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Important: Please always refer to the latest version of the OERS User Guide

2 |ATA Training Online Exams with Remote Supervision (OERS) v4.00


https://www.iata.org/globalassets/iata/training/exams/iata-training-online-exam-remote-supervision-student-user-guide.pdf

RN

VY

=2NE

IATA

Overview and important information

Thank you for registering for an IATA Training Online Exam with Remote Supervision (OERS).

Please ensure that you go through this entire user guide before your exam session. This will help you familiarize
yourself with the examination interface and assist you to connect to your proctor on the day of your exam.

How does an Online Exam with Remote Supervision (OERS) work?

OERS provides you with the opportunity to write your exams from virtually anywhere in the world, on a personal

computer, in a remotely supervised environment. You will need to ensure that your exam environment complies

with IATA Training Integrity Policy standards, and you will be invigilated by a proctor.

What is a proctor?

A proctor is a person who supervises you in real time via your webcam. The proctor will also monitor what is
running on your computer via screen-sharing software.

What happens if | encounter any issues during the exam?

Failure to follow the instructions below and the troubleshooting steps outlined in Appendix A will prevent you
from completing your exam. In this situation, you will not be given any consideration for exam re-takes or
reschedules.

How should | prepare for the exam?
Before your exam date, please make sure you have complied with the following:

O

You have the latest version of Guardian Browser. There is no need to sign-in or create an account on
ProctorU at any stage as it will automatically be taken care of when you book your exam through the
IATA Training Platform.

Your pop-up blocker is turned OFF.

You have read and familiarized yourself with the latest IATA Training Academic Integrity Policy.

You have confirmed that you are able to log-in to your IATA Training account through the |IATA
Customer Portal [https://portal.iata.org]; keep your log-in information readily available on the exam
day.

Passwords can be reset here: https://portal.iata.org/s/login/ForgotPassword

Only for Microsoft Windows users: You must have a licensed Microsoft Windows Operating system.
You can check and activate your license online.

Please note that Chromebook and Lenovo OS are not supported by ProctorU.

Your computer has passed the Automated System Check in Appendix D. All equipment requirements
listed on the ProctorU's website are met.

You have uninstalled any screen-sharing or remote-desktop-control software from your computer.

You have registered for your intended exam before the Exam registration deadline.
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You have taken the Tutorial Exam provided in your IATA Training student account to ensure you are
comfortable with the platform.

If you are using a work computer or a computer with restricted access, ensure that you can install
third party software and ensure compliance with the requirements as per the Allow List in the

Appendix E..

You have practiced “Part 1 — Connecting to your IATA account” of this user guide.

You have reviewed the allowable materials in Appendix C and have prepared your material ahead of
time.

You have reviewed the ID requirements in Appendix B. Passports are recommended for a quicker and
smoother authentication process.

You have checked the spelling of your name, date of birth and updated your full address, including
postal code on your |ATA Customer Portal Profile. [https://portal.iata.org/s/my-profile]. Please ensure
that your name is spelled in Roman characters as displayed in your Passport or Government ID, and
that your Date of Birth in your student account is correct. To update your name or date of birth, please
log a case through the |IATA Customer Portal and provide a scanned copy of your Passport or
Government ID.

You have tested your internet connection speed using a service such as speedtest.net, and you have
the recommended upload (3 Mbps) and download (12 Mbps) speed.

Any speed lower than the recommended speed may cause the connections to be too slow to ensure a
constant stable connection with your computer. Make sure you test your connection at a time like when
you will take your examination, so that you can test it against similar traffic conditions that you may
encounter on the day of your exam.
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On the day of your exam, before your exam starts, ensure that you have complied with the following:

O

O

You log-in to your |ATA Customer Portal account [https://portal.iata.org] at least 15 minutes before
your exam starts. This will ensure you have enough time to troubleshoot any issues and seek help if
required.

You have access to a telephone that will allow you to contact ProctorU in case you are experiencing
connectivity issues: +1 (855) 772-8678.

You have completed an Automated System Check in Appendix D once again to make sure your system
is up to date. You have uninstalled any screen-sharing or remote desktop control software from your
computer.

You are connected to the internet through a stable connection (wired connections are better than
wireless/Wi-Fi connections).

You have completed Part 1 of this user guide and waiting to start Part 2.

You have a government issued photo ID with your full name and date of birth. A passport is highly
preferred and recommended to facilitate the process. Refer to Appendix B regarding the ID
Requirements.

You are only connected to a single monitor

You are not wearing a watch; and that you have a mirror or a reflective surface to show the proctor your
monitor. This can include a mobile phone with a front-facing camera or an external USB camera.

You are going to take your exam on a hard surface, such as a desk (beds or couches are not allowed),
and your desk is completely cleared of all material (phones, tablets, scrap papers, etc.), except for the
allowable materials outlined in Appendix C for the course you are taking an examination for.

You are not going to take the test in a public place (internet café, cafeteria....), in a room where a
clear glass wall or security cameras would allow someone else to view the computer screen.

You have used the bathroom. No breaks (including bathroom breaks) are allowed during the exam
session.

Your face must be always visible to the proctor during the exam.

Your “Launch exam” button will only appear at your exact start time. If you are early, “"Refresh /Reload” your
browser at your exam start time.

If you are experiencing issues, it is important to immediately contact ProctorU for support. Remember that you
only have 15 minutes to click on the “Launch exam” button before the system marks you as a "no show" for
your exam. Please refer to Appendix A for troubleshooting steps.
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Part 1 — Before the start of the exam: Connecting to

your IATA Training Account

Complete this section before the start of your exam to be ready to connect to your proctor.
This will ensure that you are ready to start the connection process at the beginning of your exam.

Please note that you must use Guardian Browser to complete your exam. Please ensure that your pop-up
blocker is turned OFF.

1. Log-in to your IATA Training Account [https://portal.iata.org] on Guardian Browser.

‘o' CUSTOMER
JTATA rorTAL

Welcome to the
IATA Customer Portal

@ 0 @ m

New to the |ATA Customer Portal?
Create New User
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2. After connecting successfully, you should see the page below. Please click the IATA Training logo
(Training Platform LMS) on the page.

Welcome Mary

SeeAll &

wea
Platorm

+

1D €2rd Orling Platarm

PaymentLink

Request
2 Access

Trairing FEttorm (LME! Payment Link

1278 Store

3. Select "My Courses & Exams” to access your course.

£
=& CuSTOMER
k JATA rorTaL Services

Home > Training

4

| IRC T

Course My My
Catalog Courses Awards
& Exams

“My Awards"” tab is currently under development. Your Secured Digital Awards (Certificates) for
supervised exams are automatically sent by email, as per the IATA Online Exam with Remote Supervision
Calendar. To view your Certificates for unsupervised exams, click on "My Courses & Exams”, then select
"My Profile", then select "My Awards".

Fain
=2 custouer
JATA roRTAL EEREE
Home > Training '

n = 3

Course My My
Catalog Courses Awards
& Exams
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4. On this page, you will see the list of courses you are currently enrolled in. To access your exam, only click
the "Open course” button for the exam you are about to take.

Product Search My Bookings My Profile Logout

My Bookings
Paused Exams and Courses

Air Transport Fundamentals for the Leadership & Management Training Progra. ..
Started: January 22, 2020 at 17-50:02

Dangerous Goods Regulations (DGR} Initial Category 3 - Printed - English f:Open course »

Staried: February 27, 2020 at 14.16:03

Foundation in Travel and Tourism with Amadeus - Ebook - English [ Open course » )

Started: February 26, 2020 at 17:25:16

Available Exams and Courses
Cargo Intreductory Course - Ebook - English u:Open course »

April 14, 2020 to April 14, 2021

Tutorial # [ Write exam » )

Unlimited uses Anytime

The Tutorial is not an exam. Its sole purpose is to familiarize yourself with the online exam environment. Te begin your exam, please
first open your course, and look for the "Write Exam™ button on your course’s screen

Book with an Enrolment Key

An Enrolment Key is a 12-digit code provided by IATA for pre-paid courses and exams. If you have an Enrolment Key, please enter it
here to start the registration process.

Submif

5. Once you have opened your course, you will see the list of all your current ‘Course Resources'.

Ebook

Back to Exams

Course Resources
IMPORTANT MOTE: For students taking an Online Exam with Remote Supervision (DERS):
To start your exam:

1. If you see the "Status” button, please refresh your browser unfil you can see the "Launch Exam” button

2. Click on "Launch Exam” and you will be referred to Proctorl to begin your exam

Note: You will only be able to start your exam within 12 minutes of your scheduled exam fime. For example, if your exam start fime is
13.00 UTC+3, you can starl your exam between 13.00 and 13.15 UTC+3. If you miss this 15-minute window, you will be automatically
marked "Mo-Show"

- Cargo Infroductory Course [ Defails » | | &' 4.0 eTextbook pdf [ Start |
Exam File:
&' 4.0 TAGT pdf [ Start |
Fie
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Note: If you want to be reminded of your exam date and time, click on "Details” button. You will see your
booking date and time, and a timer/countdown to your exam.

Bookings for Air Transport Fundamentals

[Cr—— T
(g W
Wi o B

¥ W i s

6. When the timer/countdown reaches zero (0), go back to your 'Course Resources'. The "Details” button
will now be changed to “Launch exam”. If not, please refresh/reload your page.

Product Search My Bookings My Profile Logout

Ebook

Back to Exams

Course Resources

IMPORTANT NOTE: For students taking an Online Exam with Remote Supervision (CERS):
To start your exam:

1. If you see the "Details" button, please refresh your browser until you can see the "Launch Exam" button.

2. Click on "Launch Exam" and you will be referred to ProctorU to begin your exam.

Note: You will only be able to start your exam within 15 minutes of your scheduled exam time. For example, if your exam start time is
13.00 UTC+3, you can start your exam between 13.00 and 13.15 UTC+3. If you miss this 15-minute window, you will be automatically
marked "No-Show"

_~ Cargo Introductory Course ( Launch exam » | | &' 4.0 eTextoook pdf ( Start J
Exam File
&' 4.0 TACT.pdf [ Start |

File

7. You are now ready to take your exam. You have 15 minutes to click on the “Launch exam” button, which
will connect you to the ProctorU platform.

_~ Cargo Introductory Exam | Launch exam »

Good luck!
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Part 2 — Connect to ProctorU

Important: Once you have started this process, do not “refresh/reload” your browser at any other step.
Doing so will reset your position in the waiting queue. Average wait times for a proctor are expected

to be 3 to 8 minutes. If you are experiencing excessive wait time, please contact the ProctorU through the
ProctorU Live chat or telephone for assistance (see below).

Once itis time for you to start your exam, “refresh/reload” your browser, and you should now see your “Launch
exam” button.

_~ Cargo Introductory Exam Launch exam »

Exam

If you do not see the button, check if you are either late (more than 15 minutes after the exam start time) or too
early (before the exact start time) for your exam. The “Launch exam” button will only be available for 15 minutes
from the exact start time indicated on your booking.

If the “Launch exam” button is unavailable, and you are more than 5 minutes passed your start time, please
contact ProctorU immediately via chat or telephone:

How to access ProctorU Live Chat:

1. Click the supporticon on the top left corner of your Guardian Browser window.

® Guardian Browser

X +

Q Search or type a URL

2. Follow the prompts on the popup. If the chatbot is unable to answer your questions, you can press the
thumbs down button and you will arrive at the following screen, on which you should click on “Need
Help? Chat with Our Team!”. You will be prompted to fill in a small form with information about your
query and you will be connected to a live agent.

3. Please note that even though the popup will provide you with an option to reschedule your exam, you
should not use it. If you have a valid reason to reschedule your exam, you may request it by opening a
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case on the customer portal. We will approve or reject each rescheduling request on a case-by-case

basis.
ProctorU Support Chat v o° X
WINAOWS
50} Mac

O

ws What's wrong with this answer?

-

‘ Content is inaccurate or missing W

J

| Write your message here... &

(]
ProctorU Support Chat 7 of %

Connect to a Proctor v
Full Name *
Email *

Role *

Test Organization / Institution *

Exam Name *

I
| STARTCHAT ||

CANCEL

b,
Telephone: +1 (855) 772-8678, Press 1.
A remote proctor will assist you, and help you troubleshoot any issues you may be experiencing.

If the proctor is unable to help due to technical issues under IATA's control, please refer to Appendix A -
Troubleshooting for your next steps.
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Part 2.1 — Launch your exam

1. You are now ready to begin. Please click “Launch exam”.

You will be automatically redirected to your IATA Training Account — ProctorU connection screen.

@ Guardian Browser = =} X

AR o Training Home Page x | [l HowtoDownioad Guardian= X
(=)
o

Support

3

Product Search My Bookings My Profile  Logout

Redirecting you to the proctoring service...

Redirecting you to the proctoring service

!@! Our mission is to represent, lead and serve the airline industry

© International Air Transport Association (IATA) 2023. All rights reserved.

£ Type here to search

2. Once you are prompted to the below page, click on “Download the Proctor Chat Application”

o]

U

Welcome to the ProctorU Pre-checks!

Get started by downloading the Proctor Chat Application. Once a procter has connected
they will send a chat message through the application and help launch your exam,

If you need to, go ahead and take a quick break before continuing as your exam may not
permit breaks.

Download the Proctor Chat A

12 |ATA Training Online Exams with Remote Supervision (OERS) v4.00



RN

IATA

3. Save the Support-LogMelnRescue file

Cnelrive [ B - e

Onelrive - Intern: |x —

1 This PC

v L B 2

File name: | Support-LogMelnRescue

Save as type: | All Files

Hide Folders Save

Cancel

4. Click on"Open file” to connect to the proctor.

@ Support-LogMelnRescue.exe

COpen file

Downloads =

5. Once the chat box appears, wait for your proctor to connect.

“ Proctorl)

IE >

7 | Waiting for technician
5._. 3

| Connecting...
M Connected. A support representative will be with you
| shortly,
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Important:

Do not close the chat box at any time. Closing this chat box will disconnect you from your proctor, which
will invalidate your examination. Exams submitted after a connection with a proctor was closed will be
manually changed to "Failed” by IATA. In certain cases, IATA may issue an Academic Dishonesty notice (AD
Notice) to you, with applicable sanctions, as per its Academic Integrity Policy (AIP).

Average connection times to access ProctorU range between 3 to 8 minutes. However, due to an increase
in demand and proctor availability, it may longer to connect you to a proctor. In order to keep your place in
line, do not refresh your page and do not relaunch your connection to ProctorU.

6. Click "Allow Access” if the Firewall pop-up appears.

G Windows Defender Firewall has blocked some features of this

¥ app

‘Windows Defender Firewall has blodked some features of LogMein Rescue on all public and
private networks,

MHame: ogein Resoue
Publisher; LogMeln, Inc.
Path: Ci'\users\atalappdataYocaljogmein rescue appiet

Ymr08d 3600 1. tmpYmi_rescue_srv.exe
Allow Loghieln Rescue to communicate on these networks:
[C]Private networks, such as my home or work network

[ Pubiic mmw%,%ss&mnmnwwﬁeem{mnmmdw
because these networks often have little or no security)

What are the risks of slowang an app throwgh a firewal?

7. The proctor will then request access to your computer to ensure that no cheating occurs. Please click
"OK". All sessions are fully recorded. Any suspicious behavior will be reported to IATA and is subject
to the Academic Integrity Policy (AIP).

Proctorl [30] *

1. would like to perform one or mare actions on this
computer, including the following:

- Control or view your desktop

- View system information

- Transfer, dalete, overwrite, or copy files and folders
- Reboot

- Run scripts

- Deploy Rescue Calling Card

- Invite technician for collaboration

To protect your privacy, close confidential information. The
session may be recorded and static images of your screen may
be captured;

To revoke all permissions, click the red X on the toolbar.

To permanently end the session, close the application.
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8. Click on "Next" to continue.

o

Install and run the Proctor Chat Application

1. In the pop-up window, select Save,
2. Once the application is running, proceed to the next step.

9. Click on "Next" to agree to the terms and conditions.

Lz

Please review the following terms

Proctor

begin onc

| record you
you select the "Next” button below

exam session for review and training purposes. Recording will

By selecting the "Next” button below. you agree:

» To the recording and monitoring of your exam session through screen capture
system information, and your computer’s camera and microphcne.

That you consent to the use of biometric facial recognition and/or keystroke
analysis to support identity verification (if your testing organization/institution has
activated one or both of these features),
That you have reviewed and consent to
That you have reviewed and consent to

.

You must close both the Proctor Chat Application (if used) and your browser to end
the recording of your exam session. Recording will continue until BOTH actions are

completed.

Part 2.2 - Automated authentication steps

1. Select your preferred microphone, webcam and entire screen access.

Select your preferred devices

Integrated Webcam (0¢45:6709) v
@ Communications - Microphone A+

Entire Screen bt
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2. Click "Next" to acknowledge that you will not be permitted to use outside resources during the exam.
Some exceptions (accommodations) may apply based on the exam you are writing (open-book

permissions).

(D

You will not be allowed to use resources during your exam

Mext

3. If you are entitled to any accommodations, they will be listed on the page below. Please click "Next" to

continue.

(D

The following accommodations have been made for your exam.

» Test exam (test Guardian browser only, no exam is needed) by the Institute staff

s

4. Take your photo - This step is to verify the correct candidate is taking the examination. Ensure your face
is within the green outline and click the “Take photo” button.

©

Iy Verify your identity

Please face your webcam and select “Take photo

16 |ATA Training Online Exams with Remote Supervision (OERS) v4.00
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5. Verify your ID - Your ID document also needs to be verified. Please refer to Appendix B for valid forms of
identification. Remember, passports are the best form of identification as others may require manual
review.

o]
A

Take a clear photo of your valid photo ID card

Please face your webcam and select “Take photo”

]
[ B
L |
L

Take Photo m

6. After your ID is verified, you will be redirected to the screen below while waiting for your proctor.

&

Please wait while your proctor connects

The Proctor Chat Application icon will become active when a proctor contacts you, so
keep an eye out for the blue owl in your taskbar or dock.

Once they've connected, your proctor will help launch your exam.

Good luck!
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Part 3 — Start your exam

At this stage, you should be connected to your proctor, have completed the authentication process, covered
the rules and regulations of your exam and supervision and accepted the user agreements.

You will now be presented with a screen like the one you saw during the tutorial exam and/or your practice
exam.

This exam 1s comprised of 100 multiple choice questions.
The time allowed for this session 15 180 minutes. You will be advised fifteen minutes prior to the end of the examination.

All questions carry equal marks. Each question has only one correct response

You may review all exam guestions and change any of your responses, provided it is done within the time allocated for the session.

If you choose to exit the session without completing your exam, you will be marked as FAILED.

An |ATA Certificate of Completion 15 awarded to participants obtaining a grade of 60% or higher on all exercises and exams. A special
distinction i1s awarded to first exam attempt participants obtaining a grade of 0% or higher,

Good luck!

n [ agree to the above statements

You're about to begin the Air Transport Fundamentals. Clicking the l}
button below starts the exam,

# Exam Time limit: 3 hours

“ The timer begins as soon as you click the button below.
Your exam will automatically be submitted when the timer
expires.

Ensure to agree to the IATA examination rules by checking the box at the bottom of the instructions. You will
now be presented with the option to start your examination.

Please note that your countdown will start as soon as you click the “Start exam” button. Please make sure you
are fully ready before starting. Your proctor will not be able to give you additional time.

Good luck!

You're about to begin the Air Transport Fundamentals. Clicking the
button below starts the exam.

* Exam Time limit: 3 hours

% The timer begins as soon as you click the button below.
Your exam will automatically be submitted when the timer
expires.
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On the tool bar, you will find the tools for you to bookmark a question, access resources for your open-book
exam, write your notes, use a calculator or check the time remaining.

Important: Please always download pdf files from the External Resources (if any) and open them on a pdf
reader.

Exam: (OPTIONAL) Tutorial
Logged in as:

« Question1of11 [ " o o =] o I Time Remainin 0 00:19:42 ) PAUSE =) susmrT|
\ show: @D Bookmarked  Unanswered
& Hide question list cstions re EE

questions remaining

During the examination, your task will be to select the correct answer to the question from a list of alternatives. Which is the correct method of selecting your answer?
OA) Clicking on the radio button (circle) corresponding to your answer
O8) Clicking on the bookmark icon at the top of the screen
O ) Clicking the notepad icon on the exam interface

O D)Clicking the “Go to next question” button on the bottom right of the screen

Go To Next Question »

Part 4 — End your exam

Once you have finished your exam, please click the “Submit Exam” button at the top right of your screen.

Exam: lion in Travel and Tourism with Amadeus Logged in as: Tarik Aouad
« Question 73 of 100 = n [1] | -] (o] Time Remaining: 02:55:28 w P
Show: @) 5o e
1 3 6 | & 11 12 18
A Hide question list s s A A

Which kit is neces: y when rentin mper van?
ich kit type is necessary when renting a camper va e
A) Convenience Kit
8) Sports Kit
€) Security Kit

D) Starter Kit

Go To Next Question »

You will now be prompted with a pop-up window that will display all relevant alerts, giving you one last chance

to review any unanswered or bookmarked questions. Once you click the "Submit Exam” button, you will not be
able to go back and access your examination, even if you still had some time available. Once your answers are
submitted, they are final and cannot be changed.

Really submit exam?

Your exam will immediately be submitted for grading.

Ensure you are satisfied with your responses before submitting, your
responses cannot be changed later.

There are 100 question(s) you haven't answered. If you
proceed, you will not be awarded marks for these
question(s).

]
dnss,

There are 2 question(s) you have bookmarked. You may

/1. want to review them before submitting.

| «Return to exam

Once you have submitted your exam, you will receive your pass or fail result immediately.
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Product Search My Bookings My Profile Logout

Exam review

Dear QULERITHELTY N

Congratulations! You have successfully completed your examination

Please find below a summary of your assessment

Exam’ Introduction to the Airline Industry

Exam result: Passed

* IMPORTANT: Please go to “My_Profile” to ensure your address and postal code are complete and up to date to receive your Certificate.
Sincerely,

IATA Training

For your records, an email will also be sent to your email address, as provided in your IATA Training Account
profile.

-4 Student’s name

Wz are plassed fo announce your successful completion of the Avistion Ssfety Fundamentals course
during tha exam session in: July 2021.

“four exam result is: Passed
The certificate will be distributed according to the following rules:
ATC Students:

Certificate for students registered through an Authorized Training Centre will be sent directly to
their school Students can then contact their ATC for pick-up.

Individual/Self-Study Students:
DERS: Students who have completed an examination using Cnline Exams with Remote

Supervision will have their certificate sent directly to the email address indicated on their student
profile, under the "Training Details” section

Unclasimed or lost certificates can be replaced by a duplicate i on our website. The

fulfilment details used will be the ones provided on your student profile

Bast wishas for continued success in your career.

Sinceraly,

IATA Training

You should now be ready to disconnect from your proctor. Please do so, following the proctor's instructions,
by ending your meeting on your screen.
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Appendix A - Troubleshooting and Seeking Help

If you are experiencing difficulties connecting to your proctor, please first ensure that:

You are not late for your exam (15 minutes or more after scheduled start).

You are not early for your exam (you cannot access your exam before the scheduled start time).
You are booked for the correct time in the correct time zone.

You are logged in to the correct profile.

You are under the correct course (if you are enrolled in multiple IATA Training courses).

You are not trying to access the tutorial exam.

Your computer has the licensed Windows system (For MS Windows users only)

You have uninstalled any screen-sharing or remote desktop control software from your computer.
You are using the latest version of Guardian Browser.

You have completed all the checklists in Part 1 of this user guide.

You must meet the minimum technical requirements, as per the "Test it Out” link.

You have not opened the LogMelnrescue.exe script multiple times, nor have several ProctorU or Exam
tabs open.

(0 o o o A

To troubleshooting, you can Communicate with your proctor through the chat screen. Please note that the
proctor may not respond immediately.

@ Guardian Browser —- s W
[*Tﬁimmuanepage x [U How to Downlcad Guardian— % _Eresthgmsqurpmem e

S = C' Q https//go.proctoru.com/students/fulfillments/4815f3a6-1198-4539-9a78-fadOeba779b9/prechecks a X
e Downloads =

§ @/.‘ ProctorU

FAQ @ Support-LogMelnRescue.exe X
proctorl Open file
% Waiting for technician...
= a A @
Connecting... ?

Connected. A support representative will be with you
shortly

Install and run the Proctor Chat Application

B pop-up window, select Save.
the application is running, proceed to the next step.

I} Next

If you are still experiencing difficulties despite the above, please redo the Automated System Checkin
Appendix D once again and take a screenshot of your complete desktop showing that all system checks are ok.
Your screenshot must include the date and time on your computer.
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If this does not work, contact the ProctorU by phone. The ProctorU agents will help you troubleshoot your
issues and connect to your proctor.

ProctorU Contact Number: +1 (855) 772-8678, Option 1

Please write down the name of the agent you spoke or wrote to, as well as the time of your call. This information
must be submitted within 1 business day to IATA via the IATA Customer Portal along with your User ID,
Booking ID, Details of the Incident, and an alternate date, time and time zone for re-booking, if you were still
unable to start your examination. If you request an examination re-take or re-schedule due to technical
difficulties without presenting this information will automatically be considered “No Show".

If the ProctorU agent is unable to assist you:
= For chat support - request an email copy of your transcript
= For phone support — write down the name of the agent you spoke to, and the time of your call

= Take a screenshot of your complete desktop showing the time and date, and that all systems are
cleared from the Automated System Check in Appendix D.

Testing your equipment

|

= Send your request to IATA through the IATA Customer Portal within 1 business day
[https://portal.iata.org], along with your

UserID

Booking ID

Details of the Incident

An alternate date, time, and time zone for re-booking*.

22 |ATA Training Online Exams with Remote Supervision (OERS) v4.00


https://portal.iata.org/s/support-reach-us
https://portal.iata.org/s/support-reach-us

RN

IATA

*We evaluate each request individually and may not be able to rebook you for your preferred time or exam
session. Providing a rebooking time will, however, speed up the process. Due to different time zones, please
provide a booking time that is not earlier than 24 hours from the moment you log your case.

Make sure to select category “Training” and topic “Self-study courses” when filling out the form and explain
your issue in detail. /f possible, include a rebooking time for the next day, or within the current examination

period.

}l‘g CUSTOMER B Sevices @ Support A Pofle v DA Q

Welcome Matty

Advanced Search g

’ Favorite Services See All > } For You
[v] 2 2 2
moar Discover the
. Pormanain |
~ IATA store
10 Card Onine Pattorm Payment Link N i
through the
2 — A Request IATA Customer Portal
| Access
e
Resource Center AASIe
IATA Publications Intelligence and Statistics _
Bm Calendars
Jm  Forms and Procedures

Products and Services

Need more help?

Create a case, chat directly with an
IATA Representative or give us a call. oo

e ——
Contact Us

Resolutions

Taxation

We're here to help.

Complete the form to see the recommended support options

Category
Select the main categary of your issus.

Training e
Topic
Select the topic covering the problem.

Self-study courses ~

Subtopic
Select the topic covering the problem

Exam v

\ Show Support Options
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Appendix B - ID Requirements

In order to take your examination, a valid form of Identification will have to be shown to your proctor via the
webcam.

The following forms of identification are accepted, in order of most preferred/easiest to validate:
= International Passport, or

= Government ID with Photo and Full Name in Roman Characters, e.g.:
— Driver's License
— Government Health Care Card
— National Identification Card, or

= Driver's License with Photo and Full Name in non-Roman Characters and an accompanying “International
Driver's License” card, or

B &
JAPAN

H OB A B ol
INTERNATIONAL MOTOR TRAFFIC

E B E o FF G
INTERNATIONAL DRIVING PERMIT

19404F 0 F 10 H 0D 3t 2380 1= 1T B 4y
CONVENTION ON ROAD TRAFFIC OF 19 SEPTEMBER 1949

W& TOKYO, JAPAN

sEAD
Date of Issue JUN.

£

Signatuce du titulaire

EXCLUSIONS
®OR (paYS\)V

TOKYO METROPO S
I W

= Government ID with Photo and Full Name in non-Roman Characters (to be reviewed by IATA), or

= Student ID Card with Photo and Full Name and mandatory matching Birth Certificate.

The most internationally recognized form of identification is the International Passport. Therefore, using
a passport for your ID check during your examination will help make your ID verification process a more rapid
and pleasant experience.

If you do not have a passport, a government ID with your full name in Roman Characters is preferred. This would
allow the proctor to complete your ID verification more quickly. An “International driver's license” card can be
used in conjunction with a non-Roman character driver's license.
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Appendix C - Allowed material

The allowable study materials during the exam are listed below. No outside resources or materials of any kind
are allowed during the exam.

Exam Name Course Code | Exam Format Allowable materials
Air Cargo Advanced Marketing TCGP-12 Closed-book exam e Calculator app provided on the
Airline Cabin Crew training TALG-51 OERS platform (No physical
calculator allowed)
Airline Customer Service TALM-51 e Language dictionary

Airline Finance and Accounting TALF-50
Management

Airline Marketing TALM-53
Airline Revenue Management TALF-51
Airport Operations TAPP-51
Fundamentals
Airport Ramp Services TAPP-51
Air Transport Fundamentals TCVG-27 Closed-book exam e Calculator app provided on the
Aviation Safety Fundamentals | TALP-42 OERS platform (No physical
calculator allowed)
e Language dictionary
Cargo Introductory Course TCGP-11 Closed-book exam e |ATA TACT Training Edition
(either printed, or accessible
through the online exam
resources)
e Calculator app provided on the
OERS platform (No physical
calculator allowed)
Language dictionary
Cargo Security Awareness TCGP-79 Closed-book exam e Calculator app provided on the

OERS platform (No physical
calculator allowed)
e Language dictionary

Foundation in Travel and Tourism | TTTG-05
with Amadeus / Galileo / Sabre TTTG-06

TTTG-07
Global Distribution Systems TTTG-26 Open-book exam e |ATA coursebook, printed
Fares and Ticketing Course - TTTG-28 attachments
AMADEUS / GALILEO / SABRE TTTG-29 e ThelATAFare
e Calculator app provided on the
OERS platform (No physical

calculator allowed)
e Language dictionary
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https://www.iata.org/training-talf60
https://www.iata.org/training-talf60
https://www.iata.org/training-talm53
https://www.iata.org/training-talf51
https://www.iata.org/training-tapp14
https://www.iata.org/training-tapp14
https://www.iata.org/training-tapp51
https://www.iata.org/training-tcvg27
https://www.iata.org/training-talp42
https://www.iata.org/training-tcgp11
https://www.iata.org/training-tcgp79
https://www.iata.org/en/training/pages/foundation-travel-tourism
https://www.iata.org/en/training/pages/foundation-travel-tourism
https://www.iata.org/en/training/pages/global-distribution-systems-fares-ticketing
https://www.iata.org/en/training/pages/global-distribution-systems-fares-ticketing
https://www.iata.org/en/training/pages/global-distribution-systems-fares-ticketing
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Exam Name Course Code | Exam Format Allowable materials

Ground Operations TALP-52 Closed-book exam e Calculator app provided on the OERS
Management platform (No physical calculator
Human Factors and Safety TCVT-04 . i!:wjg) e dictionar
Management Fundamentals guag y
Introduction to the Airline TALG-50
Industry
Managing the Travel Business TTTG-10
MICE Management TTTP-09
Passenger Ground Services TALP-51
Tour Production Advanced TTTP-07
Travel and Tourism Consultant TTTG-09
Travel Operations Management | TTTP-05
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Appendix D — System check

To ensure a smooth exam experience, you must complete ProctorU's system check before the day of the
exam, as well as a few hours before the exam. Students who do not run the system check and experience a
technical issue on the day of their appointment will not be allowed to reschedule their session and will be
awarded a grade of “No-Show".

This will ensure that your system is correctly set up, not missing any updates, and ready to connect to the
exam.

To complete the system check:

1. Loginto the |ATA Customer Portal

2. Access the "My Bookings" page with the link on the top m

3. Onyour "My Bookings” page, scroll to the bottom, under your list of courses and click the "Test it Out”
link

Product Search My Bookings My Profile  Logout

My Bookings

‘ Awards H History ‘

Paused Exams and Courses

Air Transport Fundamentals for the Leadership & Management Training Progra... ( Open course » )

Started: January 22, 2020 at 17:50:02

Basic Airside Safety, elLearning - E-Learning - English ( Open course » )

Started: August 13, 2020 at 15:01:29

Dangerous Goods Regulations {(DGR) Initial Category 3 - Printed - English ( Open course » )

Started: February 27, 2020 at 14:16:03

Avallable My BooKings

Diversity and Inclusion, eLeaming - E-Learning - English {_Open course » )

Anytime after June &, 2020

Tutorial # -:Write exam » |

Unlimited uses Anytime

Test Your Equipment
Is your equipment ready for online proctoring?

4. You willautomatically be signed on to the ProctorU platform, and the system check will begin. Please
wait for the verifications to complete, which may take some time.
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5. Ensure that you pass all system checks.

§

(B

6. Ifyougetared"“X", your system set up is not compliant.

§

(I

7. You may scroll down towards the bottom of the screen for a comprehensive list of your equipment
details. The sections under “These tests failed:" requires attention and need to be adjusted.

@ Computer Settings ~

These tests failed:

Meniter count:
You may only use 1 monitor during your exam. You have 3.

These tests passed

Monitor width:
Minimum width is 640px. You have 1536px.

Meonitor height:
Minimum height is 640px. You have 864px.

CPU model name:
12th Gen Intei(R) Core(TM) i7-1265U

CPU core count:
Minimum CPU core count is 2. Your current CPU core count is 12.

CPU architecture:
x64

CPU usage:
Maximum CPU usage is 85%. Your current CPU usage is 55%.

RAM size:
Minimum RAM size is 3 GB. You have 31 GB.

RAM usage:
Maximum RAM usage is 35%. Your current RAM usage (s 39%.

Browser:
Chrome

Browser version:
The minimum version for Chrome is 80. You have Chrome 702.0.5005.61.

Operating system:
Windows

0S5 version:
The minimum version for Windows is 08. You have 10.

8. If you continue to experience technical difficulties and need help set up your computer, please contact
ProctorU by following the steps in Part 2 - Connecting to ProctorU.
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Appendix E - Allow List

The Allow List serves as an aid for test-takers using a work/corporate/school computer to take an IATA
Training OERS exam within the Guardian Secure Browser. It is highly recommended that test takers in
this category provide their corporate or school IT department with this document ahead of their
scheduled exam so that any necessary adjustments can be made to their computers to ensure
compliance with the requirements.

Guardian Secure Browser

Allow Downloading from:
. https://production-archimedes-secure-browser-artifacts.s3.amazonaws.com/latest/windows/guardian-browser-
x64.exe
. https://production-archimedes-secure-browser-artifacts.s3.amazonaws.com/latest/mac-x64/guardian-browser-
x64.dmg
. https://production-archimedes-secure-browser-artifacts.s3.amazonaws.com/latest/mac-arm64/guardian-browser-

arm64.dmg

Port/Protocol Specifications

Port Protocol Reason

80 TCP Unsecured web/HTTP traffic
443 TCP Secured Web/HTTPS traffic
843 TCP Flash video
1935 TCP Streaming video component
3478 TCP/UDP Streaming video component
5671 TCP Streaming video component

49152-65535 UDP ProctorU browser plugin

Allow List and Firewall Configuration for LogMeln Products

LogMeln Rescue Domains to be Allowed:
* LogMeln123.com
*.123rescue.com

e * support.me

e *Jogmeinrescue.com

e * logmeinrescue.eu

*.Iogmeinrescue—ente rprise.com (Powers account-specific Rescue features, not required for standard
accounts)

* logmein-gateway.com
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Additional Allow List Requirements - Executables (for Browsers and Firewalls):

0OS X

LMIGUIAgent
LogMelnGUl.app
Rescue
LogMeln Menubar
Support-LogMelnRescue
LogMelnRescue
Guardian Browser

PC

Support-LogMelnRescue.exe
Support-LogMelnRescue(1).exe
Support-LogMelnRescue(2).exe
Support-LogMelnRescue(3).exe
Support-LogMelnRescue(4).exe
Support-LogMelnRescue(5).exe
Support-LogMelnRescue(6).exe
Support-LogMelnRescue(7).exe
Support-LogMelnRescue(8).exe
Support-LogMelnRescue(9).exe
Support-LogMelnRescue(10).exe
Support-LogMelnRescue[2].exe
Support-LogMelnRescue[3].exe
Support-LogMelnRescuel4].exe
Support-LogMelnRescue[5].exe
Support-LogMelnRescue[6].exe
Support-LogMelnRescue[7].exe
Support-LogMelnRescue[8].exe
Support-LogMelnRescue[9].exe
Support-LogMelnRescue[10].exe
Imi_rescue.exe
Support-LogMelnRescue[11].exe
LMI_Rescue_srv.exe
LMIRescue.pkg

Imi_rescue.exe

Guardian Browser.exe
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