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Standard Operating Procedure (SOP) - Examination 

 
Introduction: 

 
Online examinations are an essential part of the academic assessment process in our university, 

providing a flexible and efficient way for students to demonstrate their knowledge and skills. 

This SOP outlines the procedures to ensure the integrity, security, and fairness of online 

examinations. 

Pre-Examination Preparation: 
1) Receiving Examination Timetable - Partner Universities/Institutions share the 

Examination timetable with the Exam team in a Word format at least 30 days before the 

Exam schedule. 

2) Slot Registration: ( Optional for universities) - Slot registration provision is to be 

made on the student portal with a Set timeline for closing registration. The slot registration is 

open one month prior to the examination and closed 8 days before the commencement of the 

examination. Once registered no exchange of slots should be entertained. 

3) Student Registration Data: Universities/Institutions provide Student 

registration data in Excel format at least 7 days before the commencement of the 

scheduled exam. 

User IDs and passwords are generated for students for their respective course 

examinations. Roll numbers or email IDs may be used as User IDs for easier tracking 

if suggested by the University/Institution. This will be enabled by the Academic team 

of the examination. 

4) Question paper pattern and obtaining approval from the university: The 

university should confirm the blueprint of the question paper along with the number of sets 

required for each program. The same should be shared within one month( 30 days ) of the 

beginning of the examination. 

 

 

 



 

 

5) Uploading Question Bank: Question bank uploading will be done with the due 

approval of the university as per the choice of the question set aligned to the slot of the exam. 

This should be enabled on the exam platform 2 days prior to the scheduled exam. 

 

6) Mock Test Creation: The exam team creates a mock test for a dry run, which is 

shared with the University/Institution before the exam schedule. Instructions to be followed 

by students are also provided. The mock exams are conducted for 2-3 days as per the 

requirement and will be completed 2 days before the original commencement dates of the 

exams. 

7) Pre-Check: Ensure all students are registered as per the list provided and subjects are 

visible by mapping them into groups. 3 days before the scheduled examination 

 

 

Examination Conduct: 
1. Time Limit: Set a predefined time limit for each examination to maintain consistency 

and fairness as prescribed by the university. 

 

2. Additional layer of manual proctored will be administered as per the university’s 

instructions. 

 

3. Prohibited Activities: Clearly define unfair activities, such as accessing unauthorized 

materials or communicating with other individuals during the examination. 

 

4. Technical Support: Ensure that the technical support staff are available throughout 

the examination period to address any technical issues promptly. 

 

5. Student Support: Live student support services through various 

communication channels are enabled by the team. 

 

Post-Examination Procedures: 
1. Student attendance details are shared with the university.- Academic services team to 

Project team to University. 

 

2. Document any incidents of academic misconduct or technical issues encountered 

during the examination for further investigation and improvement. 

 

3. Facilitate the timely evaluation of examinations according to established grading 

criteria as prescribed by the university. 

 

4. Tabulate the results as per the university-prescribed format and ensure proper QC is 

done before it's graded and submitted to the university. 

 

 

 

 



 

 

Backlog and Re-examination: 

1. The university will share the re-appear/backlog exam date sheet. 

2. Student data for the re-exam or backlog paper shared by the university. 

 

3. As per university protocols, Examination team can enable the slots for the 

students to choose from. 

 

4. The question bank is approved and shared by the university. 

 

5. Exam details will be notified to the students by Examination Team. 

 

6. Re-exam result data is shared with the university as per the prescribed format. 

 

Emergency Protocols: 
1. Communication: Establish clear communication channels to promptly notify 

students and faculty of any changes or disruptions to the examination schedule. 

 

2. Regulatory Compliance: Ensure compliance with relevant regulatory requirements 

and university policies governing academic integrity and data security. 

 

3. Quality Assurance: Conduct regular audits and reviews of the online examination 

process to maintain quality standards and compliance with established protocols. 

 

Result & Tabulation: 

 

1. The university must share the prescribed format for tabulation and grading along 

with the date sheet release. The tabulation format will be shared with the examination 

team by the university project manager. 

 

2. Grade the exams according to pre-established criteria or rubrics in case of 

descriptive pattern. 

 

3. Compile exam results and submit them to the university on time (between 3-4 weeks 

after the completion of the exams) and provide feedback to the university. 

 

4. Declaration of the result is carried out after the university's approval. 

 

5. Analyse exam data to evaluate the effectiveness of the exam and to identify the 

areas for improvement. 
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Login page

The student must log in using the link: https://suk.brainzorg.com

The student must log in using their username and password.
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Once the student has logged in, they are required to click the
authentication button shown below.

Authentication
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Authentication

As illustrated below, the student is required to capture a photograph
while holding their identity card.

After capturing the photo, the student must click the Back button
and wait until the authentication is approved.
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Once authentication has been approved, the student is required to
click the Continue button.

Exam Continuous
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After clicking the Continue button, select I Agree and click Start
Exam to begin the exam.

I agree and start the exam
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After I agree and start the exam, the following window will open
in which the student will have to give the allow and after giving
the allow, he will have to click on the Entire Screen.

Entire Screen

Note :-  It is mandatory for the student to give the Entire Screen.
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The student is required to position their face within the center of
the green-colored guideline.

From this point, the student will be able to view the exam
questions and must select the correct option to answer each
question.

 Exam
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Clicking on the Calculator menu will open the calculator.
The calculator can be used in both Advanced Mode and Basic
Mode.

Calculator
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The student must keep their face in front of the camera at all
times. Otherwise, a warning will be generated as shown below.
A warning will also be generated if the student looks away from
the screen.

Focus warning

Note : After the set warning limit is reached, the examination will
automatically stop.
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If the student any issues during the ongoing exam, they can use
the chat box shown below to communicate with the exam
proctor.

Chat box
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A warning will be generated if the student opens any other
window/tab or uses a mobile phone during the exam.

Focus warning
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Once the student answers the final question and selects Save
and Next, the exam submission option will be displayed,
allowing the student to submit the exam.



14

After clicking the Submit Exam button, a pop-up message stating
“Exam Submitted Successfully” will appear. Clicking Back to
Home will log the student out of the exam.
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प्रिय प्रिद्यार्थ्ाांनो, 

ऑनलाइन MBA काययक्रमामधे्य पारदर्यकता, प्रनष्पक्षता आप्रि रै्क्षप्रिक िामाप्रिकता सुप्रनप्रित 

करण्यासाठी पूियपिे ऑनलाइन ि Proctored Examination ििालीचा अिलंब केला जातो. अंप्रतम 

परीक्षा प्रदनांक 10 ऑगस्ट 2026 पासून  घेण्यात येिार आहे.  

परीके्षस उपस्थित राहण्यापूर्वी सर्वव वर्वद्यार्थ्ाांनी खाली विलेल्या ‘करार्वयाच्या’ (Do’s) र्व ‘करू नयेत’ 

(Don’ts) या सर्वव सूचनाांचे काळजीपूर्ववक र्वाचन करणे अवनर्वायव आहे. तसेच, परीके्षसांिर्ावतील सर्वव वनयम 

र्व सूचनाांचे वर्वद्यार्थ्ाांनी काटेकोरपणे पालन करणे आर्वश्यक आहे. 

परीके्षस उपस्थित राहण्यापूर्वी वर्वद्यार्थ्ाांनी खालील सर्वव सूचनाांचे काटेकोरपणे पालन करणे अवनर्वायव आहे. 

 Examination साठी कराियाच्या गोष्टी (DO’s) 

1. फक्त Laptop प्रकंिा Desktop चा िापर करा 

परीके्षसाठी फक्त Laptop वकां र्वा Desktop Computer चाच र्वापर करार्वा. Mobile Phone वकां र्वा Tablet 

चा र्वापर करू नये. मोबाईल वकां र्वा टॅबलेटर्वरून विलेली परीक्षा अमान्य (Invalid) ठरवर्वण्यात येईल. 

2. इंटरनेट कनेक्टिक्टिटी तपासा 

परीके्षिरम्यान इांटरनेट कनेक्शन खांवित होऊ नये यासाठी स्थिर आवण उच्च गतीचे इांटरनेट कनेक्शन 

र्वापरा. 

3. Camera आप्रि Microphone काययरत असल्याची खात्री करा 

तुमचा Webcam आवण Microphone योग्य प्रकारे कायवरत र्व सुरू (Enabled) असणे आर्वश्यक आहे. 

परीके्षिरम्यान तुमचे सतत Proctoring द्वारे वनरीक्षण केले जाईल. 

4. र्ांत आप्रि पुरेसा िकार् असलेली खोली प्रनिडा 

परीक्षा िेताना शाांत र्व गोांगाटमुक्त खोलीत बसा. खोलीमधे्य पुरेसा प्रकाश असार्वा आवण परीके्षिरम्यान 

तुमचा चेहरा Camera मधे्य स्पष्टपणे विसणे आर्वश्यक आहे. 

5. ओळखपत्र (ID Proof) जिळ ठेिा 

पिताळणीसाठी आर्वश्यक असल्यास, रै्वध फोटो ओळखपत्र जर्वळ ठेर्वा. उिा. आधार काडय, PAN 

Card, College ID प्रकंिा कोितेही िैध सरकारी ओळखपत्र. 

6. िेळेपूिी Login करा 

परीके्षच्या वनधावररत रे्वळेच्या वकमान 20–30 प्रमप्रनटे आधी Login करा, जेणेकरून System Check आवण 

इतर आर्वश्यक प्रविया सुरळीतपणे पूणव करता येतील. 

7. सूचना काळजीपूियक िाचा 

परीक्षा सुरू करण्यापूर्वी स्क्रीनर्वर विलेल्या सर्वव सूचनाांचे काळजीपूर्ववक र्वाचन करा. 

8. स्क्रीनकडे लक्ष ठेिा 

परीके्षिरम्यान तुमचे लक्ष स्क्रीनर्वर ठेर्वा. Proctoring System किून अनार्वश्यक Flags वनमावण होऊ 

नयेत यासाठी र्वारांर्वार स्क्रीनपासून िूर पाहणे टाळा. 
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9. परीक्षा गांभीयायने  द्या 

 

Proctor Examination दरम्यान करू नयेत अर्ा गोष्टी (DON’Ts) 

1. Mobile Phone चा िापर करू नका 

परीके्षिरम्यान Mobile Phone टेबलर्वर, स्वतः जर्वळ वकां र्वा सहज पोहोचेल अशा वठकाणी ठेरू्व नये. 

परीके्षच्या सांपूणव कालार्वधीत Mobile Phone चा र्वापर करू नये. 

2. Browser प्रकंिा Tab बदलू नका 

परीके्षिरम्यान िुसऱ्या Tab र्वर जाऊ नका, नर्वीन Window उघिू नका वकां र्वा Exam Screen Minimize 

करू नका. 

3. समूहामधे्य प्रकंिा साियजप्रनक प्रठकािी परीक्षा देऊ नका 

परीक्षा प्रते्यक वर्वद्यार्थ्ावने स्वतांत्रपणे द्यार्वी. समूहामधे्य वकां र्वा सार्ववजवनक वठकाणी बसून परीक्षा िेण्यास 

सक्त मनाई आहे. 

4. इतर कोित्याही व्यक्तीला खोलीत ििेर् करू देऊ नका 

परीके्षिरम्यान खोलीमधे्य इतर कोणतीही व्यक्ती उपस्थित नसार्वी वकां र्वा खोलीमधे्य प्ररे्वश करू नये. 

5. चेहरा प्रकंिा Camera झाकू नका 

Cap, Mask वकां र्वा चेहरा झाकला जाईल अशा कोणत्याही र्वसू्तचा र्वापर करू नका. तुमचा चेहरा 

Camera मधे्य स्पष्टपणे विसणे आर्वश्यक आहे. 

6. परीके्षदरम्यान खाऊ नका 

परीके्षिरम्यान खाणे वकां र्वा Chewing Gum चघळणे परर्वानगीचे नाही. मात्र, आर्वश्यक असल्यास वर्वद्यार्थी 

आपल्या जागेर्वरून न उठता आवण Camera च्या दृश्यामधे्य अिर्थळा न आणता साधे पािी प्रपऊ 

र्कतात. 

7. अनािश्यक बोलू नका 

परीके्षिरम्यान बोलणे, प्रश्न मोठ्याने र्वाचणे वकां र्वा इतर व्यक्तीांना प्रवतसाि िेणे हे सांशयास्पि र्वतवन 

(Suspicious Behaviour) मानले जाऊ शकते. 

8. System Warnings कडे दुलयक्ष करू नका 

System किून Warning वकां र्वा Alert वमळाल्यास, स्क्रीनर्वर विलेल्या सूचनाांचे त्वररत पालन करा. 

9. परीक्षा अचानक बंद करू नका 

Proctor किून सूचना वमळाल्यावशर्वाय Browser बांि करू नका वकां र्वा Computer/Laptop बांि करू 

नका. अत्यार्वश्यक पररस्थितीत (उिा. तातिीने स्वच्छतागृहात जाण्याची गरज) वर्वद्यार्थ्ाांनी स्क्रीनर्वर 

विलेल्या सूचनाांचे पालन करारे्व वकां र्वा जागा सोिण्यापूर्वी Proctor ला मावहती द्यार्वी. 

10. Calculator बाबत 

Business Statistics वर्वषयाच्या परीके्षसाठी Basic Calculator स्क्रीनर्वरच उपलब्ध करून िेण्यात येईल. 

बाह्य (External) Calculator िापरण्यास परिानगी नाही. 
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11. Messaging बाबत 

परीके्षिरम्यान कोणतीही अिचण असल्यास वर्वद्यार्थ्ाांनी WhatsApp Group र्वर सांिेश पाठरू्व नये. 

त्याऐर्वजी Exam Screen र्वर उपलब्ध असलेल्या Chat Box द्वारे त्वररत सांिेश पाठर्वार्वा. 

महत्त्वाच्या सूचना (Important Note) 

➢ सिय प्रिद्यार्थ्ाांनी परीके्षच्या ित्यक्ष सुरू होण्याच्या िेळेच्या प्रकमान 30 प्रमप्रनटे आधी Proctor 

Window मधे्य उपक्टित राहिे अप्रनिायय आहे. 

➢ परीक्षा सुरू झाल्यानंतर 30 प्रमप्रनटांनंतर कोित्याही प्रिद्यार्थ्ायला Authentication 

(िमािीकरि) करण्याची परिानगी प्रदली जािार नाही. 

➢ परीके्षदरम्यान प्रिद्यार्थ्ाांनी त्यांच्या Computer/Laptop ची संपूिय Screen Share करिे अप्रनिायय 

आहे. 

➢ परीके्षपूिी Google Chrome मधील Site Settings मधे्य Camera, Microphone, Sound, Virtual 

Reality, Automatic Picture-in-Picture इत्यादी आिश्यक सुप्रिधांना “Allow” केलेले आहे, याची 

प्रिद्यार्थ्ाांनी खात्री करािी. 

➢ परीके्षदरम्यान कोित्याही प्रिद्यार्थ्ायला तांप्रत्रक अडचि प्रनमायि झाल्यास, ती अडचि Exam 

Window मधे्य उपलब्ध असलेल्या Chat Box द्वारे त्वररत कळिािी. 

➢ प्रनधायररत िेळेत परीक्षा िप्रक्रयेत सहभागी न झाल्यास प्रिद्यार्थ्ायला Final Examination साठी 

उपक्टित राहण्याची परिानगी प्रदली जािार नाही. 

 

 

    सिय प्रिद्यार्थ्ाांना परीके्षसाठी हाप्रदयक रु्भेच्छा!     

Team Online MBA 
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