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Introduction

BCS has created a portal to enable registered invigilators to manage online classroom based exams. 

This Quick User Guide will outline the features of the portal and assist accredited invigilators in its use in 
overseeing exams. Please note that the Invigilation Guidelines should be read in conjunction with this 
document.

Overview

Invigilators will be able to:

Register on 
the system 

View a 
summary of 

online 
classroom 

exams

View all 
exam 

candidates 
& any extra 

time 
granted

Report 
incidents to 

BCS

Verify 
candidate 

IDs

Sign off
exam 

session
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Introduction

Candidates are required to register on the candidate portal in advance of the online classroom examination 
and they will need to log in to the portal on the day of the examination.

On the day of the exam:

▪ Confirm if all candidates have registered on  the candidate portal

▪ Ensure all candidates have logged in to the candidate portal

▪ Inform all candidates that they will require a 6-digit code which they need to enter to launch the exam

▪ When ready to proceed, provide all candidates with the 6-digit exam unlock code
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Accessing Invigilator Portal 

Invigilators assigned to an online classroom exam FOR THE FIRST TIME will receive a registration email from 
BCS, which they MUST complete before the commencement of their first exam.  

The email will contain a ‘Complete your registration’ link 
which will direct invigilators to the registration page.

Note: Once registration is complete, there will be NO
further communication from BCS. Future assignments 
will be notified by the invigilator’s ATO.

Once the invigilator has set up their credentials, they will 
be directed to the login page of the portal.

bcs.org | 4



Session Overview

Once logged in, the invigilator 
will see a summary of upcoming 
online classroom exam sessions 
assigned to them. 

Each session can be accessed 
through this screen throughout 
the exam process until the exam 
session is signed off.

Note: Paper format exams will 
NOT be displayed.
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Accessing Each Session

When an individual session is 
accessed through the session 
overview screen, the ‘Venue’ 
tab is displayed containing 
full details of the venue.
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Setting up the Exam

Prior to commencing the exam, the 
invigilator is required to:

1. Access the required exam session 
through the session overview 
screen

2. Click the ‘Candidates’ tab to view 
who is attending the exam session 

3. Extra time and reasonable 
adjustments will be highlighted 
adjacent to the corresponding 
candidate

4. Confirm candidates’ IDs have been 
verified and click the button 
accordingly for each candidate

5. Provide candidates with the 6 digit 
exam unlock code (top right 
corner of the screen) to enable 
them to unlock and commence the 
exam

Note: Candidates with no ID 
will NOT be permitted to sit 

the exam. 
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During the Exam

It will be highlighted 
adjacent to candidates 
that they have started 
the exam and any extra 
time they are entitled 
to.
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On Completion of the Exam
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The invigilator is required to confirm 
each session is completed. This will 
allow candidates results to be released. 
Any incidents that may have occurred 
during the exam can be reported here.

1. Click the ‘Report’ tab
2. State if any incidents occurred. If 

’Yes’ is selected, enter details of the 
incident

3. Confirm you have read and agreed 
with the declaration statement by 
checking the box

4. Click ‘Submit’ to confirm the session 
is complete

Note: if an incident is reported, ALL
candidate’s results will be HELD until 
BCS has investigated and resolved the 
incident.



Appendix

Relevant Documents:

Invigilation Guidelines

e-professional Online Classroom Exams – Quick user Guide for Candidates
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