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OBJECTIVES

Through this tutorial, professors will gain an understanding of how to 
perform the following actions in SmarterProctoring:

 Locating the SmarterProctoring link

 Adding exams

 Monitoring student progress

 Adding a special accommodation

 Allowing an exam re-take 
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LOCATING THE SMARTERPROCTORING 

LINK
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 First, login to your Canvas Course and select the Settings option 

from the Course Navigation Menu on the left side of your 

dashboard.
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 Next, select the Navigation Tab at the top of the page and locate 

SmarterProctoring from the list at the bottom. 
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 Finally, drag SmarterProctoring to the list at the top of the page 

and select Save at the bottom. 
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 SmarterProctoring is now available from the Course Navigation 

Menu.
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HOW TO ADD AN EXAM: CREATING A NEW 

EXAM
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 First, create the exam. Then login to your Canvas Course and 

select the SmarterProctoring link from the Course Navigation 

Menu on the left side of your dashboard.
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 Faculty will see two options: Import Exam or Create New 

Exam.
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 The Exam Details screen is now shown.

 The professor can begin by entering the exam name and a 

short description in the appropriate fields.
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 The Suggest Times switch can be left in the off position.

 Now, the professor can select the exam duration and then copy 

and paste the password that was used when the exam was 

created.
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 The Exam URL field is required to proceed.  Professors must 

copy and paste the exact URL for the exam, whether it is located 

in Canvas or in a third party platform.
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 Consecutive Attempts Allowed refers to the number of times that 

a student can take an exam in the same sitting.  If all students in 

the course will be allowed to have another attempt, we 

recommend creating a separate exam in SmarterProctoring and 

calling it “Retake.” 

 For a student that may need to retest due to an extenuating 

circumstance, please refer to Slide 54: How to Allow an Exam 

Re-Take.
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 The professor can enter when the exam will begin in the Exam 

Opens field, and when it will end in the Exam Closes field. 
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 The Scheduling Window is a feature that can be selected if the 

professor would like for students to make their test appointments 

by a particular date.  
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 The last section on the page is Attachments, where the professor can add 

formula sheets, writing prompts, or any other paper materials that students 

will be able to use on the test.   

 This is how attachments work: If attachments are provided they will be 

provided to the student while in the test. To get to the attachments the 

student can click the SmarterProctoring extension icon and the attachments 

will be listed. It is important that if attachments are being used that the exam 

is set to allow other tabs to be open so they can open the attachment 

content.

 The professor can add attachments or select Continue to bypass this step.  
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 Now, the professor is taken to the Permitted Items screen, where 

allowable items can be toggled on or off.

 After an item is toggled on, a dialogue box appears underneath.  

Further information can be added for clarification, but please 

note that there is a limit of 255 characters. 
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 Any items not listed under the Permitted Items area can be 

manually entered in the Other Items field.  Please be specific 

though, with what you will allow your students to use.   

 When finished, the professor can select Continue to proceed. 
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 The Notes screen is now visible. Notes for students and notes for 

proctors can be entered into the appropriate fields.

 Please make sure to include a monitored method of contact in 

the Notes for Proctors area in case our proctors or support staff 

need to reach you. 
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 Test proctors will be able to see information from both fields, 

whereas students will only be able to see information from the 

Notes for Students field. 

 When finished, the professor can select Continue to proceed. 
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 The professor is taken to the Proctor Settings screen.  
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 The Testing Centers in the Proctor Types area default to the on

but faculty can edit these if they so choose.
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 Approved Individuals are selectable.  However, FSCJ will approve 

or deny any proctors that a student not living in the Jacksonville, 

Florida area may choose through SmarterProctoring.  For this 

reason, we recommend leaving these options in the Off position.
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 Finally, enabling the Automated Online Proctoring button under 

the Virtual Proctoring area will allow your students to take their 

test online with automated proctoring, via webcam and internet. 

 Please recall though that this option is only for electronic exams –

not paper exams.
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 When finished, the professor can select Continue to proceed. 
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 The professor is taken to the Confirmation screen and can review 

what has been entered, then select Confirm to proceed. 
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 The exam will be created and the professor will be taken back to 

their SmarterProctoring Dashboard.
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 Finally, a feature that SmarterProctoring has introduced this term 

is the ability to delete an exam.  If you would like to delete an 

exam, you can select View Exam from your dashboard and then 

select the Delete Exam button.
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HOW TO ADD AN EXAM: IMPORTING A 

CANVAS EXAM
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 The Import Exam option will allow faculty to select a 

Canvas exam that will be synced with SmarterProctoring.
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 Faculty can verify the exam information on each screen, 

and can add items such as attachments, permitted items, 

and notes.
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 Faculty can also enable Live Proctoring and select Continue to 

finish.

34



 The professor is taken to the Confirmation screen and can review 

what has been entered, then select Confirm to proceed. 
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 The exam will be created and the professor will be taken back to 

their SmarterProctoring Dashboard.

36



 Finally, a feature that SmarterProctoring has introduced this term 

is the ability to delete an exam.  If you would like to delete an 

exam, you can select View Exam from your dashboard and then 

select the Delete Exam button.
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MONITORING STUDENT PROGRESS
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 From the Course Dashboard, professors can tell if students are 

ready to test, still need to schedule, or have completed testing.

 To monitor a particular student’s activity, select the View Exam 

button.
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 Students who have logged into SmarterProctoring will appear in the 

Student Overview area.  
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 Professors will be able to monitor their students’ statuses from this 

area.
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 If a student cancels an appointment a “+” will appear to the left of 

their name. 

 Once expanded, the professor can select View Session Details from 

the dropdown menu under the Action area. 
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 Further information is displayed from the Session Details screen. 
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 To review video from an automated testing session, the professor 

can select View Session Details from the dropdown menu under the 

Action area. 
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 Pressing play on the video will allow the professor to review the 

session in detail.
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HOW TO ADD A SPECIAL ACCOMMODATION 
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 If a student needs extra time to test or needs to test earlier or later 

than the original dates, the professor can enter a Special 

Accommodation (formerly called “Exception”) in SmarterProctoring.

 Please note that the student must be in either “Needs Proctor” 

or “Closed” status to enter a Special Accommodation.  

Students with an existing appointment will first need to cancel 

the appointment before the Special Accommodation can be 

entered.  

 Also, the Due Date must first be changed in Canvas, Pearson, 

or whichever platform you are using to administer the test.
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 To start, the professor can login to SmarterProctoring and select 

View Exam under the appropriate exam. 
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 Next, under the Student Overview area, the professor can select  the 

Add special accommodation option from the dropdown menu under 

the Action section.  
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 Now in the Special Accommodation menu, the professor can input 

any changes (such as extra time) in the Duration field.  
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 When finished, the professor can select Continue to move through 

the additional screens, making changes as needed.   
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 If professors need to make changes to their automated proctoring 

settings, they can do so and it will not affect other students. 
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 The professor is taken to the Confirmation screen and can review 

what has been entered, then select Confirm to proceed. 

 Once reviewed, the student can be notified that the Special 

Accommodation has been entered, and can make a testing 

appointment.
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HOW TO ALLOW AN EXAM RE-TAKE
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 Before beginning, please check to see if the exam is still open 

and active.  If the exam has ended, the Due Date must first be 

changed in Canvas, Pearson, or whichever platform you are 

using to administer the test.
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 To allow an exam re-take, login to SmarterProctoring and select 

View Exam under the appropriate exam.
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 Note that the student must be in “Closed” status.  The professor can 

select Add Attempt from the dropdown box under the Action area.
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 A dialog box will appear, indicating that the attempt was added.

 If edits to the original exam need to be made, the professor can 

select “Yes” and edit the exam.  If not, selecting “No” will add the 

attempt.

 Once the accommodation has been entered, the student can be 

notified that a new testing appointment can be made.
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STUDENT TESTING EXPERIENCE
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 Students will first login to their course in Canvas and select the 

SmarterProctoring link.
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 Now in the SmarterProctoring Dashboard, students will select the 

exam that they need to take and click on Choose proctor. 

61



 Students can use automated proctoring by selecting Schedule Your 

Session. 
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 The System Requirements screen will be displayed, where students 

can ensure that their computers meet the requirements for 

automated proctoring.  They can then select continue to proceed.
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 On the Payment Summary Screen, students can select Schedule. 
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 Students can either start their session immediately, or they can wait 

until later (anytime during the exam window) to test.
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 To begin testing, students will need to allow SmarterProctoring to 

use their microphones and cameras.  

 The system will also request that students download and install the 

Google Chrome extension. 
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 Once the Google Chrome extension has been installed, students 

have the option to watch a short video tutorial on automated 

proctoring before proceeding.
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 Next, students will be given an overview of the exam that they will 

take, and the process of starting their test session.

68



 Students will now go through a system check to ensure that their 

cameras, microphone, internet connection, and screen are 

functioning properly. 
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 Students will then agree to the Consent to Record and to stop their 

proctoring session once they have finished testing. 
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 Now, students must agree to share the contents of their screen. 
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 SmarterProctoring will then perform an ID Verification.  Students can 

proceed once their photos have been successfully captured. 
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 Students will then be asked to scan their room with their webcam, 

then they will receive a confirmation before testing.
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 When finished testing, students must select Stop Proctoring Session, 

then they must select Confirm and Disconnect.
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 Finally, students will receive a message stating that their session has 

ended.  They will have the option to uninstall the SmarterProctoring 

extension, if they wish. 
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ADDITIONAL TRAINING LINKS

Faculty Links:
 Main Instructors Guides Section - https://smarterproctoring.zendesk.com/hc/en-us/categories/360001291632-

Instructors

 Setting up Special Accommodation - https://smarterproctoring.zendesk.com/hc/en-us/articles/360021316292-
Setting-up-a-Special-Accommodation

 Automated Proctoring FAQ - https://smarterproctoring.zendesk.com/hc/en-us/articles/360041682791-Faculty-
FAQ-Automated-Proctoring

 Faculty Experience Video - https://vimeo.com/398999704

Student Links:
 Main Student Guides Section https://smarterproctoring.zendesk.com/hc/en-us/categories/360001291592-Test-

Taker

 Automated Proctoring Guides - https://smarterproctoring.zendesk.com/hc/en-us/sections/360008137592-
Automated-Proctoring

 Getting Started (Student Experience Video & Information) -https://smarterproctoring.zendesk.com/hc/en-
us/articles/360040976571-Getting-Started
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QUESTIONS?

Please feel free to contact us at Open Campus 
Proctored Testing:

 OC-ProctoredTesting@fscj.edu

 Scott Yaun: 904-997-2677

 Pamela Williams: 904-997-2676

 Felicia Sampson: 904-997-2675

 Dr. Judy Jones-Liptrot: 904-997-2619
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