asked to
choose the type of
ID and country of
issue at this stage.

The information
captured in steps 11
&12 will be verified
using Artificial
Intelligence.

Next, take 4 pictures of your workspace — front,
behind, left and right.

orVUE

ﬁ Take workspace pictures

Room pictures
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When taking the
picture of the front
of your workstation,
be sure your
calculator can be
clearly seen. If it's
not, the invigilator
may ask for you to
hold it up to the
webcam for further
inspection.

The check-in process is almost complete.

You'll be presented
with a reminder of
some of the exam




rules and asked to
check a box to
confirm, you
understand your
exam may be
revoked if any of the
rules are broken.

You will then be reminded to close all applications
except for Finder and OnVUE

oVUE

Close all applications except Finder and OnVUE

Minimize risk of disruption by following the instructions below:
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Note: Your ex ations
(except for OnVUE and Finder) remain ope T

Having applications
running in the
background may
prevent your exam
from running, so it's
important that these
are closed and not
minimised.

The check-in process is now completed and all the
details and photographs submitted will be verified
ahead of your exam launching.

oVUE

A You are almost done with the check-in process

This can take up to
15 minutes.

If you’re waiting any
longer than 15
minutes, please
contact us
immediately.

Your exam will be launched by the invigilator and
you will start by reading the pre exam screens.

During your exam, if you require help from the
invigilator, please use the chat function to get
connected.




20 When the exam end time is reached, the exam will
automatically end and a Proctor will close you exam
window.

orVuE

0 Thank you for taking an Online Proctored exam with OnVUE

A proctor has closed your exam window

If you believe this was in error, please contact Pearson
VUE support

You may now close the application or take our survey.

Please do not end
the exam before the
exam end time is
reach.

If you do end the
exam early, or leave
your seat during the
exam, you will be
reported to ACCA
for investigation
which may result in
your result being
withheld.




