
  

 

 

 
    Estd. 1962 

“A++” Accredited by NAAC (2021) 

With CGPA 3.52 

Shivaji University, Kolhapur 

Centre for Distance and Online Education 

 

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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Online MBA -Final Semester End Examination’s 

Do’s & Don’ts 
 

Dear Students, 

The Online MBA Programme follows a completely online, proctored examination system to 

ensure transparency, fairness, and academic integrity. As part of this process, a Final Semester 

End Proctor examination is being conducted from 10th August 2026. 

Following are the examination Do’s & Don’ts, all the students must read carefully each 

instruction and must follow it strictly before appearing for the exam. 

 

DO’s for the Proctor Examination 

1. Use a laptop or Desktop Only 

Ensure you attempt the exam  using a laptop or desktop computer. Mobile phones or 

tablets are strictly not recommended. If you give it through mobile or tablet it will be 

treated as invalid. 

2. Check Internet Connectivity 

Use a stable and high-speed internet connection to avoid disconnections during the 

test. 

3. Ensure Working Camera and Microphone 

Your webcam and microphone must be functional and enabled throughout the test, as 

continuous monitoring will be done. 

4. Choose a Quiet and Well-Lit Room 

Sit in a noise-free room with sufficient lighting. Your face should be clearly visible to 

the camera at all times. 

5. Keep Your ID Proof Ready 

Keep a valid photo ID (Adhar card, Pan card, College ID any Government ID) ready 

for verification, if asked by the proctor. 

6. Login on Time 

Log in at least 20-30 minutes before the scheduled time to complete system checks 

smoothly. 
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7. Read Instructions Carefully 

Go through all on-screen instructions before starting the test. 

8. Maintain Eye Contact with the Screen 

Keep your focus on the screen during the test to avoid unnecessary flags by the 

proctoring system. 

9. Participate Seriously 

Treat the demo test like a real examination to gain proper familiarity with the process. 

 

DON’Ts for the  Proctor Examination 

1. Do Not Use Mobile Phones 

Students are requested not to keep mobile phones on the desk, on their person, or 

within reach, and to refrain from using them at any time during the test. 

2. Do Not Change Browser or Tab 

Avoid switching tabs, opening new windows, or minimizing the exam screen. 

3. Do Not Sit in a Group or Public Place 

Attempt the test individually. Group settings or public places are strictly 

prohibited. 

4. Do Not Allow Anyone to Enter the Room 

No other person should be present or enter the room during the test. 

5. Do Not Cover Your Face or Camera 

Avoid wearing caps, masks, or anything that obstructs facial visibility. 

6. Do Not Eat During the Test 

Eating or chewing gum during the test is not allowed. However, students are 

permitted to drink plain water, if required, without leaving their seat or obstructing 

the camera view.  

7. Do Not Speak Unnecessarily 

Talking, reading questions aloud, or responding to others may be treated as 

suspicious behaviour. 

8. Do Not Ignore System Warnings 

If the system gives a warning or alert, immediately follow the instructions shown 

on the screen. 

9. Do Not Exit the Test Abruptly 

Do not close the browser or shut down the system unless instructed by the proctor. 

In case of an extreme emergency (such as washroom urgency), students must 

follow the on-screen instructions or inform the proctor before leaving their seat. 

10. Regarding Calculator  

For the Business Statistics subject, a basic calculator will be provided on the screen 

itself. External calculators are not allowed. 
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11. Messaging  

Students should not send messages on WhatsApp groups during the exams, if they 

have any issue, they may send a message in a chat box provided on exam screen. 

Important  

➢ All the students must present in proctor window before 30 minutes of actual 

commencing the examination time. 

➢ No any student will be allowed to authenticate after 30 minutes of commencing the 

examinations. 

➢ It is mandatory to share your entire screen at the time of examination. 

➢ Ensure that your google chrome site settings are set allowed for camera, microphone, 

sound, virtual reality, automatic picture in picture etc. 

➢ Students facing technical issues should report them immediately in the given chat box 

of the examination window. 

➢ If the students fail to join exam withing the stipulated time he or she can not be 

allowed to appear for final examination. 

 

 

 

*** Wishing you all the best *** 

Team Online MBA  

 


















	326f757214b6c1e08e833c7b2397f285bd4973c286a4701e7cdea9b12caa68eb.pdf
	SUK online exam student side
	d946712706d6ca51369b092aa82227ab8bfab14c94728448eac78d5ecbe3b547.pdf
	e3d6de59c1c3f93a6a4253940e966a0408d52566d714c638c6f4420c0a1e8812.pdf

