Creating an Instructor ProctorU Account

Instructor (and student) ProctorU accounts can be created from within D2L (by choosing “ProctorU” in the top right corner of the navbar on the homepage) or via the ProctorU
website: https://go.proctoru.com/session/new
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When asked if you already have a ProctorU account, choose “no”.
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Do you have a ProctorU account already?

If so, please click Yes below and log in. If you do not have a ProctorU
account, please click no. This will take you to the account creation
page.

“



https://go.proctoru.com/session/new

1.

If you need to be able to create your exam immediately, select that
option. It takes ProctorU up to a day to verify your teacher account- so if
you don’t select this option, you might be slightly delayed in setting up
your exam with ProctorU.

Input name, GORDON email, and a password you can remember. Input
some type of phone number so that ProctorU can call if thereis a
problem with the setup of the exam.

Institution

Gordon State College

Name

Account

Timezone

Contact

* At least one phone number is required.




3. Input an address (you can input Gordon’s address if you like).
4. Use a webcam to take a photo to be included in your profile.
5. After submitting your account, you will receive an email asking you to

confirm your account. You will then get another email stating that your
account is to be verified (usually takes less than 1 day).

Address
Country * United States >
Street1 * 419 College Drive
Street 2
City
State/ Province/ Region * Georgia =

Zip/ Postal Code * 30204

Picture

You have denied ProctorU access to your webcam. Please click the button below to enable access to your
webcam to take your profile picture for our service.

Enable Webcam

Thu 7/27/2017 3:35 PM

help@proctoru.com

ProctorU account confirmation instructions
To Jackson, Annette
ﬂ Click here to download pictures. Te help protect your privacy, Outlook prevented automatic d
Hello

You can confirm your account through the link below within 3 days.

hitp://go.proctoru.com/confirmations/T4CGKzBkBE 2idF Ibh BryVLDXY Z

Hello Welcome to ProctorU.

We have notified your faculty representative to verify instructor status. They will be contacting vou within 48 hours.

Follow {@ProctorU on Twitter




Instructors: Registering an Exam with ProctorU (for students to schedule)
.

1. Login to your instructor ProctorU account (via D2L or standalone). Choose “ADD NEW” in the top right corner. Choose “EXAM”.

All Exams

Exam

DEPARTMENTS TERMS INSTRUCTORS

Import from Excel

12 1 1 0 V)

2. Input the name of the exam. Please include the: the name of the course and section, your name, and the semester. (ie: ENGL 1101 A- WILSON-FALL 2017). This will make it easy
for the students to locate. Choose your correct department. Include the email of any incident user. These are people who should be notified if an issue occurs during the exam
(instructors usually list themselves and maybe a department head/dean).

New Exam 3. In addition to the term and

instructor, include the duration of
the exam (the # of mins students | Exam Configuration

Exam Settings are allowed). Remember that the
price of the exam is based upon Term © * | Fall 2017 B
Exam Title ©@ * Introduction Exam- NURS 1101 this_ SO do not be too generous
Department @ * Nursing- Bachelor Level & In tlm’ng' Instructor @ Annette Jackson =
Incident Users For Exam URL- just paste the Duration (minutes) @ * 75
general D2L link (as noted here).
Incident Users © Exam URL @ https://gordonstate.view.usg.edu

- Make sure to include the
| - Exam password @ 123456789

password that you are also

Autumn Schaffer <autumns@gordonstate.edu=> inplItting into DZL- (It ShOUId be
in both placed: D2L and on the

Exam password 123456789 x

Confirmation @

ProctorU form). ProctorU
monitors type in the password

for the student- so it is always
secure.



Permitted resources @ -
SELECT ALL RESOURCES

Permitted browsers

0 resources allowed

[* 5]

[] Mo resources allowed

B

(] Textbook [ Ebook (Computer) [ Ebook (Website)

= = o

] Four Function Calculator [ Scientific Calculator [ Graphing Calculator

Computer's Calculator [] Online Calculator [ Financial Calculator

[] Handwritten Notes [] MNote cards [ Printed Notes [] Formula Sheet

[ ] Notes (PDF) [] Notes (Word) [] Notes (Powerpoint) [] Notes (Excel)

&

[] Course Website [] Pre-approved website [] All websites

[] 15heet [+ 2Sheets [ ]| Multiple sheets [ ] Whiteboard

O] Destroy Scratch Paper

Crothawaro

(] excel [ word [ Powerpoint [] Motepad [ Paint [] SPsS

W w

[] Bathroom breaks [ Other resources

Chrome [] safari [ ] Internet Explorer W] Firefox

4. In the “permitted resources” section, faculty are able to
determine what resources students are able to use on the
exam. You can also note if bathroom breaks are allowed.
Students will have to test in a private area with a closed
door (so not a computer lab setting).

5. For permitted browsers, we ask that you select:
Chrome, Safari, Firefox. DO NOT select Internet
Explorer (D2L does not work with IE).



Expected Mo. of Test 30
Takers & *

fdditional Exam Notes & A
Accommodations @

Joe Doe gets time and a half (so 113 ming)

6. In the “Additional Exam Notes & Accommodations,”
please list any students who get extra time on the exam
(for ADA). Please also note how much extra time they get.
This will need to be input into D2L using the special access
area. This form is just letting ProctorU monitors know about
the extended time. (They will not have access to your
instructor D2L area).

Students with extra timing for ADA are not charged extra.
They pay the same duration fee as the other students in the
course.

MNotify on Schedule |
Emails &

Name @ * |

Email @ *

Phone Number & *

Notes and Times Please only call on weekdays between 8AM-5PM EST.
Available @

7. Please include contact information just in case there is an
issue with the exam and ProctorU needs to ask you how to
proceed.



Exam Windows

[august (7] —[15]:[o0]
[september][3 ] —[15]: oo]

First Appointment @ *
Last Appointment @ *

Name €

Test Window: Aug 2}’—Sept| 3 x ‘

Submit for review

9. Instructors should be able to review the form before submitting it to ProctorU.
ProctorU will review it and activate the exam (to allow students to begin
scheduling). This will take a few hours. Instructors will be notified via email when
the exam is live.

8. The exam window should mimic what is in D2L for the access times for the
exam. There should be at least a THREE DAY window to ensure that students can
be accommodated. Your last appointment time should be the last time a student
can START the exam. (If the exam was 1 hour and ended at 9 pm, then the last
appointment should be before 8 pm). Try to avoid windows involving Friday
evenings after 10 pm until Saturday at 7 am (D2L is down for maintenance every
other week at that time).

Complete 0%

Search

Department:
Instructor:
Term:

Created:
Updated:

Exam UUID:
Iteration UUID:
Status:
Imported:

LMI Channel:
Open Invite:

Introduction Exa

Summary

MNursing- Bachelor Level
Annette Jackson
Fall 2017

Inactive
No
Default

L]

m- NURS 1101

URL:
Password:

Type:
Duration:
Effective Dates:

Name:

Email:
Phone:
Notes:

https://gordonstate.view.usg.edu By

123456789 | ]

Classic

75 minutes

Sun 08/27/17 3:00 PM EDT - Sun
09/03/17 3:00 PM EDT

Annette Jackson
ajackson@gordonstate.edu
678-359-5223

Please only call on weekdays
between 8AM-5PM EST.

Status

Notes

30 test-takers expected to take this exam.

30 test-takers left to schedule a session.

o oo oo

sessions scheduled for today

sessians fulfilled.
sessions cancelled.

sessions total.

Order

sessions scheduled but not yet completed.
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