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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. 



© EXIN, Examination Institute for Information Science 

 
3

 

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: 

 
 

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 in to MY EXIN 

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

 

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: 

• 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: 

 

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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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: 

 

Now you will be shown a page with general information about the module: 
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Right click on this line, and then another pop-up will appear: 

  
 
Please select the function - “Show todo”. 
A new page will appear: 

  
 
Please select the green triangles by “For”. 
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Then another pop-up will appear: 

 
 
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… 
 

   
link in the upper screen to return on the general page 
 

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

 link 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: 

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

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

 
 
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: 

 
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. 
 

 
 
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: 
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Then go to the tab Registrations and then select “Show VaCIR” under the menu 
item Preferences: 

 
 
A pop-up will appear: 

 
 
 
Please select the button “New”. Then select the .txt of .csv file you created earlier 
in the Excel sheet. 
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When you have selected this file the details of the candidate will be shown in the 
pop-up: 

 
 
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. 
 

 
 
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: 
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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. 

 
 
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”: 

 
And choose the button “Calculate”: 
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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: 

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

 
 
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. 
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An e-mail address is required. You can enter the e-mail address directly in this 
window. 

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

 
 
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: 
 

 
 



© EXIN, Examination Institute for Information Science 

 
22

 

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: 

 

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

 

You can find the login codes for the candidates on this attendance list. The 
candidates will need the registration code and password to log in to an online 
exam session. 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: 

 

The language you will choose is just for the login screen. The examination will be 
in the language you ordered! 
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Once you select a flag, a new page will appear: 

 

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: 

 

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

 

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: 

 

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: 

 

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): 

 

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: 

  
 
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: 
 

 
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 IS20, etc 
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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. 
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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”. 

 

Change the date into the date the candidates will take the examination: 
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Reset the status of the examination back to final. 

 

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”: 

 

Please click on the green arrow in front of the registration of the candidate you 
want to cancel. 
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Then a new page will appear: 

 

 

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

A new pop-up will appear: 

 

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>” 

 


