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Introduction

1. A brief introduction to MY EXIN
MY EXIN is an exam ordering tool for EXIN Partners.
MY EXIN offers you as a partner significant advantage in terms of flexibility. For
example, you can get the exams very quickly before the exam date you have in
mind and you can organize sessions without being dependent on postal services.

MY EXIN is a java application that will run as a program on your computer.

For more information about EXIN exams, please visit our Web site www.exin-
exams.com or contact the EXIN Service Desk in your region.
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2. Downloading MY EXIN
MY EXIN is an application that needs to be installed on your computer before you
can use it. Make sure the computer and internet connection are compliant with
the system requirements. See the addendum 1 (page 32) for the system
requirement.
Please go to this URL - http://www.exinexam.com/

Download the application by clicking on the link HERE as shown below:

Step 2! Download MY EXIN HERE!

The program will now be installed on your computer.

Should you encounter any problems with installing MY EXIN, please contact
EXIN’s Service Desk.

3. Logging into MY EXIN

When MY EXIN is installed on your computer, a login screen will appear:

Laogin

Login name

Passwiord

it Lagin

Please enter the Login name and Password that EXIN provided you with.
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The first time you use MY EXIN, you will also need to fill in the field called
“Organization”. Type EXIN in that field.

How to set up an exam order

Before you can arrange an exam session, you will first need to know some details:

o What kind of examinations do you need? Don’t forget to think about the
correct language.

How many candidates will need to do the exam?

When will the exam take place?

Where will the exam take place?

Will the candidate take the exam web based or paper based?

When you log in to MY EXIN you will see the following buttons:

Excarm admin Maodules

Groups

Reqistrations

Modules - lists the type of exams.
Groups — shows you the exam sessions you have organized in the past.

Registration - you will find all the candidates who have taken exams with you.

4. Choosing the right exam/module

First, click the button Modules. A list of all the examinations that are available for
you as an EXIN Partner will be displayed:
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Calumns

I Module code | Madule versi... I Cateqary Module kitle I
p IP3R.SP 1 ITIL w2 IT Service Management Practitioner: Support and Festore (based on ITILE ) Spanish exar
p I3Z0F 1 1320 IEC 20000 Foundation Exam in IT Service Management according bo I30fIEC 20000 Mederlands &
B I320F.CH 1 1320 IEC 20000 Foundation Exarn in IT Service Management according b I90/IEC 20000 Chinese exal
p 1520F.DE 1 ISOIEC 20000 Foundation Exarm in IT Service Management according bo ISOfIEC 20000 German exar
P IS20F.EN 1 ISOJIEC 20000 Foundation Exam in IT Service Management according bo ISOIEC 20000 English exan
P IS20F.FR 1 ISOJIEC 20000 Foundation Exarm in IT Service Management according bo ISOfIEC 20000 French exan
P I520F.IT 1 ISOIEC 20000 Foundation Exarm in IT Service Management according bo ISOIEC 20000 Italian exam
B I520F.2P 1 ISOIEC 20000 Foundation Exam in IT Service Management according bo ISOfIEC 20000 Japanese ex
p I3Z0F.FR 1 1300 IEC 20000 Foundation Exam in IT Service Management according bo I30JIEC 20000 Porbuguese ¢
P I3Z0F.5P 1 1320 IEC 20000 Foundation Exam in IT Service Management according bo I30fIEC 20000 Spanish exar
b TS2NFR.FN 1 TSOITFC 200NN Fanndatinn Rridae Fream in 1T Service Mananement arcnedinn ba TSOTFC 200 Fralish ewane

You can choose the desired exam by scrolling down the list or you can use the

search option. (For the search options in MY EXIN, please see chapter 12.)

Module codes can be useful for knowing which exam to select. The code is made
from the type of exam followed by the language. For example, IS20F.EN is made
up of IS20F which means Foundation Exam in IT Service Management according to
ISO/IEC 20000 and EN which stands for the English language.

Please select the exam you want to order by clicking on the green arrow in front of

the correct exam code:

I520F.DE 1
S20F.EM 1

P IS20F.FR 1

Now you will be shown a page with general information about the module:

Module

[520F EN Foundation Exam in IT Service Management acrording b ISO/IEC 20000
General 1 Groups
Modles
Code 1520FEN Status [Avalable =l
Module e Foundation Exam in IT Service Management accarding to 150/
Description English exam ;I

It is not: allowed ko use any kind of literature or notes d

|

uriry

Kt

Cateqory 150{IEE 20000

Madule version ! Exam byps | Multiple Cheice
Shudents Fin, Max.

Currency LI

Start date 01112007 | enddae 31122009 |
Exarnzn duration &0 Language |English LI

I |Exam prerequisites comple. .. [ | Admission prerequisites co..,
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Right click on this line, and then another will appear:

Show kodo

Please select the function - “Show todo”.

Activities Carrespondence Madifications

Fri, 25-09-2009

Approval of exam session

Please select the green triangles b
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Then another pop-up will appear:

x|
CUANEr SrOUp Supervisars
Mame
Initials

Gebruikers die overeenkomen met bovenstaande gegevens

Initials | Mame Owner Group I
3402 Sandrine Tehi Supervisors ﬂ
3299 Julia Sieyro Supetvisars
5509 Klaus Lang Supetvisors
32 Yiharg Gua Supetvisors
201 Glen Francis Supervisors
1101 Elishia Merriman Supervisors
11589 Jolyn Tan Supervisors
1191 Evangeline P, Blanche Supervisors
1195 Uday Birajdar Supervisors
1329 Kavitha Vijavaratnam Supetvisars
1906  Raphael Rues Supetvisars ;I

If you see the name of the required supervisor displayed, please select the correct
name.

If you have selected the right name, you can press [backspace] twice...

ct  Extra Preference

1 48 pad ]

link in the upper screen to return on the general page

Workflow
As an alternative you can also click first on the link and then on the

SO [ink in the upper part of the screen to return on the general page.

The group has now been created. The next step is to register the personal data of
the candidates.
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How to register the candidates

There are two options to register candidates:

- The first way is to register the candidates with a pop-up called new registration
where you can fill in the details of the candidate. This is only for new candidates
and is very time consuming for large groups.

- The second way is with the import tool VaCIR. This looks difficult at first, but with
some experience, you can register a lot of candidates very quickly.

Both options will be shown:

7. Registering a candidate with “new registration”

From the General page you go to the tab Registrations:

Module
PP |ISZ20F.EM Foundation Exam in [T Service Management according to 1SO/IEC 20000
General Articles Irvoices Activities Corresponc
Eroup
Code 20057331 Status | Available = Cuskamer
Grouptitle Foundation Exam in IT Service Management according bo ISOf
Description English exam Exar location
It is not allowed to use any kind of literature or notes during - .
Training provider
the exam,
i_ategory ISOYIEC 20000 ;I
Students min. 1 IMa, 29
Date exam 25-10-2009 |
Skarkkime 15:30 Duration 0]
Delivery method webbased =
PO Mumber PO number
Exam type Multiple Chaice =

Then click on the button “new registration” at the bottom of the page:

-

MNew registration | ST 01T E SN BT | Attendancelist
L I Y I

A pop-up will appear.
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In this screen you can fill in the details of the candidate:

S New registration il
Person
Lask name * |Mouse SufFix
First mame * | Mickey
Initials ™. Gender * | EEEEEEEN - |
Exam Location cor_test_org (testlocatie)
Home address
Zip and City 99599 * Mouse City
Mumber * a8 Addition
Skreet * |Mouse Alley
State
Country *lus =1
Telephone
Fax
Mabile phone
E-mail * mickey,mouse@hotmail, com
‘Website
Birth
Date 01-04-1965 .o | Country s |
Ciky Maouse City
Cther...
Certificate namestyle
* | Informal | [Mickey Mouse
Clear fields | * Required fields ( MNew registration |
\

When the “New registration” button appears, you can register the candidate
(everything is filled in). If you have used the button, the registration will be shown
on the registration page:

Module:
PP |IS20F.EM Foundation Exam in IT Service Management according to ISCJIEC 20000
General Articles Registrations Invoices Activities Correspondence Files
I Registration code | Reg. date |Registratio...| Candidate M... | Date proces... Result ISucc‘ I Student Madule Mame
20051535 25-09-2009 Registered 2050642 Mo Mickey Mouse Foundation Exam in IT Service Manage

Then you can close the pop-up or choose “Clear fields” for adding a new
candidate.

8. Registering a candidate with the import tool VaCIR
With the import tool VaCIR you will be able to import personal data of candidates
into MY EXIN and add them to an exam session. The first time it looks complicated,

but for groups of candidates this method is very quick.

The first step is to fill in an Excel sheet with the personal data of the candidates.
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EXIN has a standard excel sheet available, but if you use an Excel sheet for your
training administration, this data can also be used.

The parameters in the standard Excel sheet:
Contact code; Last name; Initials; First name; Gender; Date of birth; Place of birth;
Country of birth; Adres1; Adres2; Adres3; Country; E-mail.

The parameters First name, Last name, and E-mail are MANDATORY. Please
always fill in these details. If the e-mail is unknown, please fill in “unknown”. The
contact code is the candidate number.

Lyl & 5 i) Share This File | WehEx = 5
hA3 M f
A | B | ¢ | o [ E | F | 6
1 |Contact colast name Initials First name Gender  Date of hirth Place of
2 | Mouse M. Mickey  Mail 01-12-1958 Maouseto
8
A

If you have entered all the details of the candidates, please save the Excel sheet
as a .txt-file or a .csv file in a handy location on your computer, like your desktop.
(Please refer to the help file of Excel for more details on how to save an Excel
sheet in a different file types.)

Look in My EXIN and write down the session number of the group you created
earlier:

General Articles Registrations Invoices Auctivil
Group
Code [ Skatus | Available =]
Grouptitle Foundation Exam in IT Service Management according to 150
Description English exam
It is not allowed ko use any kind of literature or notes during
the exam,
Categary 150/ TEC 20000 -
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Then go to the tab Registrations and then select “Show VaCIR” under the menu

item Preferences:
exin - You are logged in as 5. Pecimen - MY EXIN

Sile  Edie  Seleck

i

3 | Preferences  Help

.ﬁ Ien Shiowe WaCIR )b Grouptitle

Training group - Registrations

Exam in IT &

Module
e |ISZ0F.EN Foundation Exam in IT Service Managemenk a
Genatal Articles Registrations Irn

I Reqistration |:|:u:|e| Req. dake |Reqistratio.,.| Candidate M., | Dakte |

A pop-up will appear:

Registrations Invoices Achivities Correspondence Files

i) Execution Dake
File name
File Path
Loaded file Mapping Fields Check Shawe reslt
Linked ko ﬂ
Group b
Ordered by :I
Module Mame
Delimiters
£ Itabt [~ Treat consecutive delimiters as one
7 1blank [ First row has column headings
" Isemicolon! Text qualifisr LI
= 1commal
Format Dake I LI

Preview

Please select the button “New”. Then select the .txt of .csv file you created earlier

in the Excel sheet.

© EXIN, Examination Institute for Information Science
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When you have selected this file the details of the candidate will be shown in the
pop-up:

-

Delimiters
& kahl [~ Treat consecutive delimiters as one
7 1blank [V First row has column headings
= Isemicalon! Tewt qualfier | !none! - I
£~ Icommal

Format Date I - I

Previes

Contact code Last name Initials First name Gender Date of birth Place of birth Country of birth Adres

Maouse M, Mickey Mail 01-12-1959 Mausetawn us Maousest

If the details are not clear in the preview, you can change the delimiters. If this
was not successful, please review the Excel sheet or contact EXIN. Commas and
other punctuation marks in the text of the Excel sheet details may cause trouble.

The next step is to connect the candidates’ details to the correct group:
Please select the drop-down menu “linked to” and choose Contacts.

Loaded File Mapping Fislds | Chack
™
Linked ko -
aroup M |_
= EH | e I L'
(=== sy T g |
Module Mame |
Delirmiters
{ {%" ltab! 3
o lv

The next step is to connect the candidate to right group.
Please select the green arrows in front of group, and a new pop-up should appear:

Maodule b |

Groupkitle |

(Code 0057331

Date as of between | | anD | [
Category | Ll
Custamer | ;l
Groupkitle I Gru:uupn:u:u:lel Skatus I Date exanl Starttimel Dura
Foundation Exam in IT Se... 20057331  Awvailable  25-10-09 15:30 &0
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Please enter the group code that was generated when you created the group
earlier. Fill in that number in the field Code and then press enter.

The correct group should appear in the pop-up now. Just click on the line with
your mouse pointer.

Now the exam details should be entered in the first pop-up.

Linked to
Group
Crdered by

Maodule Mame

Pressiew

Contact code Last name Initials First name Gender Date of birth Place of birth [

| Cantacts LI

|2|:105?331 |25-1|:|-2|:||:|9 |F|:|un|:|ati|:|n Excarn in IT Service Manageme

| LI |n:n:nr_test_n:nrg (testocakie)

|Fu:uunu:|atiu:un Excam in IT Service Management according ko ISCYIEC 20000

~Delimiters
& Itah! ¥ Treat consecutive delimiters as one
= Ihlank! [+ First rowe has column headings
™ Isemicalon! Text qualifier | Inone! LI
" lcomma!
Format Date Idd-MM-WW ll

01-12-1959 Mousebawn

Please check the box “Treat consecutive delimiters as one” and choose the “date
format” you used in the excel sheet.

The next step is to connect the fields in the Excel sheet to the correct parameters
in the database (so that the last name will be filled in as “last name”).
Choose the tab “Mapping Fields”:

File Path

|C:'|,Dn:n:uments and Setkings)jero:
Loaded Fle | Mapping Fields |
Column Mame I Match with tak

And choose the button “Calculate”:

Calculate

© EXIN, Examination Institute for Information Science
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MY EXIN will make a preview of how the items will be linked together. For the

standard Excel sheet the screen should look like this:
Match with kable Match with Figld

Contact code Contack | Contact Code

Colurin Mame

Last name Zontack _I Lastname w | TEXT conkack name_last
Initials Contack _I Initials w | TEXT contack name_initials
Firsk name Zontack = | Firsk name w | TEXT conkack Name_common
Gender Contack _I Gender w [INTEGER contact gender

Date of birth Cantact ¥ | Date of birth ¥ |DATETIME contact birth_date
Place of birth Contack _I City of birth w | TEXT contack birth_city
Country of birth Contack LI Country of birth w [INTEGER contact birth_counkry
Adres1 Contack LI Street (Home) w | TEXT address wisit_street_1
Adresz Contack LI Skreet 2 (Home address) w | TEXT address wvisik_strest_2
Adres3 Contack LI Skreet 3 (Home address) w | TEXT address visik_strest_3
Country Contack LI Country (Home) w |[INTEGER address wisit_countey_id
E-rnail Contack LI E-mail {Home) w | TEXT contack_ikem email

If everything is the same, please go back to the tab “loaded file” and press the
button “Import” below in the pop-up:

Impork

Now the candidates will be imported into the system. The system will check if the
last name, first name and e-mail addresses are filled in. So please make sure that
this data was entered! Select the green arrow to enter the required data.

S Import file ﬂ
X Delete Mew Record: 49 of 49 itotalrecords = 3398) (M4 | b W
il 4658 Execution Date 24-11-2009 Modfficationdate 22-10-2009
File name rebecca,csv Size &40 bytes
File Path C:\Documents and Settings!berry. jansen, EXIM|Deskbop, records 1
Ex J
Losded fils T Check e Created by Slksnzen
| check email check First name I file wersion I Reg Mum PO nummer Test Date
> nione Yinicius Prometrica0s09 ra0lams02a po nummer $123456...  04-30-2009
JE R I
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An e-mail address is required. You can enter the e-mail address directly in this
window.

x|

E-rnail Mone

Firsk name Winicius

Now go to the tab “Show result” in the pop-up. Here you can see what was
successfully imported:

Loaded fls Mapping Fields Check Show result

New companies (0)
Company with Similar Name...{0)
New contacts (1
Contact with Similar Name...{0)
Existing companies (0)
Existing contacts {0)
Link company - contact {(0)
@Regstrations (1)
Needs to finish these modules before registratic

In this case, you will see 1 registration that is also a “new contact”. It can also
recognize “existing contacts” and “contact with similar name”. You can look
further into these registrations by clicking on the + sign. If you want more

information regarding the information shown in these screens, please contact the

EXIN Service Desk.
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If everything went well, then the candidates are linked to the group and you see
them appear in the registrations tab and you can close the pop-up:

Module
e |ISZ20F.EN Faundation Exan in IT Service Management according ko 150

General Articles Reqgiztrations Irvoices

I Reqistration c-:u:leI Req. date |Reqistratio...| Candidate 1, .. | Dake proces. ..
200563543 02-11-2009 Reqistered 2067264

© EXIN, Examination Institute for Information Science
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How to finalize the exam session

9. Finishing the exam session

After successfully registering the candidate in MY EXIN, you can finalize the exam

session.

Please go the tab “General” in the exam group:

Module
Bp [ITILF

General

Group

Code
Groupkitle

Descripkion

Category
Students

Dake exam
Starkkime
Delivery method
PO Mumber
Exam tvpe
Exarm

IT Service Management Foundation (based on ITILE)

It is nok allowed to use any kind of literature or nofes during

Articles Feqistr ations
olooooio Skaktus
IT Service Management Foundation
Dutch exam
the exam,
ITIL Y2 =]

Min. 1 M, 15
15-06-2009 [o20]

0901 Dwration | 130
paperbased (paper) |

Multiple Choice =]
PP 14311

LAFNIATAN APEE LB AR g

Activities

The status should be set from “Available” to “Final”. This means that the exam
session is ready to be taken and then processed. For the web based session, the
examination session is ready now. You can also choose “Cancelled”. That will
cancel the exam session. For paper based sessions, after changing the session
into the status Final, you can select the button “Prepare exam”.

© EXIN, Examination Institute for Information Science
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provider

The text for the button will be “Prepare exam”.

© EXIN, Examination Institute for Information Science
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How to prepare the exam session

10. Preparing a web based session

For a web based session, you should have already changed the session to “Final”

in the group window.

The next step is to get the login codes with which the candidates can log in to the

exam session.

To do that, go to the tab Registrations in the exam group. Then select the button

“Attendancelist” right below on the tab Registrations:

Now a new page will appear:

exin_train_registration_prnt_Ist - MY EXIN

File Edit Select Extra Preferences Help

L Zprint...

[0 Page setup. .. [ |1 =1 |150%|

Attendancelist

Groupcode Customer

Grouptitle : Foupdation Exam in IT Service Management ao Duration
Date Z10-2000 Starttime

MNote

Student

Candidate 2067264
Registration cplie 20063543
Password BAADEE7F
1

I520F.EN

You can find the login codes for the candidates on this attendance list. The
candidategwill need the registration code and password to log in to an online
exam segsion. Please print this list with the print button and close the page with

the close button.
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The next step is to let the candidate log in to a web based session.

Using a computer in a secure environment (exam room with a supervisor present),

please open a web browser (Internet Explorer, Firefox, Google Chrome or Apple
Safari). Fill in the URL https://exam.exin.nl/, the following page will appear:

Welcome to the EXIN online
examination tool.

Please select your language:

ExIN online examination tool requires Internet Explorer 6.0 {or
higher) or Mozilla Firefox 2 {or higher).

The screen resolution to display the exams should be set to
1280 % 1024,

ExIMN will not support any problem caused by using other
browsers or resolution settings.

The language you will choose is just for the login screen. The examination will be

in the language you ordered!

© EXIN, Examination Institute for Information Science
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Once you select a flag, a new page will appear:

Marme: ||

Passwiord: |

[T Show list of any unfinished assessments

Enter |

Please fill in the candidate’s registration code for the Name field and fill in the
password in the Password field ( which can be found on the attendance list).

The candidate can then begin the examination.

You can always test the web site first by entering:
Name * exintest
and the password “ exin “,

This is a fake examination that you can test whenever you want to, and acts like
an actual exam. IF this works, the real exam should also work.

The candidate can open the exam and when they are finished with the exam, they
can submit their answers to EXIN by selecting the button shown below:

Submit

After submitting the exam, a result page will automatically be generated for the
candidate to see. If the candidates clicks on the link below:

Feedback

The candidate can then immediately print out his coaching report.

After the exam, the supervisor/proctor/invigilator can send a copy of the
attendance list to EXIN (scanned in and attached to an email to service@exin-
exams.com or to the fax +31 30 234 31 11).
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In cases of incidents that need immediate attention, please contact the Service
Desk by telephone!

11. Preparing a paper based session

For a paper based session, you should have put the session on “Final” in the
group menus.

The next step is print the exams documents for each candidate in the exam
session.

To do this, first go to the tab Registrations in the exam group. Then select the
button “Attendancelist” right below on the tab “Registrations’:

| ——

Now a new page will appear:

exin_train_registration_prnt_Ist - MY EXIN

File Edit Select Extra Preferences Help

En| & Print... [ rage setup... [ |1 =1 |150%| x| Close

Attendancelist

Groupcode : 20057331 Customer
Grouptitle H Foundation Exarn in IT Service Management ao Duration
Date : 25-10-2000 Starttime
Student Note
Candidate Mumber 2067264

Registration code 20063543

Password BAADSS7F

Tablerumber 1

Anpendiy

Module code IS20F.EN

Exam

Mickey Mouse

On this attendance list you will find the exam details of the candidates. Please
print this list with the print button and close the page with the close button. This
is also the supervisor report of the session. It is important to send this attendance
list back to EXIN together with the examination materials.
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Secondly, go to the tab Files:

Articles Reqictrations Irroices Actiwities Correspondence Files Revizions

File name I Titlz I Size:
answering Form A<, pdf 29 kB
IS20F.EM 1400.1.pdf 36 kB

You should find here the documents you need for an exam session. For this
specific example, you will see the exam and an answering form.

Please click on the green arrow in front of the document.

A new page will pop up. In the middle of the page you will see a hyperlink (blue
text):

Documenk

Code 401630

File name P [ISEEIF.EN 1400, 1. pdf j

Title

Type .pdf

Descripkion Enalish excam ﬂ
It is niot allowed to use any kind of licerature ar
notes during the exam, j

Wersion

Size a6 kB

Just click the hyperlink and the .pdf will automatically be downloaded.

Print the documents for all the candidates.

Please be aware that these documents are intellectual property of EXIN and that we
expect you to treat these documents in the manner EXIN has stated in the
agreements between your organization and EXIN!

After the exams are completed by the candidates, the

supervisor/proctor/invigilator can send the exam papers to EXIN by courier. The
exam results will be processed within 2 weeks of EXIN receiving the papers.
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What else?

12. Using the search options in MY EXIN

Searching in MY EXIN:

MY EXIN has some useful search options. The search facilities are located in the
upper screen. In this example we will use the module code. For groups and
registrations, you can also use the same tool:

#;:' = Module kitle Sl

The easiest way is to use the module code for searching for the appropriate exam.
Use the drop down menu to choose the module code:

2 |= Module title i
- Category
Check admission dermands
Check pre-demands
Jegary Drescription

Exam bype ation
Examen duration ation
Maximum students ent Foundal

Minirum students

enk Foundal

Module code

1

oner: Agree
- Module Eitle . ) o .
Now you can choose the correct module, just by filling in a part of the module

code.
For ITIL® version 2 Foundation you can fill in “itilf”

For ITIL® version 3 exams, you can fill in “ITV3”
For ISO 20000 exams, you can fill in 1S20, etc
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dit Select Extra Preferences Help

-;‘ Menu 4= Back = Forward SN is20 ? Todo Mew

Colurnns

I Module code I Module wversi, .. I Category I Module title I

e IS20F 1 ISOYIEC 20000 Foundation Exam in IT Service Management accol Mederl
e 1520F.CH 1 ISQJIEC 20000 Foundation Exam in IT Service Management accol Chines
o ISZ0F.DE 1 ISOJIEC 20000 Foundation Exam in IT Service Management accolGerma
[ I920F.EM 1 ISQIEC 20000 Foundation Exam in IT Service Management accol Englisk
o ISZ0OF.FR 1 ISOJIEC 20000 Foundation Exam in IT Service Management accol French
e I520F.IT 1 ISOJIEC 20000 Foundation Exam in IT Service Management accor Ikalian
P ISZ0OF.IP 1 ISOJIEC 20000 Foundation Exam in IT Service Management accor Japane
[ I9Z0F.PR. 1 ISQJIEC 20000 Foundation Exam in IT Service Management accol Porkug
P ISZ0OF.SP 1 ISOJIEC 20000 Foundation Exam in IT Service Management accol Spanis
p I5Z20FE.EM 1 ISQJIEC 20000 Foundation Eridge Exam in IT Service Managemer Englisk
P ISZ0OPA.DE 1 ISOJIEC 20000 Professional Alignment of IT and the Business acc Germa
e I520PS.EM 1 ISQJIEC 20000 Professional Alignment of IT and the Business acc Englisk

A useful tip is to set the module code as a permanent parameter in the search
field. In this way you can always use this code. For searching by module code,
please use the option “set current field as default searchfield” so the checked
parameter will be set as the default for all queries under the menu modules.

l._lU.l e s e LT el e R =1} ICIHCIIICI I QUL ST ST L 1 D
ISOJIEC 2001 Maximurm students MManagement acconGerman exam Ik is no
ISQyIEC zopi  Minimum students Management accol English examn It is not
IS0/1IEC 2L(C" v Module code AHagement accol French exam Ik is nok
ISO[TIEC 2001 Module title Ma ment accol Ikalian exann Ik is nok
ISOJIEC 2000 2185 Manageringenkt accal Japanese exam Ibis r
Requi k L
ISO/IEC 2001 FOUITEMENT. amoun Managemerit, accol Porbuguese exam Ik i
Status
ISO[IEC 2001 Management ascol Spanish exam Ik is no
Yergion
[SO/IEC FOOI ervipe ManagemerEnalish exam It is not
Set current Field -
ISO(TEC POOI s default searchfield d th es5 acc Gégman exam It is no
Tl d i
[SO/IEC 200 M7 SErehes 3 = exam It is not
IS0/ IEC 2001 Public searches p [ees according to IFEermansxam I is no
[S0OJIEC 20000 Praressianal arerar ar 1T services according to I8 English 1t is not

[SO/IEC 20000 Professional Delivery of IT Services according to 1German exam Ik is no
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13. Rescheduling an exam session in MY EXIN

MY EXIN users often want to reschedule exam sessions already created in MY

EXIN.

At the moment it is only possible to reschedule an exam session for the future. If
you really want to change the planning to take an examination days earlier than
originally scheduled, please contact EXIN. It is not necessary to reschedule when

the exam takes place on the same day but at an earlier time.
Go to the group already scheduled and go to the tab General.

Please set the status of the group from “final” into “available”.

Group
Code 20057331 Skatus | Final |
Grouptitle Foundation Exam in IT Sdrvice Manad ~valable
- Cancelled

Drescripkion English exam
It is not allowed ko use afey kind of litérature or notes during
the exam,

Cateqgary 1SOJIEC 20000 =]

Students Min. 1 Max, | 99

Diabe exam 25-10-2009 o Reset QM date

Skartkime 15:30 Dk atian a0

Change the date into the date the candidates will take the examination:

20057331 Skakus | Available | Customer
Foundation Exam in IT Service Management according bo 150y
English exam Exam location |

1t is not allmaed ko use any kind of likerature or nokes during Training rovider 1

the exam,
S select a date (selected: 25-11-2 x|

I1SQYIEC 20000 =]
<< | < |25-11-2cu:9 = | s |
Yim. 1 Max, 99 -
Month Crverviem
25-10-2009 |

15:30 Duration &0 aun Maon Tue wed  Thu Fri Sak

paperbased {pdf) i 1 2 “ 4 5 6 7

PO number 8 9 10 11 12 13 14

Multiple Choice ;I 15 16 17 18 19 20 21

P |2024.1 2z | 23 | =4 syl oze | 27 | 28
29 a0

Today | ul's Cancel
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Reset the status of the examination back to final.

20057331 Skatus | Final ;I
Foundation Exam in IT Service Management according to IO/
Enaglish exam
It is nok allowed ko use any kind of literature or nokes during
the exam,
I50JIEC 20000 |

lin. 1 Max, 99
03-11-2009 m [ Reset QM date ]
15:30 Duration &0
paperbased (pdf) LI

Click on the button “Reset QM date”.

With this action the exam date is rescheduled to a new date.

14. How to cancel a registration

If a candidate can not take the examination at the scheduled time, you can cancel
the examination free of charge. You may cancel the candidate up until the day of
the examination. On the scheduled day for the examination, the exam will be
invoiced. If you think you have a good reason to cancel the exam after the day of
the exam but you are too late, you may contact the Service Desk.

For canceling the exam, please go into the exam group that the candidate is
registered in and go to the tab “Registrations”:

Module

P |IS20F.EM Faundation Exam in IT Service Management according to ISCJIEC 20000
General Articles Registrations Irvoices Activities Correspondence Files
| Reqistration code I Reg, date IRegistratiD...I Candidate M. ., | Date proces, ., Result ISucc...l Student I
P 20063543 02-11-z009 Final 2067264 Mo Mickey Mouse Ft

Please click on the green arrow in front of the registration of the candidate you
want to cancel.

© EXIN, Examination Institute for Information Science 32



Then a new page will appear:

< > x =
20061543 | Mickey Masse.

Mabde : Mok vresion
» r -
e s
Gansesl
Traning regetrabon Canddits o
Coude + Crgariation
gty ation date 02 11-2009 | Person
Stabus F I | Lugtongr
Mok (b Exm kcalion
[ uidis ke |
LAY qorlrotie
Sty
Trnvoices s " Person
Pt (pubhc) & Ecam bocation
-
=
Contract
Feterence Exam
Cancalstion date = | Eoam code
o Tenss = Exam version 1 Examtype
= i
r ul eschedued r
I= Tabherumber 1 Final scire.
Date proces: zed Resuk date
Rt batch = r
Cancellation

Please click on the button “Cancellation”: ee—————— (at the top of the page)

A new pop-up will appear:
Es 5et cancellation date and reason x|
\i,) Cancellation date ||:|2-1 1-20095:

Zancellation reasan - I

Private circumskances
Exarm bype

Present

‘ ‘ Rescheduled I

Please set the correct cancellation date and fill in a reason for cancellation. Then
click “Ok™.

Now the examination is canceled for the candidate.
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Addendum 1 System requirements client MY EXIN

Internet access

Minimal requirements bandwidth:

Download 1 mb

Upload 0,5 mb*

*when regularly uploading big files it is recommended to increase this bandwidth.
Internet server

Access on Ports:

HTTP =80

RMI = 2099

Client

Hardware

Memory 1 Gb

Hard Disk 1Gb free

Screen resolution Min. 1024 x 768

Software

Java Windows: 1.60 7

Apple: 1.50_16

Permissions

Write permission in folder “Documents and settings/<user>"
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