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Accessing a Proctored Examination – Learner Guide 

1. Log in using your account details given to you by your training provider.  

https://skillsandeducationgroup.xams.co.uk/ 

https://skillsandeducationgroup.xams.co.uk/
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2. Read the presented guidance and tick to confirm both options before pressing ‘Next’. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

3. Find the correct assessment and press ‘Start’. 
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4. You may now be presented with a message asking you to install a plugin/extension for 
your web browser (Chrome, Edge, Safari etc.). Please confirm and allow this 

plugin/extension to install as this will allow the proctoring software to work. 
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5. The next screen has some ‘Before you begin’ instructions. Please read these and follow 
any on-screen instructions. You may see ‘User actions required’ at the bottom of the 

screen. Any instruction within this box must be completed to allow the process to 
progress to the next stage. 
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6. Once you have completed all the instructions/actions you will be presented with a 
‘continue’ button. Please press this button to proceed to the next stage. 

 

 

 

 
 

 

 

 

 

 

 

7. Once you have passed the above screen, please do not plug any additional monitors 
back in or open any web browsers. This will cause the exam session to end, and you 
will be logged out. 



6 How to Access SEG Awards CPC Proctored Exams – Learner Guide 

 

 

8. The system will now carry out a diagnostic test, which could take a couple of minutes. 

 

 

 

9. Please follow any instructions you are presented with throughout this process, such as 
sharing your screen (you will need to select your screen before the ‘Share’ button will 

become active). 
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10.The system will now check that your webcam is active. If you can’t see yourself in the 
on-screen picture, please click the link ‘Don’t see yourself above?’ and follow the 

instructions. Please click ‘Next’ if you can see yourself. 

 

 

 

 

 

 

 

 

 
 

 

 

 

 

 

 

11.You will now be asked to hold your photographic ID up to the camera and align it 
within the green box. Providing the identification is in the green box and has a photo of 
you on it the system will scan it automatically. 
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12.Once the image of you ID has been captured you will be asked to confirm it or you will 
get an option to re-take the picture of the ID. Once you are happy with the ID image 

please press ‘Next’. 
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13.You will now be asked to carry out a camera test. You will be asked to smile and the 
camera/webcam will take a number of pictures of you. 

 

 

 

14.You will now be presented with an information screen to let you know you will be 
asked to carry out a room scan before your exam begins. Please read the information 

and click ‘I understand’ to continue. 
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15.You will now be asked to sign the exam agreement on-screen. This can be done by 
using the keyboard or your mouse. If you want to use the keyboard please click the 

‘Sign with keyboard’ button. Once you are happy with your signature please press 
‘accept’ to continue. 
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16.The exam platform will now initialise the exam and you will be prompted to 
complete a room scan. 

 

 

 

 
 

 

 

 

 

 

 

 

 

 

 

 
 

17.Once you press ‘Start room scan’ you will need to slowly rotate your camera 

(laptop or webcam) 360 degrees to capture the complete room. Once you have 
completed the 360 degree scan a message will appear stating ‘I’m done, continue’. 
Please click this message to begin your online exam. 
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18.Once the software extension has installed, you will see this screen: 

 

 
 
19.To change the background colours on your screen, click the “default” button in the 

menu bar.  This will open a dropdown menu, from which you can select a suitable 

screen colour combination. 
 

 
 
 

 
 

 
 

 
 
 

 
 

 
 
20.You can access the “default” button throughout the duration of the examination to 

change the screen settings. 
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21.Once you are happy with the set up, read the instructions and check that this is the 

correct exam, then click on “start”. 
 

 
 
 

22. If you are allowed any Reading Time, this will be indicated here: 
 

 
 

Once the Reading Time has finished, you will be able to start answering the 

questions.  If you do not need the Reading Time, you may click the “Start 
Answering” button and this will end the reading time and allow you to start 
entering your answers. 
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23.You will still be able to access the reading materials once the reading time is 

finished by clicking on the book icon: 
 

 
 
 

24. For some questions, there may be a specific part of the reading material that you 
need.  This will be available via the “download” icon: 
 

 
 
This icon will make the document available for you in a new tab, you can then close 

the tab when you have finished.  The document can be accessed at any time via 
the “download” icon. 
 

25. The exam may also give you access to a space for your notes and working out, 
and a calculator.  To access these, click the “tool” icon: 

 

 
 
To remove the working box and calculator, simply click the icon again. 

 
26.Once you have clicked the start button, you will enter the examination and the 

timer will start to count down. 
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27.The exam will start at Question 1, but you can use the side buttons or the next 

button to navigate through the questions. 
 

 
 
 

28.The timer will count down, showing how many minutes you have until the end of 
the exam. 

 

 
29.You can return to the Instruction page here. 

 
30.If you wish to skip a question and come back to it later, the system will allow you 

to use a “bookmark” function to show which questions you have marked for return. 

 
31.For each question, you will see a “bookmark” function: 
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32.If you click on this, you will see the icon turn from blue to red: 

 
 

 
 
 

 
 

 
 
 

 
 

 
 
 

 
 

33. As well as this, you will be able to see a red bookmark 
icon on the question buttons. 
 

34. Each bookmarked question is highlighted with a red 
“bookmark” icon, reminding you to revisit that/those questions. 

 
35. To remove the bookmark, simply click the bookmark 
icon in the question text. 

 
36. You can use these buttons to navigate through the 

questions until you have finished your examination. 
 
 

37.When you are happy that you have completed the assessment, you must click on 
the  “Finish” button at the top of the screen: 
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38.Clicking “finish” will bring up the following dialogue box: 

 
 

 
 
 

 
 

 
 
 

 
 

39.If you are happy that you have finished and want to submit your answers, click the 
OK button. 

 

40.And just to check that you haven’t clicked “Finish” by accident, you will then see 
the following screen: 

 
41. If you have finished, now click “OK” again.  
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42.You will then get an assessment completed confirmation screen: 

 
 

 
 

 
 

 

 
 

 
43.Click “close” at the top right of the screen.  

 
44.Following the confirmation, you must log out of the system using the “Log out” 

button on the top right of the screen.   

 
 

 
 
 

 
 

 

 

 

 
 

If you do not log out, there is a danger that your assessment will not be sent 
to us for marking. 

 

 

Thank you. 


