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INTRODUCTION

.

.

.

• 6 virtual Examination Hall

• Each Hall with 250 

concurrent exam 

candidate

• Login with UTeM email 

address and password.

Exam Portal 1

https//:examportal.utem.edu.my/01

Exam Portal 6

https//:examportal.utem.edu.my/06

http://www.examportal.utem.edu.my/01
http://www.examportal.utem.edu.my/06


USER 
ROLES LECTURERSTUDENT

TECHNICAL MANAGER

Before Examination

• Set Examination Page & add/upload 

questions

During Examination

• Enroll/ unenroll student if necessary

• User Override - Extend examination 

time

After Examination

• View/Download answer scripts after the 

examination

EXAM MANAGER 

View related examination page 

Sitting the exam

Help lecturer to extend 

time during exam

Check examination 

page/format schedule 

based on examination 

schedule



EXAM PORTAL WORK FLOW (DURING EXAM) 

Examination

Operational Room (BPA)

• Ready 30 minutes  

before exam starts

• Contact their lecturer if 

having technical problem 

(contact no is provided 

in cover page)

• Ready one hour before exam 

starts - Add/remove students 

Check student list based on list 

provided by BPA

• Invigilate students using 

examination page 

• Help student with technical 

problem – provided contact no in 

cover page must be available 

(extend time)

• Make sure all student submit the 

answer

• Monitor examination flow 

belong to the faculty

• help lecturer to solve any 

technical issue during 

examination (extend time)  

STUDENT

LECTURER

TECHNICAL MANAGER

Lecturer Room 



LECTURER TASKS 
BEFORE EXAM

Add/Edit Cover Examination Page – Week 13 (15 June) 

Set examination session (date and time) based on examination 
schedule provided by BPA – Week 13 (15 June)

Add/Edit Examination Questions – Week 13 (15 June)

Perform Testing to check Exam Flow – Week 14 ( 22 June)

Faculty Exam Manager will check examination page setting based on 
examination schedule

Check registered students based on BPA list (Enrol missing students 
and unenroll bared students)– One hour before exam starts

Lecturers could not view examination page from Week 15 
until examination day



DEMO FOR LECTURER 
TASKS

Create Examination 
Page Cover - Edit 

Setting

Setup Examination 
Session - Edit Setting

Upload/Create 
Examination 

Question – Edit Quiz

Change role to 
student - Test 

Examination Flow 
using Student View

Enroll/Unenroll 
Students - User

Extend time for 
student with problem 

during the 
examination session –

User Override

Extend time for file 
submission- Edit 

Setting

Make sure all student 
has submitted the 

answer –

Results ->Responses

Download Answer 
Script (Essay) after 

examination session –
Results ->  Download 

Essay Submission

View result for auto 
generate grading type 

questions - Report



DEMO 
LOGIN PAGE

• Login using UTeM Official Email 

Address, email password for all role

• Lecturer, Faculty Technical Manager, 

Faculty Exam Manager

xxxxxx@utem.edu.my

• Student

B0xxxxxxxx@student. utem.edu.my



Make sure device time = server time 

Set examination page (date, time, no of attempt) 

Upload/add examination questions 

Extend time for particular user 

• Check student submission

• Show marks ( autograding)

• Download answer scripts ( file submission)

Enroll/Unenroll students



EDIT 
SETTING  

• Edit Examination Cover Page

• Set Examination Date and Time

• Set number of Attempt



UPLOAD/  ADD 
EXAMINATION 

QUEST ION  

Add single question Examination 

Question – Upload all examination 

question in one pdf file  (Make sure file 

name without symbol)

Add multiple question – Add random 

question, add from question bank



DEMO FOR 
FACULTY 

MANAGER & 
STUDENT 

Technical Manager – Override User to 
help lecturer extending time for 
student

Exam Manager – Preview Examination 
Session and format to ensure correct 
setting based on examination schedule

Student – Start Exam and Submit 
answer



DO AND DON’T (BEFORE EXAM)

• Create communication channel to give any instruction to students such as whatssApp/ 
telegram group

• Remind student to follow set device time to Malaysia time – Make sure “server time” match 
“you time” stated in exam portal.

• Remind student to ready 30 minutes before exam starts

• For examination with multiple questions,  set one question/page

• File submission will be limited to 10MB/file. 

• For one question examination, allow more than one file submission (up to 3) - student can 
separate the answer into maximum 3 files.

• For multiple question, limit file submission (answer) not more than 3 files (each file 10MB). Set 
one question/page.



DO AND DON’T (DURING EXAM)

• If student got error, please advice to refresh, do not go back to previous page

• For file upload submission type question, remind student to upload the file before click submit

• Ask student to make sure submitted file name without symbol. Suggestion - File name 

B0123456777IsmailQ2

• File submission will be limited to 10MB/file. 

• For exam that requires file submission, extend 30 minutes extra time and inform student 15 

minutes before exam finish about the time extension using created WhatsApp/Telegram group.

• Make sure to check all student have submit their answers – Results >Response.


