
How to set up Exams and 

Recommended Settings
Faculty

Step 2 Install the Proctorio Chrome Extension
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From within your course in Blackboard, click the Secure Exam Proctor 
link and then click the link to install the Proctorio Chrome Extension.

Within your exam settings in 
Blackboard Learn, check the remote 
proctoring box to use Proctorio.

Step 1 Add the Secure Exam Proctor Tool

From within 
your course in 
Blackboard, 
add the Secure 
Exam Proctor 
tool from 
Tools>More 
Tools>Secure 
Exam Proctor.

2 Click submit to add.

3 The tool has been successful added 
to your course in Blackboard.

4 Move the tool to the top of the course 
homepage by either dragging and 
dropping or manually reorder.
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2  In the next tab that opens, click the link to install the Proctorio Chrome 
Extension. In the pop-up window, choose add extension.

3 Navigate to your course once you receive 
the ‘Done’ message. You will also see the 
Proctorio help icon (gray shield) to the right 
of the address bar.

Step 3 Check The Remote Proctoring Box

NOTE:
You must be 
using the Chrome 
browser.

 www.kent.edu/onlineteaching/proctoring 



 www.kent.edu/onlineteaching/proctoring 

3. Verification Options

4. In Quiz Tools

Calculator 
This option will 
allow test takers 
to perform 
calculations using 
an on-screen 
calculator 

White Board
This option allows 
test takers to use 
a scratch pad on-
screen.

2. Lockdown Options

NOTE:
Need additional help with 
each selection? Hover over 
the button and click on 
the blue question mark for 
more information.

Force Full Screen 
Prevents access to other applications or 
websites during the exam
*If you are allowing your student to use 

applications or websites during the exam (Microsoft word 
or excel, cheat sheets, etc.), this should not be selected.

Only One 
Screen
Prevents 
notes or 

unauthorized materials to be 
hidden on a second screen.

Disable New Tabs 
Prevents access to unauthorized 
material by blocking other websites 
during the exam

*If you permit your students to access online materials 
of any kind during the exam, this should not be selected.

Close 
Open Tabs
Prevents 
access to 

unauthorized material 
by requiring any other 
webpages to be closed 
before starting the exam.

Disable Printing
Prevents exam distribution 
by blocking Print, Save 
As, and screenshot 
functionalities 

*If you are requiring your student to print
anything during the exam, this should not
be selected.

Disable Clipboard 
Prevents exam material from being lifted or content 
being brought into the quiz.

*Please note that this selection does prohibit
students from copying and pasting text within the exam. If this 
exam consists of free form text where students may copy and 
paste to move text around, this should not be selected. 

Clear Cache
Will prevent exam 
distribution by erasing all 
traces of the exam from 
the computer after the 

attempt ends.

Disable Right Click 
Prevents access to 
the right click menu, 
which prohibits custom 
clipboard applications and 

screenshotting tools from being used. 

Prevent Re-Entry 
Requires the exam to be 
completed in one sitting, any 
disconnection will end the exam.

Three types:

• Allow Re-entry: Test takers will be able
to access attempts multiple times for any
reason

• Re-entry with Agent: Proctorio staff can allow
test takers additional access to exams, if the
attempt is unfinished

• No Re-Entry: Test takers can only access an
attempt once, and will not be able to re-enter the
exam if they leave for any reason

Record 
Video  
Will capture 
video from 
the webcam 

for the entire exam, giving 
insight to the student’s 
exam environment.

Record 
Audio  
Will capture 
audio 
from the 

microphone for the entire 
exam, allowing you to 
listen to the student’s 
exam environment.

Record 
Screen  
Will capture 
the student’s 
desktop for 

the entire exam, allowing 
you to see exactly what they 
were seeing on screen.

Record Web 
Traffic  
Will capture 
screenshots 
and URLs of 

any website visited during 
the exam.

1. Recording Options

Step 3 Choose Your Exam Options

Record Room  
Will require the 
student to show 
their entire test 
environment at 

intervals based on the option 
selected.
*This may not be feasible for 
students to do if desktop 
computers are being used. 

NOTE: Selections highlighted in blue 
denote recommended settings.

Verify Desktop
Creates an additional check during the 
system diagnostic test. 

Verify Video
Will ensure the webcam is working, 
pointed in the right direction, and the 
student’s face is clearly visible.

Verify ID 
Will require the students to show 
a photo identification card before 
beginning the exam.
*There are three options choose Live ID

Verify Login
Provides a password to prevent 
unauthorized access.

Verify Audio
Will ensure the microphone 
is working and any sounds 
in the test environment are 
recorded.

Verify Signature
Requires the student to sign 
an academic agreement 
before beginning the exam.

Block Downloads
Prevents students from 
downloading anything 
during the exam, including 
the exam itself and any files 

from websites or external sources.

Disable Extensions 
Prevents test takers from 
using other Chrome 
browser extensions during 
the exam. 

 




