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Introduction

This document is designed to be a working user guide, to offer general advice, guidance,
support and practical explanations for students taking ExamSys exams off-site, and for staff
who are supporting students in these assessments. This guide is not an exam rubric, and does
not contain assessment regulations. Some schools may have specific requirements that mean
that they do not follow this guide precisely. These should be communicated directly to relevant
students. It is recommended that this guide is made available to students in advance of their
exam, so that they have time to read it and raise any queries ahead of their exam.

How do remote ExamSys exams work?

Preparing to access your exam

Remote ExamSys exams are taken using your own device in a location that suits you. This
location should be somewhere quiet, somewhere that you can be alone (or at least where you
will not be interrupted), with good internet connectivity and where you can sit comfortably for
an extended period of time.

Remote ExamSys exams are not invigilated directly, but it is still expected that you will not
collude with others, and that your work is your own. You may be expected to make a declaration
to this effect at the start of your exam.

Remote ExamSys exams do not have a specific exam link. Instead, the generic
examsys.nottingham.ac.uk is used. When you log in, ExamSys will only show you exam papers
scheduled at that time that match your enrolments. Please refer to the login procedure detailed
on the next page.

You will need an additional password in order to access your exam paper. This is shown on your
exam timetable. If you are looking at your timetable on the app, this is shown under the ‘Notes’
field. You will be prompted to enter this password after you have successfully logged in to
ExamSys. Do not use the exam password to try to access the system.

Timings in remote ExamSys exams

Your remote ExamSys exam has a fixed start time. This is shown on your exam timetable. You
will not be able to access your exam until 15 minutes before the stated start time. If you try to
access your exam before this, you will see an error message saying ‘No exams found’. You
should try to start your exam as close to the stated start time as possible.

Your exam duration will be controlled by a countdown timer. It is important to note that your
countdown timer is individual to you, and will not start counting down until you click to start the
exam. Therefore you will not lose writing time if you have any minor difficulty accessing the
exam at the precise start time.

Your countdown timer will run continuously once it has begun, and your work will be
automatically submitted and your access stopped if it reaches zero. You should usually submit
your work before this point by clicking on the ‘Finish’ button on the final screen, which will then
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display a confirmation message. Please note that ExamSys does not send submission
confirmation emails.

Technical difficulties in remote ExamSys exams

If you lose access to ExamSys for any reason during your exam, please do not be concerned.
Close any remaining browser windows and open a new one. Then repeat the login process. You
will then be able to pick up exactly where you left off. However, please be aware that your
countdown timer will have continued in the background.

You will notice a discrepancy between the duration stated on your exam timetable, and the
duration that shows on the start screen of your exam and on your countdown timer. This will
usually be 10 minutes.

This additional time has been added to the duration of the exam to mitigate for any minor
technical difficulties that you may experience — for example Wi-Fi instabilities, screen freezing,
or sudden and unexpected device updates. You should try not to use this time unless you need
it, and you should report any technical difficulties experienced using the query form linked at
the end of the exam. Use of this additional time can be monitored by markers.

Additional information for students with Support Plans

If you have additional writing time or rest breaks as part of a support plan, you have been
granted 50% additional time for remote ExamSys exams. This has been manually applied to
your ExamSys user account by the Exams Operations team. Once set up, this additional time
will be automatically applied to all of your future remote ExamSys assessments.

If you have provision in your Support Plan for you to begin 9am exams at 10am, then this will
also apply to your remote ExamSys exams. Your exam timetable will still show a start time of
9am, but you should begin your exam at 10am as stated in your support plan.

When you look at your exam timetable your additional time will not be shown there. However,
when you look at the start screen before you start your exam, the duration stated will include
your additional writing time. If this is incorrect, please contact the Exams Office immediately
and we will be happy to look into this and rectify any errors before you begin, and to ensure that
you do not lose out on any writing time that you should have.

Exam Login Procedure

o Onthe day of your exam, navigate to examsys.nottingham.ac.uk around 15 minutes
before your exam is due to start. (If you attempt to login before this, you will see the
message ‘No Exams Found’)

e Login to the ExamSys system using your usual university IT username and password.

e This will take you to the start screen (shown in detail on the next page), which will
show important details about the exam. Please read these carefully.

e Whenyou click on ‘Start’ you will be asked for an additional password.

o Please enter the specific exam password from your exam timetable.

e The paper will then begin, and the timer will start counting down.

e Onceyou finish your exam, please click the ‘Finish’ button on the final screen to
submit your script.



https://examsys.nottingham.ac.uk/

Start screen

4_| LIFE2071-NOD-resit-Aug20

Rubric: This is a closed-book examination and students may not refer to any other source or person in taking this paper. No Hand held calculators or other electrenic equipment, ather than the examination computer
and the on-screen/ inbuilt ROGO calculator, may be used.

Dictionaries are nof allowed with one exception. Those whose first language is not English may use a standard translation dictionary to transiate between that language 2nd English provided that neither
language is the subject of this examination. Subject specific translation dictionaries are not permitted

Rogo marking: A correction factor for random guessing will be applied to the raw marks. This exam is NOT negatively marked

Candidates. LIFE2071
Screens: 14 Navigation: Bidirectional G
Marks: 120 (Adjusted using random mark of 12.63) @

Current User % Duration: 3 hours

Time remaining: 180 mins 0 secs

You may start once you have received the exam password

Start
@ Log an issue that

ompleting the exam

o Title: This should include the module code, confirming the identity of the paper.

o Rubric: These are the instructions and regulations specific to the exam. Read these
carefully.

o Candidates: Further confirmation of the module code.

o Screens: This is the number of screens in the exam.

o Marks: This is the number of marks available for the exam. This may reference
adjustment using a random mark. This is a correction factor applied to all scripts to
account for random guessing. This is not negative marking.

o Current user: This should be you.

o Navigation: This will either say Bidirectional or Unidirectional. If it says
unidirectional this means that you can only move forwards through the paper. Once
you have moved on from a particular screen, you cannot return to it.

o Duration: This is the total duration of the exam, including the additional 10 minutes
in case of technical difficulties, and any additional writing time you may be entitled
to as part of a Support Plan. If you should have additional time from a Support Plan
and this is not displayed, please contact the Exams Office.

o Time remaining: This shows the amount of time you have left on the countdown
timer. Before you start, this should be the same as the duration. If you leave your
exam part way through and return to it, it will show how much time you have left.

Changing your account settings in ExamSys

If you need to amend your account settings, for example if you require a different font size for
your exams, please read this blog post for further guidance.


https://blogs.nottingham.ac.uk/learningtechnology/2023/01/11/students-change-account-settings-in-examsys/

Reporting technical issues & troubleshooting

This section shows some common ‘Error’ screens that you may encounter in ExamSys, and
what they are likely to mean. Please consult this section before contacting the Exams Office, as
itis likely that you will be able to solve the problem without additional assistance.

‘No exams found’

amSys

mentManagement System

Q No exams found

Most likely cause is one or more security conflicts with

IP address - 80.1.211.232 (unknown address
Time/Date - 21/08/2020 16:06:12

Year of Study - 3

Modules -

2020:
2019:
2018:
2017:
2016:

User

Rog2020-0S8

PHAR3001, PHAR3002, PHAR3003, PHAR3004, PHAR3008

PHAR2001, PHAR2002, PHAR2003, PHAR2004, PHAR2005, PHAR2006, PHAR2007
PHAR1002, PHAR 1003, PHAR1004

LIFEF002

roles - Student

What you can try

« |f the time is more than 15 minutes before the start of the exam wait untll within 15 minutes and press F5
* Raise your hand for a member of staff

If you see this message on logging in to ExamSys, there are a number of things it might mean.

1. You have logged in on the wrong day or at the wrong time for your exam - either too
early, or too late. ExamSys will only show your exam at the time it is scheduled for. At all
other times it will show the ‘No exams found’ message. Check your exam timetable to
be sure you have the right date/time.

2. Alternatively, there may be a problem with your module enrolment for the exam you are
expecting. ExamSys automatically takes your module enrolments directly from your
student record, and updates them overnight. You can check these are correct by
looking at the information on the screen. ExamSys displays your enrolments and
associated academic sessions on this screen under ‘Modules’ — check that the module
code for the exam you are expecting falls under the correct period e.g. under 2024 for
the 2024/25 academic year.



‘Access Denied’

<« O 5] httpsy//examsys.nottingham.ac.uk

Q Access Denied

Authentication with ExamSys has failed, please remember

» Usernames/passwords are case-sensitive
» ExamSys uses the LDAP passwords
« Press 'F5' on the keyboard to try logging in again

If you see this message on logging in to ExamSys, it may mean one of two things.

1. You have typed your university username or password incorrectly. This is the
most common scenario. You must use your IT username (not your full email
address, or your firstname.lasthname format for O365), and the password that
corresponds with this. Common errors also include trying to use a student ID
number, or the exam paper password to log in to ExamSys.

2. ltis also possible (although much less likely) that there has been an error on
your student record, and the integration to ExamSys has not worked properly. If
you suspect this to be the case, please contact the Exams Office.

‘Save failed’ error

Save Failed!
[ If the problem persists please inform an invigilator / administrator.

If you see this message at the bottom of your screen when you try to advance to the next screen
of the exam, please do not worry.

This means that your answer data is in a queue at the server, it does not mean that your
answers have been lost. Your data will reach the top of the queue and be recorded in due
course.

This error message is more common in unidirectional exams, which can be especially
unnerving as it is not possible to go back and check your answers at the end. If this happens,
please complete the query form, but be reassured that it does not mean that your answers are
lost.



‘Confirm form resubmission’ or ‘Page cannot be displayed’

Confirm Form Resubmission

This web page requires data that you entered earlier in order to be properly displayed.
You can send this data again, but by doing so you will repeat any action this page

previously performed.

Press the reload button to resubmit the data needed to load the page.

ERR_CACHE_MISS

If you see either of these messages during your exam, this is likely to be as a result of a problem
with your internet connection. You should complete the query form once the problem has
resolved. You may need to repeat the login procedure in order to get back to your exam. You
may need to re-enter answers from the screen that you were on when the problem occurred.

Contacting the Exams Office

If you have been unable to resolve your problem by reading through this guidance, please
submit an enquiry via the student enquiry centre and we will assist you as soon as possible.
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