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Introduction

1. The Caribbean Examinations Council (@éganoffering electronicexaminationgo
candidatesin Janary 2017for the Caribbean Secondary Education Certification (CSEC®)
sitting. The first set of examinationsere available in theMultiple Choiceformat only. To

date, electronic examinations are being offered select subjects acrosall papers for
Carbbean Advanced Proficiency Examination (@\PEaribbean Secondary Education
Certificate (CSELand Caribbean Certificate of Secondary Level Competence @CSLC

2. Allelectronicexaminations offered by the Council must be treated with the same level
of confidentiality as in the case of papkeased examinations.

3. This manuais intended toprovide guidance td.ocal Registrars and persons invaolve
in the Supervisiorof electronic examinationsffered byCXC The manual is availabde the

| 2 dzy OA fte@évw.ox8 @

4. Detailed information orthe operation of the electronic testing systepmovided by
Inspera Assessmentmay also be found on the Inspera Knowledge Base,
https://support.inspera.com/hc/erus. It should be notedthat the Knowledge Base is not
specific to the module offered by CXC, thus some of the featmagy differ somewhat from

the ones users may encounter with the CXC modulecal Registrars shabuadvise persons
involved in the conduct of the examinations to visit the website to expand their knowledge
and competencef the electronic testing system.

Role of Local Registrar

5. The Local Registrar is responsible to the Council for the proper coraduits
examinations held in the territory where he/she has been appointed. He/she will implement
the detailed instructions received from the Council.

6. With respect to the conduct of the electronic examinations, Local Registrars are
required, among othethings,to:

I. act as the focal point for communication betwe€XGand schools;

ii. act on behalf of the Council to advise schools, examination centres and students
about the requirements of the examinations;

ii. ensure that adequate arrangements are in placefd S & SOdzNA G & 2 F

examinations so that ther& a gn@ dinauthorised disclosure of the contents or
breach of the examinations;
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Vi.

Vil.

hold examinations at such times as determined by the Council;

appoint resource persons, Supervisors and Invigigatdth the appropriate skif
set,

ensure that the necessary infrastructure required for the conduct of the
examinations is in place. The infrastructure covers the availabflitysources
includingcomputer hardware, softwarenternet connectiorand ills set;

make decisions necessary for the efficient and effeatimeductof the Counsd f Q a
examinations.

Functions Required for the Conduct of Examinations

7.

The Local Registrashould ensure that resources are in place to undertake the

functions listedbelow.

Ensuring that centres have the recomnaeal systems requirements to conduttie
examinations

Verification of the identity of candidates taking the examinations

Ensuring that candidates have valid email addresses placed in ORS.

Provision olusernanes and passwords candidates.

Provision of the names andmail addresses of persons involved in the conduct of
examinations.

Provision of personnel with the requisite skills set to conduct the examinations
including the installation of the Safe Exantina Browser (SEB), monitoring of
examinationsa dzo YA &a A 2y 2 T atlthg Randling iofSteciihicad igsiek
that may arise during an examination

The Chief Invigilator and Invigilator

8.

The Inspera Assessment electronic testing system speaks iescdrformed byhe

ChiefInvigilator and the Invigilator. The Local Registrar may determinalthies to be
assigned to the different groups of personnel involved.

The functions to be carried out by the Chief Invigilatmiude
installing the Saf&xam Browseon the computers

monitoring of the examinations

resolving inalents that may arise during aaxamination

adding additional time for a candidate to complete an examination
handling offlinechallengesncludingmanual uploadf an examination

5|Page



10.  Thefunctions to be carried out by thievigilatorinclude
i. identifyingcandidates admitted tohe examination centre
ii. seating of candidates
ii. FaaAradAyad gAldK O BRiAgRHeSISEENBOvWE&E& A Yy A a adzSa
iv.  supervisingcandidates at the exaimation centre.

Before the Examination

Systems Requirements: Hardware and Software

11. Local Registrars should ensure that all computers at the examination centre have met
the system requirements listed aappendixl of this manual.

12. Access to the Internets normally required in order to start the examination.
Circumstances may arise where the work must be done offliflee minimum bandwidth
requirement iss12kilo bytes (k) per uset

13. Each candidate should be assigned to a separate compWéren an eamination

room contains 15 or less candidates, there should be a minimum of one spare computer, and
one spare computer for each multiple of 15 candidatesreafter. For example, if a room
contains eight candidates, the should be nine computers, if dontains 25 candidates, at
least two spare computersould be required and so on The Local Registrar should ensure
that each examinationcentre is provided withat least onecomputer br use bypersons
performing the roles o€hief Invigilator anéhvigiator.

Safe Examiner Browser

14. SafeExamBrowser(SEB) ian applicatiordesigned to carry out onlinexaminations
safely. The software changes any computer into a secure workstatibprevents cheating
by locking down access to resources on the corepstuchasother websites and applicatian
on the local storagéor the duration of the examination.

15. Asearlyas afew weeksbefore the start of the examination sittinghe Local Registrar
shouldensure that he SEBs downloadedn each computer; the EB is available from the
L y & LIS NI Qsing thélinkitasiliSpera.atlassian.net/wiki/spaces/KB/overview

16. At the latest, he SEB should be download¢dree days before the start of an
examinationbecause installing the SEB on the day of the examination may delay the start of

the examination If the computesalready haethe SEB installed from a previogssamination

sitting, the Chieflnvigilator shouldcheck toensue that the SEBrersion is the same as that

2y Ly aLJS NITEESERIfay éhangeShétween one examination sittigaanther,

thus, it is recommended that users ensure that trersion of theSEBd be used¥ 2 NJ / - / Qa
examinationsis the one available y L y & LIS NI @ & impdBtantitd riots that that
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version may not necessarily be the latest versionvailable on the open market. The
compatibility of SEB may hested bytaking any of théPracticetests offered byCXC

How to Download SEB

17. 1ftKS {9. Aa y2i4 AyadlffSRE GKS AyadNUzOGAz
website should be followedAppendix 2 also provides a stbp-step guide to installing the
SEB.

PracticeTests

18. CXC wilhormally schedulePracticeor demotests about two veeks prior toany
examinationsitting. The tests may be taken bgndidates fromanyexamination centre

19. The Practicetestsseekto:

i.  give the Chief Invigilator the opportunity to verify the compatibility of the SEB on the
OSy (i NB Q aswith 2 dnklriaBwillbe used fothe examination;

ii. detect and resolve any issues priorttee scheduledstart of examinations

iii. provide opportunities forcandidates to become familiar with the electronic testing
system

iv. act asa conduit forstafftrainingat the local level

Examination Materials and Related Equipment

20. Beforethe examnation is scheduled to begin, eachntre should have

i. aminimum of two (2) USB stickd'hese will be used in casgkere the examination
must be completedising the offline metbd. The minimum size recommended for
the USB stick is 8G

il. blank paperfor candidates to record their SEB password and to use as scrapfpaper
rough work

iii. Reporting on Irregularities FosiForm EXA4),

V. a board (chalk or white)/flipchart displaying legibly to all candidates in the
examination roomthe SEBPassword andhe start and end times of the examination
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V. a clockshowingthe correct time must also be visible and legible to every candidate in
the examination room.

Loqin Detailf Chief Invidiators/Invigilators

21.  Chieflnvigilato/Invigilatorswould normallyreceive frominspera Assessment an e
mail with the subject title(CXC), your email account has been actilatdhee-mail will
providethe username andjivethe recipient the opportunityto create his/her owrpassword
Theusernameshould be provided to the Chief Invigilagdnvigilators, preferablytwo weeks

in advance of the examination sitting.h&dChief Invigilato#/Invigilatorsshould contacthe
Local Registraf they do not reeive the requisite login detailsUsernames and passwords
will remainin effect from one sitting to anotherunless otherwise changed by the users or
CXC

22. Thepasswordmust beat least 10 digitdong and must includat leastone @pital
letter, one lowe caseletter, one digit and one special charactekn example of a password
may be CXCisall#1 At no time should secure passwords be shared that will permit access
G2 /I YRARIrES®iaatichO NA LJG a 2

23. Whent 233Ay 3 Ay i2 (ckeyndpedhdladfis) the |Gy acleénSEigure
1 belowwill appear

CARIBBEAN
EXAMINATIONS
COUNCIL

Figure 1

24.  Persons who have forgotten their usernasteuldcontact theCXC, Helpdesk order
to receive their username.

25.  Persons who have their username but have forgotten their passwomnllgtog on
to Insperd @website, thenselect theForgot Password?option - seeFigure 1. They would
then be taken tothe screen at Figure 2Pe'sonsmust input their username and aamail will
be sentwithin a matter of minutego their e-mail addressvith the new password or a link
that leads to the new password.
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Forgot password

Provide your username and you'll get info
about resetting your password in an email.

€ Bac Send password

Figure 2

E-mail Notifications

26.  Chieflnvigilatorsand Invigilatorswill be assigned to various tests duriagy one
examination sitting Each Chief Invigilat@nd Invigilatowill receivee-mail notificationfor
the various tests assigned.Persons should log into the Inspefaawebsite
(https://cxc.inspera.no/admir) to confirm the test information (test name, date and times)
beforethe date of he examination.

27. It is crifcal that all persons who will be interfacing witie electronicexamination
system,have and maintain a validmail address since communication will theough that
medium largely

Invigilator Password

28. Foreach examinationthe Chiefinvigilatoris given a password that is referred to as
the InvigilatorPassword Tre Invigilator PassworshouldNEVERe givento candidatesout
instead,be used in the following instancee assist candidate

i. to exitthe SEB
ii.  whoneed to $art SEB mor¢han once duringhe sameexamination,
ili.  whowant to withdraw from theexamination

iv. toR2gyf2FIR (GKS Ol yRARFGSaineg2N] AT (KS
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Safe Exam Browser Password

29. TheSafe Examination BrowsE€EBPasswords a password thawill be provided for

each examination. Ehould bedistributed to the candidateapproximatelyl0 minutes prior

to the start of the examination. This is to allow the candidates access to the examination in
SEB The system will not allow candidates sart an examination unless th&EB has been
launched

How to Access the InvigilatoPasswordand Safe Exam Browser Password

30. The Invigilator Password andf8 Exam Browsdtasswordhould beaccessibl@bout
15 minutesprior to the start of the examinadn.

31. Loginto https://cxc.inspera.no/admirusing the username and password\ screen
similar to the one at Figure 3 should appedhe screen is referred to as the Dashboard.

=% https.//cxc.insperane. sdmin=home

- L Dashboard Author Deliver Monitor Grade Report

Recent events View all

Looking for more events?

Figure 3

32. SelectDeliver and Testson the maintoolbar. A screen like the one at Figure 4 should
appear. It shows all the tests the Chief Invigilator/Invigilator has been assigmeglven
access

B Archive
Created By: All v Status: All v Evaluation type: All v Search Tests
QUICK FILTERS Y L Q
Created by me Eval
Edited today Title Status Type Last edited Edited by type Actions
Sy R 201611-05118011-ENGLISH-..  Starting tuesday at11:00 1A 11-24-2016 10:13  MARVA LASHLEY N/A ]
Starting tomorrow AM AM
Clear all filters ) _
201611-05118011-ENGLISH- Starting tuesday at 9:00 AM 1A 11-24-2016 9:59 AM  MARVA LASHLEY N/A ]
® NewTest Started yesterday at 6:31 1A 11-23-2016 6:29 PM  Henriette (Inspera) N/A a
PM Godal
201611-05143011-SOCIALST...  Starting monday at 1:00 PM 1A 11-23-2016 5:58 PM  MARVA LASHLEY N/A |-
201611-05143012-SOCIALST... ~ Starting monday at :00 AM 1A 11-23-2016 5:56 PM  MARVA LASHLEY N/A -
v
AR1E11 ATAAEATA CRARIET] Cenminm man o ns 1100 ia 44 M ANTE C.EA PRA RAADAIA L AT PV nira =

33. The appropriate test must be selected.screen similar to the one aidgture 5 will be
shown.
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34. The user would see when the testsisheduledo start and end; a countdown to the
start time of the test. The Chief Invigilateould also be able to see the Invigilator and Safe
Exam Browser Password.

35. Each examination activadecarries a different Invigilator and SEB Password.

'RENR DEMO TEST DOMINICA SEB is active

Test opens Standard end time Duration Countdown
08.07.2019 10:30 AM 10.03.2020 4:30 PM 150 minutes Ends in 7 day(s) 06:12:24
Modify

Highest extra time  Extra time countdown

20 minutes Extra time left 20:00

URL for candidate login Get started with lockdown tests
https://cxc.inspera.no Learn more

Invigilator password: SEB password:

c541a kc7654

Figure 5

Candidatesl ogin Information

36. Candidateshouldbe advisedto arrive at the examinatiogentreat least half an hour
before the scheduled start of the examinatiohey should bring their

i. personal identification credentiald LI 3 a L2 N> RNAGSNBERQ f AOSyO
card, et cetera) These will be verified by the Invigilators;

ii. usernameand password

37. Each candidate should be given his/her owmmail address by the Local
Registar/examination centre after the completion of the registration phase but well before
the start of the examination sitting

38. Centres are expected to generate tisaibject Registered Repodr the Candidate
Access Listing by Centre Repfram the OR%Nnd povide the candidates with theinspera
login credentials It should be noted that Candidates Login Credentials remain the same for
all examinations for which the candidate is registered.

39. Inthe event thata candidatehas forgotten his/hellogin credentals (username and
password)the Chief Invigilator may access theisingthe steps below:
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i.  Selectthe Monitor Icon on the mainmenuscreenat Figure @Gand the screen
at Figure7 will appear.

Tests » BELIZE TEST SESSION- EDPM 8 contributors v+ 9 () @& SaveasTemplate

BELIZE TEST SESSION- EDPM is active

Test opens Standard end time Duration Countdown
01.03.2020 10:00 AM 17.04.2020 6:30 PM 165 minutes Ends in 43 day(s) 04:09:22
Modify
Figure 6
100093 PRACTICE SESSION 10 [ 2o v |
All Candidetes 10 Q ! fikersY0 O O &
- D A Status Progress Warnings Minutes spent Submission saved Extratime Attendance
1-100°10 .

Figure 7

ii.  Next to the number of candidatestsated at the top of the screen there is a small

148 ~

drop down arrow . Once that down arrow has been selected, the Chief
Invigilator then selects candidate credentials as in Figure 8 below:

202003-03-08270011-RE...

148 Individual submission

Q  Search candidates ~ Send message toall Fiters¥o © | m|| =
Candidate Credentials Minutes Submission Extra
L D A Stat spent saved time Attendance

Download as CSV
[ INTINNIND Timlime n Mt ot

Figure 8
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iii. After selectingCandidate Credentials, the screen agufe 9 will appear. Each
candidate will have his/her own page with login details. The page also shows the URL
the candidate should use to access the examination. Chief Invigilators may also select

the Open as CSV bhutton to open the credentials in arlespreadsheet which makes
it easier to print.

CARIBBEAN
EXAMINATIONS
COUNCIL

202003-03-08270011-RENR March Pretest TO1

20200303-0780010010 Login Detalls

Login page: https://cxc.inspera.no

Username: 54360193

Password: fdxm

SEB pincode: pt0580

Figure 9

40. Candidates should login with their usernames and passwamishe website,
https://cxc.inspera.no¢ KS  OF YRARF 1SaQ dzaASNYIYSa | yR
throughout the examination session.

41. Shoulda candidate experiencedifficulties logging into the system, the following
optionsmay be adopted

i.  ensure that the candidate is using the correct username and password;
ii.  verify that the correct test has been seted by the candidate;
iii.  confirm that the SEB pssword is correct;
iv.  ensure that the URL is correct;
v. use adifferent browser(Edge ChromeFirefoxor Safar).

13| Page
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42. To get the passwords and usernames of all the candidates, the user should click in the
Candidate €&dential field at Figure 8This should be done at least 30 minutes before the
start of the examination.The credential®f all the candidateshould be saved to a memory
stick and may even be printed.

At the Start of the Examination
Monitoring

43. To montor the progress ofcandidates for a particular examinationhet Chief
Invigilator/Invigilator shouldlogin and select the Delivaool, then select the particular
examination. At Figure(l select the Monitor option in the topight hand cornerof the
screennext to the Preview option.

=* https://cxc.inspera.no/admin®/deliver-test/39 O ~ @ &

.‘. Dashboard Author Deliver Monitor Grade Report

Tests # CCSLC INTEFSCI SPECIMEN... 69 contributors v "D log O Monitor @ Preview

CCSLC INTEFSCI SPECIMEN PAPER is active

Test opens Standard closing time Countdown

11-25-2016 12:00 PM 11-25-2016 4:00 PM Ends in 01:12:04
Modify

Question Set

SPECIMEN - CCSLC Integrated Science by Henriette (Inspera)...

Preview &) English

Test information (optional)

READ THE FOLLOWING INSTRUCTIONS CAREFULLY

1. This test has 49 items. You will have 1 hour and 15 minutes to answer them after which
snsill henasb bbb,

o— bl M E——

Refresh &

Figure D

44.  Once the page populates, the Chief Invigilatbould see only those candidates from
their centre. If this is not the case, they shosé&hrch for their centre to ensure that they are
monitoringONL Ythe canddates from their centre. Itis important that Chief Invigilators know
their centre number.

45.  Only candidates sitting an examination at that centre will be displayed. In the Search
view, the search may be further filtered by setting the Select columhest start time and
select the filterToday Only candidates at that centre, taking the examination "today" will be
displayed. The Chief Invigilator can save this\dgwato the dashboard so that it would not

be necessary to perform this action evelgy- "today" would update automatically from day
to-day.
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46. Theprogress of the examinatioshould be monitoredrom the login stage to the
delivery stage TheColumns drodown arrow¢ see Figure 1¢ may be usedo addadditional
or removeexistingcolumnson displayThusthe user can tailomake what may be monitored
during an examination.

47. The Chief Invigilator siuld becone familiar with the options inthe Columns
dropdown arrow. Some of the options may be more useful than the others.

Candidates 98

Q
a

Figure 1L

48. When monitoring the progress of the candidatebgetChief Invigilator/Invigilators
should ensure that theandidatesnove through the required stages. The candidates should
move from Dashboardto Inactive Ready, I#Progress, andsubmitted These stage are
described bela.

i. Inactive the candidate has not logged in or is offlinéthe Satus column is empty,
the candidate has never logged in.

ii. Dashboard the candidatehas logied inand can see theSudent Dashboardg see
Figure 2.
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My tests Demo tests

March 2016

& Individual £ The test window started a day ago

ECON2815 Microeconomics 20165
March 30, 2016 10:00 AM March 30, 2016 5:00 PM

0 You did not submit

Click here to get ready

Figure 2

iii.  Inactive:the candidate has entered the SEB password and the system is preparing the
candidate to start the examination.

iv. Readythe candidate is ready to start the testhecandidatehasreceivedand keyed
the four-digit SEBin number. The orangeStartthe testbutton becomes ative once
the start time of the test is reachegisee Figurd.3.

& Individual & The test window started a day ago

ECON2815 Microeconomics 2016S

March 30, 2016 10:00 AM March 30, 2016 5:00 PM

V Your browser has been approved

Start the test

Microeconomics 30.03.2016
Start: 10AM End: 5PM

Remember to bring a calculator.

Figurel3

v. In Progressthe candidate has opened the test and is working orhleissubmission.

vi.  Submitted when candidates taking an exam in Safe Exam Brosegenits, they will
be taken to a page stating that they have submitted and directs that they exit SEB.

49. There are other areas that the Chief Invigilator/Invigilatsinould monitor. When the
test is inProgress, they should view thelamn that reads Subission Saved to see when it
starts to populate. It becomes populatevhen candidates begin tmaneuverthroughtheir
work. Itis updated continually throughout tlexamination
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Warnings

50. Themonitoring of candidates should also be done using the Wastolumn. The
types of Warningmay be filtered to include:

i.  Client errorg reports Javascript errors in the candidate browser
Procedure

a. Perform avisual inspection
b. In Monitor, checkSubmission Savetime stamp for potential saving delays

ii.  Network error¢ candidate has a wak or poor contact with the system

Procedure

a. Perform avisual inspection
b. In Monitor, checkKSubmission Savetime stamp for potential saving delays.

iii. Lockdown Logig Candidate has been logged off and has logged in again or another
candidate is attempting to login with their credentials and the candidate got booted
out of thesystem.

iv. Offline ¢ if the candidate has been offline for more than two minutes this will be
recordedc see sectiorLoss of Internet During an Examinatipage ¥.

v. Quit SER candidates have been logged out of the SEB using the Invigilator Password
¢ seesectionRelLoginto SEB withnvigilator Passwore  LJ-.3 S X ® ®

Candidates Unable to Start

51. If there is a power outage or loss of Internet connectivity before the start of the
examination, attempts should be made to have the power supply or the Internet access
restored as soon as possible. If that cannot be achieved within 30 minutes, then contact
should be made with the Local Registrar dinective on the course of action that should be
followed.

RelLogin to SEB with Invigilator Password

52. The invigilator pasword is required to réogin to SEB to prevent candidates who have
exited SEB, but not submitted, from continuing the test from other locatidie procedures
below should be followed.

i Open the examination on the candidate’s computer.
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i.ii  Let the candidaé enter the fourdigit SEB Password. They will then get one option;
"Resume test¢ see Figure 4.

Figure 4

Liii  Enter the Invigilator Password and select "Resume tesee Figure 4.

' INVIGILATOR PASSWORD

Cancel Resume test

Figure B

i.iv. The candidate can continue the examination.

Loss of Interne Acces During an Examination

53. If Internet acceshas bendisrupted the Informational Offline Alert will be displayed
as in Figurd6.

4 OFFLINE. Trying to restore connection £* >

[T | A
Figure B
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54. If Internet connection is not restored within a minute, the Critical Offline Alert will be
displayed.

55.  The candidates may continue work offlined ¢KS OFYyRARF(GSaQ &2NJ
to a memory stick by the Chief Invigilator.

56. LU aK2dzZ R 0S y20SR (KIG g2NJAy3 Ay |y 27FF
is not saved to the computer or netwlobutto alocal storageor browser |If there are other
incidents offline, whatever work is completed in the offline mode may be lost.

57. Ifthe computer loses thenternet connection for more than a minute, the rudidate
should be advised toontact an mhvigilator.

58. When the candidate wishes (or is forced)deliver offline, click on the "hamburger
menu" in the top right corner of the screen and choose from the opt®ave delivery as file

0001

Connection lostZ This might be permanent. Please contact an invigilator to download submission and exit Save Exam Browser Q

A

59. To deliver in offline mode, thenvigilator Password is neededThe candidate must
contact an hvigilator who will type the password and cliok
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Go to submission page

4 Language >
&  Withdraw ' >
Exit Safe Exam Browser >
Save delivery as file >
&
Figure 7
60. Insert the Invigilator Bsswordand then clickhe Save delivery as fitesee Figure 1.

61. Even in offline mode, the candidate cdaliver blank Check the box "Deliver blank"
and follow the instructions to do spFigurel8.
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https://inspera.atlassian.net/wiki/display/KB/Deliver+blank

ve your delivery as file and hand it over to the invigilator.
2 as blank delivery

~ INVIGILATOR PASSWORD

LR AL L L] .‘ ]
Save delivery

Figurel8

62. Then downloading is then confirmed, and the candidatel ahe Invigilator get
information on whereo find the file on the computeg Figurel9refers.

Figurel9

63. The Save delivery as file message remains on screen. Press OK to continue.
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