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Preface
Online platforms have been used widely ever since the pandemic of Covid 19 hits
the world. Among the most active groups using this platform are in the education
system.
Therefore, the Academic Technical team, Kulliyyah of Dentistry (KOD),
International Islamic University Malaysia (IIUM) was established to aid in the
technical issues with regards to online learning with special attention to online
examination. Therefore, to ensure the information and knowledge on the
technology were distributed at all levels, especially in the case of examinations, the
team felt that appropriate training and information is vitally needed. In these
trainings, lecturers and students were briefed on their roles and calibrated on the
use of the Integrated Teaching and Learning Environment (iTa'leEm) for
examinations with handouts given as further references.
Today, we are glad to present a training manual which is designed for direct
application with the online examination compiled from the previous handouts.
This manual was developed in close collaboration with the IT department of IIUM
and iTa'leEm support team.
We hope this manual will be a useful guide to all users in preparation for online
exam. The team welcomes comments and further suggestions.
Academic Technical Team
Kulliyyah of Dentistry
International Islamic University Malaysia (IIUM)

ii

Foreword from Dean
All praises be to Allah, the Creator of the
Universe, The One and Only. Peace be upon our
Prophet, Muhammad s.a.w, the Messenger to all
mankind. It is my great pleasure to
congratulate a dedicated academic technical
team for their endeavour in preparing manual
for Kulliyyah of Dentistry Online Examination:
Student’s Guide.
The Covid 19 pandemic has had a major
influence on dental education especially in the
conduct of examination. Therefore, it is
appropriate that online assessment in another
alternative method to replace the conventional
one.
This comprehensive manual is intended as a general guide for kulliyyah,
academic staff and students. It provides everyone with the information needed
to prepare for and sit the online examination at the kulliyyah. It covers the
software and hardware required to sit for the online examination, various
aspects to consider and complete before sitting the exam and what happens on
the day of the exam. It also includes explanation of the relevant regulations,
policies, and procedures for completing the examinations to meet our unique
circumstances during challenging Covid 19 pandemic outbreak.
Hence, the students must familiarise themselves with this manual before
they sit for the online examination. It is essential and it should be everyone’s
responsibility to read it.
Wassalam
Prof. Dr. Zainul Ahmad Rajion
Dean
Kulliyyah of Dentistry
International Islamic University Malaysia (IIUM)
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Part 1Joining the
online
examination
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INTRODUCTION:
This section will show step-by-step guidelines for students in preparing for
online examination, joining Zoom, log in iTa'leEm and time-in attendance in
iAttend).
Prior preparation for online examination:

Prepare
TWO (2)
devices for
the exams.

Install Zoom
application

Install
Camscanner
application

Have an
activeIIUM
email
account

Check
enrolment
status in
iTa'leEm

Prepare
pencil, pen,
and A4
papers

On the day of online examination:

Join Zoom session by clicking the provided link.

Rename your Zoom’s profile name to your assigned

numbers once you joined the Zoom.

Adjust your camera position accordingly.
Listen to the instruction from chief invigilator.
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1. Please click on the Zoom link provided (Device 1).

1a. Once you have entered the Zoom session, CLICK the Video
to ensure the video is ON throughout the examination.
Note: Please do not use any virtual background.

1c. This will
appear on
the sides,
click More.

1d. Rename>>Insert
you Assigned
Number>> Click OK.

1e. Insert your
Assigned Number>>
Click OK.

1b. CLICK
participants.

1f . Your Assigned
Number should
appear here.

3

2. On another device (Device 2), open iTa'leEm in the web browser.

3. Log in to iTa'leEm.
4. Choose the subject (according to the exam’s timetable).

4

5. Click on ‘Announcement’ to obtain the link for attendance via iAttend.

6. Click on ‘Attendance link’.
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7. The attendance link will appear in the next window;
i) Click this link and it will direct you to iAttend website (Red box).
ii) It is advisable to open the link in new tab to unsure the current iTa'leEm page
is left uninterrupted.

8. Time-in in your iAttend.

9. Invigilators will check the attendance to ensure all candidates already timed-in in
their iAttend. Once the attendance is confirmed, the invigilator will proceed with
the exam’s instructions.

6

Part 2
Answering using
Quiz Format
• MCQ
• Multiple True
False
• Short Notes
(SN) and
Modified Essay
Questions
(MEQ)
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INTRODUCTION:
This section will show step-by-step guide for answering online examination
using Quiz mode in iTa'leEm;
SECTION 1: MULTIPLE CHOICE QUESTIONS (MCQ)

In this type of question setting, you must select all CORRECT answers only.
1. Click at course code to return to the main page of the course (refer to red
box).

2. Click on the exam’s question.

8

3. The question page will be opened.
4. Click on 'Attempt quiz now'.

5. An alert pop up will appear - click ‘Start attempt' button when you are asked to do so.
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6. Start answering the questions, one by one. The quiz navigation section on the right
screen will tell you how many questions you have done, and time left to answer.
Time left to answer
Number of questions

7. Click ALL CORRECT ANSWERS ONLY on the boxes available.

10

8.

Once done answering all questions, click 'Finish attempt' button on the
lower right side of the screen.

9. Then click ‘Submit all and finish’ button on the lower mid section.
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10. A pop-up button will be prompted. Make sure to click again 'Submit all and finish' once
done.

10.1. Please make sure that you are satisfied with your answers. Once the answers are
submitted, you cannot change your answer anymore.
11. Finally, you will receive a summary of your attempt on the screen.

Congratulations! You have completed
submitting the MCQ

12

SECTION 2: MULTIPLE TRUE-FALSE QUESTIONS
In this type of question setting, you must select either TRUE OR
FALSE FOR EACH STATEMENT. You may leave it as ‘Choose’ if you
opt for not answering the statement.
1. Click on ‘Attempt the quiz now’ upon instruction by the chief invigilator.
2. You will see the questions appear like this:

3. To answer the question, choose ‘True’ or ‘False’. If you are not sure about
the answer, you can leave it as ‘Choose’.
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4. You can always check and change your answer during the exam. Once the

time is up, you will be asked to click on ‘Finish attempt’, then ‘Submit all
and finish’.

5. The invigilator and technical team will check your submission.
6. Please stay in the Zoom until you are allowed to go for toilet break and get ready

for MEQ and SN papers .
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SECTION 3: MEQ,SN AND PMP
In this type of question setting, you must answer all the questions directly
in the system.
1. Click on ‘Attempt the quiz now’ when the chief invigilator ask you to do so.
2. You will see the questions appear like this:

3. Type your answer in the box provided. Remember, for MEQ and SN, there

will be 2 questions for each pages. Once you finish both questions, click ‘Next
page’ button. This button can be seen at the bottom right of the page.

15

4. Continue to answer all until the last question. You can go to previous page(s)

to check your answers. Click ‘Previous page’ if you want to do so. The button
can be seen at the bottom left of the page.

5. You can always check and change your answer during the exam. Once the

time is up, you will be asked to click on ‘Finish attempt’, then ‘Submit all
and finish’.
6. The invigilator and technical team will check on your submission.
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Part 3
Answering using
Assignment Format
• Multiple True-False
• Modified Essay
Questions (MEQ),
Short Notes (SN)
and Patient
Management
Problem (PMP)

17

INTRODUCTION:
This section will show step-by-step guidelines for answering online
examination using Assignment mode in iTa'leEm;
SECTION 1: MULTIPLE TRUE-FALSE
In this type of question setting, you must download the exam questions and
answer it on the provided OMR sheet.

1. Click at course code to return to the main page of the course.

2. Click on the exam’s question once you are asked to do so by chief invigilator.
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The cover page of the question will appear like this:

3. Scroll to the bottom of the cover’s page and click at the question’s file with the PDF
format (Red box).
4. The question will be opened in new window @ downloaded into your
computer.

19

5. If the file is downloaded, the saved file will appear in the bottom of the browser/
located in the download folder in your computer.

6. Open the file.

20

7. You
can
start
answering
once
the file is opened.

EXAMPLES

8. Mark
your
answers in an
OMR form given
prior
to
the
examination.

Statement 1
Statement 2
Statement 3
Statement 4
Statement 5

• Please have a look on the
file format (pdf/ words),
you should open the file
according to the suitable
application
in
your
computer.

Statement 1
Statement 2
Statement 3
Statement 4
Statement 5

• Please mark your answers in OMR form
given to you prior to the exam’s date.

• Answer the OMR sheet using PENCIL ONLY!
• Make sure you fill up all the required
information such as:• Matric number
• Course code
• Block
• Year
• Pro

• Paper number

• YOUR ANSWER!
• When the time is up, you are required to stop writing and will be given time to scan
the document by using CamScanner APPLICATION.
• You can download the apps prior to the examination.

• You need to upload the scanned document/ OMR form to iTa'leEm.

• You will be given some time to scan and upload the answer script to iTa'leEm.

• Please refer to Part 4 and Part 5 of this manual for scanning the answer script and
uploading it into iTa'leEm.

21

SECTION 2: MODIFIED ESSAY QUESTIONS (MEQ), SHORT NOTES (SN) AND
PATIENT MANAGEMENT PROBLEMS (PMP)
In this type of question setting, you must download the MEQ, SN and PMP
exam questions and answer it on A4 paper.

On the same main page of the course, you will see the cover page for MEQ and SN
questions.

2. Click on the exam’s question

1. Choose the paper you want to answer;
-Short Note @
-Modified Essay Question (MEQ)
-PMP (for GMGS)
2. Click on the type of paper.
2. Click on the exam’s question
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The cover page of the question will appear.

3. Scroll to the bottom of the cover’s page and click at the question’s file with the
PDF format (Yellow box).
4. The question will be opened in new window @ downloaded into your
computer.
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5. Once the file is downloaded, the saved file will appear in the bottom of the browser/
located in the “Downloads” folder in your computer.

6. Open the file.
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7. You can start answering once the file is opened.

• Look at the file format (pdf/ words).
• You should open the file according to the suitable application in your computer.

EXAMPLE FOR S H O RT N OT E S Q U E S T I O N S

EXAMPLE FOR MEQ QUESTION S

25

Example of SN answer script

• For MEQ, SN and PMP questions, you should
write your answer in a blank A4 paper.

Matric number

• Please make sure you write the:
• matric number

• type of paper
• course code

• number of page in each paper.

• When the time is up you are required to stop
writing and will be given time to scan the
document
by
using
CamScanner
APPLICATION.
• You can download the apps prior to the
examination.
• You need to upload the scanned
document/ answer script to iTa'leEm.

• You will be given some time to scan and
upload the answer script to iTa'leEm.
Please refer to Part 4 and Part 5 of this manual for scanning the answer script
and uploading it into iTa'leEm.

26

Part 4
Scanning answer
script

27

Download Camscanner apps from Google
playstore @ Apple app store.
• Open the apps.
• Start scanning.

Click on the camera to scan.
• For one page only-choose “single” on the
options above the camera logo.
• For multiple pages-choose “batch” on the
options above the camera logo.

Ensure number
adequate.

of

pages

are

• If the number is correct, click on the image.

The apps will automatically scan the
pages. Click at ‘√’ sign to proceed.
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After you click ‘√’ sign, the apps will
show the scanned documents . Click at
the ‘Pencil’ logo to rename
your
documents.
Click "share" button to proceed, then click
"share PDF" to your own email.

Download the file from your email and
upload onto your iTa'leEm.

Check the uploaded file in iTa'leEm.
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Examples of scanned documents
Scanned OMR form for
MCQ

Scanned MEQ answer
script

Scanned SN answer script

Please label the page
number
(refer to Red Box)
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Part 5
Submission of
scanned answer
script to iTa'leEm

31

INTRODUCTION:
This section will show step-by-step guidelines for uploading your answer
scripts/OMR form in iTa'leEm;

From the same webpage that shows the question, you can see your submission status at the
bottom of the page

1. To submit your answer, click at ‘Add submission’.
2. Add your files.

2.1. Click at this icon, and a window will pop-up to locate the location of files.

2.2. or you can drag the file from the computer ‘here’

2.3. Please make sure you check the accepted format for the submission. Otherwise, the
system will reject it.
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3. Choose file for submission.

4. Select the correct paper for the subject.
• Make sure you choose correctly between MEQ , SN and MCQ.
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5. The file is ready to be uploaded.

Physiology Yr1 Dent 1102 SN 12345

6. Upload the file when everything is fine.

In the section ‘Save as’:
• Please put Course
name/ course code/
paper type/ your
matrix number (as in
example).

7. Click 'Save changes’ after you uploaded the document.
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8. After ’Save changes’, the screen will appear as follows, and it shows that you
are ready to submit your answer.

The current status

The uploaded answer script.

9. Click ‘Submit assignment’.
REMEMBER!!
You can only submit ONCE. Please make sure you have uploaded the correct answer to
the system!
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10. Confirm your submission by clicking ‘Continue’.

11. Once you completed the submission, the submission status is changed to ‘Submitted for
grading’.

The answer is successfully submitted to
examiners.
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The system will recognize that you have submitted your answer. If the invigilators did not
receive the answer, the chief invigilator will contact you for confirmation @ you may need
to re-submit your answer into another platform, e.g: email @ whatsapp @ telegram.
Do not turn off your camera until you are asked to do so.

Notes:

• MCQ, MEQ and Short notes exam will commence on the same day.
• OSCE/ OSPE (if applicable) will be done on a separate session.

• Please refer to the exam’s timetable for the confirmation of date and time.
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Part 6
Answering OSCE/
OSPE questions

38

INTRODUCTION:
This section will show step-by-step guidelines for answering OSPE/OSCE in
iTa'leEm;
OSPE/ OSCE is a SYNCHRONOUS examination, the slides (triggers for each OSPE question)
will be shown via Zoom.
1. On the day of the exam, please
click on the Zoom link
provided.

2. CLICK this Video symbol to ON - Ensure
video is ON throughout examination.
Note: Please do not use any virtual background.

4. This will
appear on
the sides,
click
More

5. Rename>>Ins
ert your
Assigned
Number>>
Click OK

6. Insert your
Assigned
Number>>
Click OK

3. CLICK Participants

7. Your Assigned
Number should
appear here
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8. The
exam
invigilator
will
share the screen,
make sure you see
the slides.

11. Go
to
iTa'leEm:
https://italeemc.iium.ed
u.my/ , then press Login
on the right top.

9. Change view to
‘Side-by-side:
Speaker’ to see
the whole slides.
Other
settings
might prevent you
from viewing the
entire
shared
slides.

10.Click ‘Restore
Down’ button
on top right
side of Zoom.
If you
Minimize, you
might see only
small slides on
top.

12. Insert your Username, and
insert your password, then
press Login.
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i.e. SEM 1 DENT 1102 PHYSIOLOGY
13. Under section Course Overview,
SELECT the respective course
according to the examination
timetable.

14. SCROLL DOWN and CLICK the
OSPE exam questions.

15. Ensure that you are in the
OSPE examination section.

Reminder:
• Take note that ONLY 1 ATTEMPT
ALLOWED for this OSPE
examination.
• Period of answering the exam
question is limited according to
the indicated time in timetable
(e.g 30 @ 90 minutes).
• NO EXTRA TIME is given to
answer the questions
• 1 hour grace-period is given
for submission.
• During the grace period, you
cannot change your answers
anymore.
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Attempt quiz

16. Click ‘Attempt quiz’.

17. Click ‘Start Attempt’.

18. All questions will appear in 1 page; you have to scroll down to see all the questions.

19. Please take note that
the trigger for each
question will be given
in the slides, shared
in Zoom. Each slides
are timed
accordingly.
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20. You can adjust the size of Zoom
slides by dragging the end of slides
to the left until you get this view.

21. Go back to your iTa'leEm, then
minimize the screen until you get this
view (2 separates windows).
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This is a reminder that slides will
change according to the timing of
each question;
Example:

OSPE BMS:
• ANATOMY: 15 questions,
2 min/slides
• PHYSIOLOGY: 5 questions,
4 min/slides
• BIOCHEMISTRY: 5 questions, 4
min/slides
OSPE ORAL BIOLOGY
• 25 questions,
2min/slides
OSCE CLINICAL: 5min/slides

22. You may type your answer in the provided space. Kindly indicate a), b), c), d) for each
answer.
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23. Slides will then changed according to the specified time. You may scroll
down to answer the next questions.

24. When you are done answering all questions, click ‘Finish attempt’.

YOUR ANSWERS WILL NOT BE CONSIDERED WITHOUT CLICKING THIS
BUTTON.
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25. Click to
maximize this
Italeem window.

26. Please ensure that you have
internet connection before you press .
CLICK SUBMIT ALL AND FINISH. Click
“Submit all and finish in the
confirmation dialog box

27. Ensure that you have this Table
Summary of your previous attempt.

If you have problems during OSCE/ OSPE session, you MUST contact the chief
invigilator immediately. The academic technical team will try to help you to resolve
the problems as soon as possible.
Don’t wait until the exam is finished. We are unable to help if you inform us at the
end of the session.
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REMINDER!
•

At the end of each session, the
invigilators will count the answer
scripts and
make sure all the
answers uploaded in iTa'leEm is
registered in the system.

•

Chief invigilator will contact the
student personally if the answer
script is missing from the system.

•

You are not allowed to leave the
session until you are told to do so.

•

Students must comply with the
online examination rules and
regulations all the time.
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