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Proctor instructions read by the ICATT representative before the exam.  
 
Welcome to your Business Apprenticeship Part 1 examination. I am [PROCTOR NAME]. I will be proctoring 
your exam today online along with the in-person proctor with you in the room. Your microphone and video will 
be left on throughout the exam in this TEAMS meeting.   
 
You should have received access to a SharePoint folder in your email as well as the printed-out exam that will 
be handed to you by your proctor. Please open your email and find the SharePoint folder at this time. Check 
your junk or spam folder! The SharePoint folder will be available at 9:00 and access will be removed at 11:05. 
In the SharePoint folder you will find a Word document and an Excel workbook that you will be working in as 
well as everything that is printed out for you too. You have 120min to complete your exam. Please be aware 
that you must upload your results to the SharePoint folder within 120min. You can find specific saving and 
upload instructions in the exam documents. I will give you time warnings when you pass half of your exam time 
and 5 minutes before the end.  
 
If you have trouble uploading, your exam please let me and the in-person proctor know and send everything to 
scurek@gaccmidwest.org. You will find the email in the written instructions on your exam. If something else 
happens during the exam remain calm, notify me or the in-person proctor and we will rectify the problem as 
quickly as possible. 
 
Before you get started with your online exam today, a few general announcements. 

If you are experiencing any health issues that would make you unable to complete this examination today, 
please let us know at this time. (pause, repeat) We will no longer be able to make any accommodations once 
the examination has begun.  

Now is the time to turn off or silence and bring up all cell phones to your in-person proctor (on a desk or in a 
drawer). Should a phone ring during the exam, this will be cause for the proctor to end your exam. (wait for all 
phones to be stored).  

ITEMS allowed during the online testing include: 
• Laptop and charger 
• Pen and pencil  
• Non-communicable calculator 

 
Please remove all other unnecessary items from your desk and share your entire screen on TEAMS during 
your exam. The proctor will be monitoring your computer use. You may not use any web browsers during your 
exams. 
 
You will be provided with a blank note sheet for taking notes, if needed, and it will be collected at the end of 
each exam along with the exam documents provided. If your notes sheet is not used, you must still turn it in.  

As your phone should already be turned in, NO Phones or pictures are allowed. No documentation related to 
the exam should leave the room. No talking during the exam, unless to ask a question to the proctor that is 
not related to the content of the exam. If you need to go to the bathroom or take a break while in the middle of 
the exam you may but note that the time does not stop.  
 

- instructions continue on next page -  
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Part 1: Written –  This exam is 120min 
• This exam consists of 4 tasks. 
• Your assignment will include Corporate Identity Guidelines, a task scenario for the whole exam, 

and work instructions. Please make sure to read them carefully and use the information in each 
task.  

• The specific Microsoft Office app that needs to be used will be indicated at the beginning of 
each task.  

• You will be provided a sheet of blank paper for notes. (Passed out by the in-person proctor 
after ICATT representative has finished reading proctor instructions). Please put your name 
and test taker number at the top of your paper. Any notes that you take will need to be turned 
in to the proctor at the end of the exam. 

• Once the exam time starts, you will have one attempt at the exam.  
• The SharePoint folder will lock at 11:05am.   

 
Your exam time is from 9:00-11:00am.  
 
Once you are finished submitting your exam documents following the instructions on the exam assignment, 
you may leave.  
 
Please let us know if you experience any IT or SharePoint issues.   
 
When the clock says 9:00, you can start your exam. 
 

 

 

 

 

 

 

 


