A guide to digital exams

A lecturer’s checklist for digital exams process.
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What type
of exa>r/r|[1)?

Digital closed
book

Digital Open
Book

Access to the internet, Moodle
& Gen Al available throughout

the open book exam

-ﬁ

NOTE

Before end end of
course week 1,
inform APM of room
requirements for
exam timetabling,
e.g., computer lab
for Moodle.'

Invigilators do not
monitor student
internet use

“

Have you
considered the

YES implication of
—— students being able
to access internet
and/or use their
?
NOTE own laptops?
Student work will be
saved on Moodle
when the course is
copied after grades
are published. NOTE
Save exam

submissions for 12
months on H drive

to comply

with

NZQA assessment
retention policy
because student

work will be cleared
from exam codes
files when they are

Digital closed book timeline

Course week 1
Inform APM of
requirements

Log ajob forIT
support for start
of exam

2 days before exam,
test exam codes

20 minutes
before exam
enable exam

codes

Inform APM of software/exam code
requirements for timetabling requests.
(course week 1) Note: Limited number of
labs with suitable software is available at

Mt Albert.

Log a job with IMS for exam support at
the start of the exam to help students
access exam questions and in case of IT
issues; request exam codes from IMS 10
days before the exam

l

Test exam codes 2 days before the exam
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Ask IMS (call 8484) to enable exam
codes 20 mins before exam starts & be
available to help troubleshoot any
issues; be present yourself with a
colleague to help students logon

Immediately after the exam ends:
call 8484 to disable the exam codes
& email itsupport@unitec.ac.nz with
exam code numbers to ask for the
files to be copied to your S drive for

marking

After marking the exams, log a job
with Ask IT help Desk to clear the
exam codes for recycling

recycled.
IT clear exam
EXAM DAY codes
EANN Marking
Help students Ask IT to Save exam
log on at start disable codes submissions on
of exam & copy Files H drive
to S Drive
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