Instructions for the Web Based Hematology Written Examination.  
 

“How to do”

For new users, there is a “how to do” slide show on the exam website that you can scroll through to get familiar with the program.
Login
 

Each resident will have their own username and password to login to their exam.  
This will be provided to each resident by the invigilator at the start of the exam.  
 

In order to begin the exam, each resident has to login, and each invigilator has to enter their signature.
In order to formally submit the exam, each resident has to hit the submit button, and each invigilator has to again enter their signature, otherwise the exam will not be sent in for marking.
You will not be able to submit the exam until all questions have been answered.
You have 3 hours to complete the exam.
 

Types of questions
 

There are 4 main types of questions.
 

1) One question with a single text box for an answer.  There may be several points that need to be addressed, but there will be only one text box.
2) One question with multiple separate questions, each with separate text boxes to be filled in.
3) Radio Button where you are to select from a list of possible answers.  Only one answer is correct which will also be outlined in the question.  
4) Check Box where you can select more than one of a list of possible correct answers.  This will also be outlined in the question.
 

Question Set
 

At the top of your screen you will see rows of boxes numbered 1-90 indicating each question.  
Initially the boxes will be yellow.
When you have saved your answer that question box will turn green.  
You may check the "flag" box at the bottom of each question to flag it to return to it later.  This will turn that question box red.
 

You can select a question to answer by clicking on one of the numbered boxes, or by clicking on the "Previous / Next" tabs at the bottom of each question.
 

How to answer each question
 

At the bottom of each question there is a button that indicates "add/edit" your answer.  You must click on this button for your answer box to appear.  You will not be able to type your answer or indicate your button or check box without this step.  

If you don't know the answer, please type in "Don't Know" to the text box or click on any button/checkbox – you will not be allowed to leave any question blank.  You will NOT be penalized for incorrect answers.
 

Once you have entered your answer, click on "save".  The question will then reappear with your answer below it for you to review.  
You can edit your answer at this point, or at any time later in the exam by clicking on the "add/edit" button
 

*** Please note, if you have not entered text in the text box, nothing will be saved, and the question box will remain yellow.
 

*** Please note, if you enter text, then go back and delete it all - the program will not recognize that it has become blank and it will remain green - i.e. completed.  Please remember to flag any questions you want to return to.
 

*** Please note, in questions where there are multiple text boxes to answer, if you enter text in one, the program cannot tell if the others are empty so again, please be careful to flag any questions you want to return to.
 

Finishing your exam
 

In order to submit your finished examination, all of the question boxes must be green. 
Once this happens a yellow "submit answers" button will appear below the question boxes. 
 

When you are ready to submit your exam, and click this button, a screen will pop up to make sure you want to complete your exam.  Therefore you have to click two submit buttons to avoid any errors.
 

In order to finalize your exam and submit it for marking, your invigilator must sign off your exam.
 

Once you have submitted your exam, a "thank you" page will appear. 
 

Feedback Form
 

On this "thank you" page there is also a very brief feedback form that we would like you to complete to help us with the organization of future examinations.  This feedback form is in no way linked to your login or passwords.  It should only take a few minutes.

Trouble Shooting
 

Your invigilator will also have these instructions to refer back to.  
There will be a "How to do" button to take you back to the instruction manual.

If there are problems with the internet connection, or you accidently log out of the exam, you will be able to log in again in the same way, with your username and password, and with the invigilator entering their signature. Once you have submitted your exam and the invigilator has logged you out, however, you will not be able to log back in again.
 

If there are any major technical problems, your invigilator will have an emergency number to reach our technical staff.
*** Please note - our technical staff is only available 9-5 EST.
 

GOOD LUCK!!
