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CHECKLIST for candidates of the SUMMER and FALL 2021 online exam session 
 

Preparation 

o ROOM: I write my exam in a room in which I am alone for the duration of the exam. The room 

should be quiet and well lit. 

o COMPUTER: I have a PC or Mac with a camera and microphone; I have prepared myself to work 

on the sector (plug) and not on battery power; 

o SMARTPHONE: I have a device with a camera and a microphone; I have prepared myself to 

work on the sector (plug) and not on battery power; 

o POWER: my plugs and cables allow me to power my computer and my mobile phone 

simultaneously; 

o INTERNET: I have a stable and reliable connection;  

o MOODLE: I have properly registered for the MOODLE exam server (https://examscimed-

moodle.unifr.ch/); I know that this is a different server from the one dedicated to the courses, 

so I have to register separately. I have signed the Declaration of Honour on it. 

o WRITTEN EXAM: I have read the technical and pedagogical instructions for each written exam in 

the MOODLE space dedicated to it; in doing so, I have ensured that I know where to find the 

MOODLE space for each written exam I am going to take and that I have access to this space; 

o MS TEAMS: I have registered for this service (with my @unifr.ch login) and I have installed its 

App on my smartphone and on my computer; I know that I have to click on the link to connect 

to the proctoring only after I have correctly installed and started TEAMS on my smartphone; 

o MS WORD: I have this program or another word processing program that allows me to edit a 

WORD document (.docx); 

o ADOBE ACROBAT: I have this program or another program that allows me to convert a WORD 

document into a PDF document (.pdf) and to edit PDFs; 

o EXPLORER: I use another browser than EXPLORER, because I know that it is not supported by 

MOODLE anymore; 

o PROGRAMS: I have downloaded and checked the correct functioning of any other software 

authorised or required for the exam, whether for proctoring or for conducting the exam. 

o SCAN: if my exam requires questions to be solved by hand and scanned, I have either a scanner 

or a scanning app on my smartphone. I have tested these, to ensure that I can scan quickly. 

https://examscimed-moodle.unifr.ch/
https://examscimed-moodle.unifr.ch/
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o SETUP: I have tested setting up my smartphone for procotring. I know that my hands, table, 

keyboard and screen need to be visible; I use a chair, shelf or stack of books, for example, for 

the angle to work. 

o AUTHORISED MATERIALS: I know what materials are allowed for each of my exams. If I have 

any doubts, I have contacted the lecturer to ask for clarification. I know that headphones and 

smart watches are not allowed. 

o DOCUMENTATION: I have read all the material that has been made available by the faculty, 

section, department and lecturer for the exams. 

 

How the exam proceeds 

o EXAM AND PROCTORING TESTS: I took part in the test exams and proctoring tests that were 

offered to me by the sections, departments and/or lecturers. 

o PROCTORING CONNECTION LINK: I know that my connection to a proctoring meeting for a 

written exam is private; I know that I must receive it by email at least 3 days before each written 

exam; 

o PROCTORING: I participate in the proctoring meeting with my Unifr account; the camera, 

microphone and sound are activated for the full duration of the exam; the sleep mode of my 

smartphone is deactivated; in case of a failure of my smartphone, I have to connect to the 

proctoring meeting with my computer to ask for instructions; 

o CONNECTION TIME: I know that I need to log in to the proctoring session 30 minutes before the 

official start time of an exam; 

o CAMPUS CARD: I have my campus card or other identification with me, so that my identity can 

be verified; 

o BATHROOM BREAK: I know I can leave the room to go to the toilet; before I leave I write in the 

proctoring chat that I am going to the toilet. I also write when I come back; my smartphone 

stays connected to the proctoring and pointed at my work place while I'm away. 

o SUBMISSION OF SCANS: If my exam requires me to submit a scanned document, I stay logged 

into the proctoring if I am using a scanner (or a second smartphone). If I need to use a scanning 

application on the same smartphone that is used for proctoring, I announce in the chat, that I 

will leave to scan; I know that once I leave the proctoring session to scan, I have 5 minutes to 

submit the scanned document. 

o PROCTORS: I listen to the proctors' instructions, e.g. if my camera needs to be moved; if I have a 

problem, I first ask the proctor for help before contacting the hotline. 



 

 

 

 

 

 FACULTÉ DES SCIENCES ET DE MÉDECINE 
MATHEMATISCH-NATURWISSENSCHAFTLICHE UND MEDIZINISCHE FAKULTÄT 

o HOTLINE: I know that a HOTLINE is open during each written exam; I know that I should report 

and ask for instructions in case of persistent technical problems; 

o TECHNICAL ISSUES: I know that technical issues may arise and that I must do my best to resolve 

them; if necessary I will try to connect to the exam or proctoring with another device; I know 

that if the technical issues cannot be resolved, I can cancel the exam using the form within 2 

hours after the exam and that I will have to provide evidence of the technical problem. 

 


