E Certfied IFBA Certification Portal User Guide — November 2020

The IFBA Certification Portal User Guide is a companion document to the Certification
Candidate Handbook and will assist candidates through the registration and exam process.

1. Logging into the IFBA Certification Portal

Before beginning, ensure you are using Google Chrome and your pop-up blocker is disabled.
- Pop-ups are turned on in the Chrome Settings menu, under Privacy & Security, Site Settings.
- When Chrome blocks a pop-up, it displays an icon with a red X in the right corner of the
address bar; you can enable pop-ups by clicking on this icon and selecting “Always Allow Pop-
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ups”.
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Google Chrome

To access the IFBA Certification Portal, open your Chrome browser and navigate to the
following page: https://candidate.internationalbiosafety.org/

- If you already have an account, enter your email address and password, click on the “Sign In”
button

- New users can create their account by clicking on the “Sign Up” button.

Individuals must not create duplicate records. If in doubt or experiencing issues, please
contact the IFBA Secretariat at secretariat@internationalbiosafety.org

International Federation of

International Federation of Biosafety Associations

Biosafety Associations

Sign In

Email Address
Thank you for signing up!

Password

F )
-

We have sent an email to
goyalion@gmx.com
containing the invitation and a link to

Don't have an account? Sign | create your password.
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- An automated email will be sent from certification@internationalbiosafety.org to the email
address provided with your invitation to join the Portal and create a new password;

- If you do not receive the email, remember to check your spam account for an email “IFBA
Certification Portal — Complete your Account”

B B &

Contacts Organizer Cloud

() certification@internati... 3:14 PM
® New IFBA Certification Portal - Complete Your ...

New IFBA Certification Portal - C Your Account & B ruiscreen

B From: ( certification@internationalbiosafety.org 10, t3:14 M @

IFBA Certification Portal - Complete Your Account

Dear IFBA Candidate,

Please click here to create a new password and update your candidate profile
within IFBA's Certification Portal. Your login email address is goyalion@gmx.com.
You will be asked to read and accept the Statement of Confidentiality and Code of
Conduct within the system.

Please click here to see our Certification Portal User's Guide.

If you have any questions, please contact the IFBA Secretariat at
b % B i

Thank you,
IFBA Certification Portal Administrator

@ candidate.internationalbiosafety.org/portal/cma/confirmPassword

Create Password

Password

Confirm Password
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2. Completing Your Candidate Profile

When you first log into the Portal, you will be prompted to complete your Candidate Profile.

- You must enter your first and last name exactly how it is to appear on your certificate.

- You must also enter a complete mailing address which will be used by the IFBA Secretariat
to mail your certificate, wallet card and lapel pin.

- To confirm you have finished entering your profile, click on the small box (circled in red
below) and then click on the green Update button (circled in red below)

IFBA Certification Portal Candidate Profile
& Menu —
9 International Federation of
( Biosafety Associations
Name *
Email’ =
Phone -
e m; addr ou would like us to send your P al
Address
Organization
Date of Birth (=)
Candidate ID * )
@ ere when you have completed the entire profile. You MUST enter your address.
Cancel

3. Code of Conduct & Statement of Confidentiality

All candidates must agree to abide by the IFBA’s Statement of Confidentiality and Code of
Conduct before they are eligible to register for an examination.

- Read and accept both these documents by entering your name and today’s date and
clicking on the “Submit” button.

IFBA Certlfication Portal Statement of Confidentiality

@ Monu

Intemational Fedaration of
Blosatety Assocations

st questions ¢
d the test questions contai

btaining unauthorized information or aid, as evidenced by observation or subsequent
@mination or other appropriate action
y any other means, is prohibited, Failure to comply can result in termination of my

ctranic signature and affirm that | am indeed the person whose name | am providing.
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IFBA Certification Portal Code of Conduct

International Federation of
Biosafety Associations.

In order to continue, please read and accept the following Code of Conduct

My signature below indicates that I have read, understood and agree 1o be hound by the Centification Body'
the certification process and suspension andior invalidation of my certification

e of Conduet. Failure 1o comply can result in termination of my participation in

1 hereby certify that the information given during this certification process is true and correct to the best of my knowledge and belief.

1 understand and agrec that in the cvent any matcrial statement made by me during this certification process is falsc, I will not be certified, or if such has been granted to mc, that it will be
rovoked,

If certfied by Cerification Body. T agree to make elaims regarding certification only in respect to the scope for which cerfification has been granted. Further, T agree to not use the certification in
such 1 manner as to bring the Certification Body inlo disrepute and nol make any statement regarding the certification which the Cerlification Body may consider misleading or unauthorized.
Further, L agree to ensure that neither cerlificats nor any part thereof s used in a misleading manner.

Upon suspension or withdrawal of certification, I agree to discontinue the use of al claims to certification that contains any reference to the Certification Body or its certifications, and to return
any certificates issued by Centification Body

CODE OF CONDUCT

Reganding certification:

+ Comply with the relevant provisions of the certfication requirements;

+ Provide accurate and truthful information to the CB cancerniag all cerification related eligibilicy information and submit valid application materials for flfillment of curcent certfication and
recertification requirements;

+ Maintain the secusity, and provent the disclosure, of CB certification examination information and materials;

+ Not use the certificate in a mislcading manner;

+ Not act in any way that would prejudic the roputation of the IFBA's Certification Body or the respective certification process:

+ Make claims regarding my certification only with respect to the scope for which it was granted;

+ Co-operste fully with any inquiry or investigation i the cvent of any complaint, appeal or alleged breach of this code; and,

+ Discontinue all laims to certification upon withdraweal of certfication.

Reganling my profession:

+ Act professionally and strive to increase the competence, prestige and public regard of my profession;

have the compelency, skills and knowledge to perform the required work;
Tuence, conflict of interest, or relationship that impairs professianal judgement, independencs
» Protect the confidentiality of all profession

mpurt
ally acquired information and disclose such information orly when properly suthorized or when legally obligated to do o

or objectivity; and,

Further, by providing my name in the signature below, I recognize that I am providing an electronic signature and affirm that | am indeed the person whose name | am providing

Signature

Date

Success

Your IFBA Certification Portal
Account has been Created. You
may now register for
examinations

NEXT

Welcome to the IFBA's Certification Portal

B Fullscreen
B From: | certification@internationalbiosafety.org € 10/20/2020 at 3:19PM B
Dear Mike5,

You have successfully created your account in the IFBA’s Certification Portal where you may register for an IFBA certification
exam and keep track of your certification status.

We encourage you to read the Certification Candidate Handbook which details the program requirements. Additional information on
how to register and sit for an examination is detailed in the accompanying Certification Portal User Guide.

If you have any questions, please contact the IFBA Secretariat at secretariat@internationalbiosafety.org.

Thank you,
IFBA Certification Portal Administrator
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4. Your Certifications

By clicking on the “Certifications” tab in the left navigation dropdown menu, candidates can

register for an examination and follow their progress towards obtaining IFBA professional

certifications. Biorisk Management is a pre-requisite certification and must be completed

before candidates are eligible to sit for additional certifications.

- To register for an Online examination, select the green “Click here” button.

- Written paper-based examinations are only offered by the IFBA under special circumstances; to
register for a written paper-based examination, please contact the IFBA Secretariat at_
secretariat@internationalbiosafety.org

IFBA Certification Portal

Ya Menu

International Federation of
Biosafety Associations

Biorisk Management

To register for an online exam, click the green button. You will be taken to the Examity login page and your Examity User ID / password will be emailed to you.

Click here

Written paper-based exams are only provided under special circumstances by IFBA.

IFBA Certification Portal ;.
Mer International Federation of
e Menu | Biosafety Associations

i Additional Certification Disciplines

Bloyisk Manegement Biological Waste Management

Date of Initial Certification: 02/20/2019

Biosecurity
Exam Score 71/ 100
Link to Exam Completion Biosafety Cabinet Selection, Installation & Safe Use
Page at SEI
Certification Expires 12/31/2024 Biocontainment Facility Design, Operations & Maintenance

: " To register for an online exam, click the green button
ecert period will open /. 9 . g
R Lo 30/01/2024 You will be taken to the Examity login page and your
Examity User ID / password will be emailed to you
Please return here to

recertify at that time

Written paper-based exams are only provided under special circumstances by the IFBA

For the online examination, you will now be prompted to click on the blue “Go to the Examity® login
page” button (remember to ensure your pop-up blocker is disabled).

Your IFBA - Examity
account was
sucessfully created

wiord has been sent 1o
address

Ga o the Examity login page
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An email notification with your Examity® User ID and temporary password will be automatically sent
to the email address provided.

- Please check your email inbox and spam folder for this email from Examity®

s 7 examity:

Dear Test Student 1,

You have been assigned an account in Examity. Your login ID is your email address. Your temporary password has been included in this email.

User Name: (D

Temporary Password: (D
Login URL: https://Test.Examity.com/IFBA

Thank you,

Examity Team.

Contact Support

Phone Support: 855-392-6489

“**DO NOT REPLY TO THIS EMAIL™*

When you first login to Examity®, you will be asked to set a new password.

E,._.,.,... [ examity’

Examl(y’t s the leading remote proctonng service ‘

— =0 Login workdwide. Our end-10-end solution includes
jon, live toring and auditing
User ID Test-takers enjoy o seamless experience anytime,

0 I anywhere with lots of flexbilty.

Password

r Forgot Your Password

Enter Your User ID

GET PASSWORD
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5. Taking an Online Examination

The IFBA’s online exams are remotely proctored and securely delivered using Examity® . This
process enables candidates to schedule and take an exam using Examity® ’s live proctoring of
the exam from start to finish. Please note that during the process, you will be invited to click
on a link and connect with your proctor through a video conferencing platform (e.g.
GoToMeeting, Zoom). On the scheduled exam day and time, your identification will be
authenticated by the proctor; a valid government issued ID (with full name and visible photo)
must be shown to the proctor in order to complete the validation process and begin taking
the online exam.

Running a Computer Systems Test in Advance

As a first step in the process before scheduling to take an online examination, we recommend that
candidates run a systems test using the same internet network and computer they will be using on
exam day. Before beginning the computer systems test, ensure you are using Google Chrome and
your pop-up blocker is disabled.

- Click on the following link to run the systems test which will take you though several steps to a
mock exam page

https://scorpion.caveon.com/launchpad/olearybox004/ifba-system-check

Page 1 of 1 @SR OLEARYBOX004

FLAG m

1. This is a system check exam. It is not a real exam.
If you can see this text you can successfully log into your upcoming IFBA exam.
The network and computer you are using will work for taking your actual IFBA exam.

Please click 'Submit Exam’ button in the upper left hand corner.

- Next check your computer’s audio settings to ensure your microphone is turned on and you can
hear yourself speaking; check your computer’s camera app to ensure it working properly and front-

facing
Sound Camera
A
Output ”

Search work and web
Choose your output device Camera

Speakers (Realtek High Definition A... v ,O camer - See work and web results > App

A Troubleshoot

Manage sound devices

Input

Choose your input device

| Microphone Array (Realtek High De...

up to use different sound de

e app volumes and devices

Test your microphone

v
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Completing your Examity® Profile

Prior to scheduling an exam, all candidates must first complete their Examity® profile.
- Log into your Examity® account at https://prod.Examity.com/IFBA

- To create your profile, select the “My Profile” option from the Examity® dashboard.

E‘*’“"*”-" 7 examity’

rd  StariFxam  MyProfle  Schodule Fxam  RescheduleCancel  Logout Live Chat  [Email Suppart|  Phone Support: 855-EXAMITY

Dashboard

Begin scheduled exam

et sacunty questions. Confirm Make appointment Change appointment

1ime zone

- All sections of the user profile must be completed.

- When choosing your time zone, ensure that the time zone reflects the location in which you
plan on taking your online exam.

- You will be asked to answer 3 unique security questions. On the day of your exam, you will
be asked to answer one of these questions during the authentication process.

- Enter your biometric keystroke signature as instructed (i.e. no capital letters, no spaces). On
the day of your exam, you will be asked to enter this same biometric keystroke-signature.

E"“"""“ ) examity

Dashboard Start Exam My Protils Schedule Exam Reschadulef Emai Support | Phone Support: B55-EXAMITY

My Profile

Exam Requirements Computer Requirements Check Your examiBADGE™ status

examiBADGE

©Q Time zone Q aamiknow ® © cxamikey ®

Account Information
U Account information has been updatsd successtully

Once your profile in Examity® is completed, it is recommended that you run another
computer requirement check to verify the computer you will be using on the exam day
meets the system requirements.


https://prod.examity.com/IFBA
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- To complete the requirement check, click on “My Profile” and “Computer Requirements Check”.

Technical Requirements
supported)
speakers

recommended.

® Only a desktop or laptop computer may be used (tablets, notebooks and cell phones are not
® Computer must be equipped with a working built-in or external webcam, microphone and
® Internet access with speed of at least 2 Mbps download and 2 Mbps upload. Hot spots are not

® Chrome web browser with pop-up blocker disabled

¥y examity

Examity will ensure your computer is ready.

Chrome
79.0.3945.130
Ready

- Wait a few moments for Examity® to check your computer. Once each element is
confirmed, it will be labeled “Ready”.
- If any element in labeled “Not Ready”, use one of the links at the bottom of the screen to

contact Examity® support.

Scheduling your Online Exam

Online exams must be scheduled at least 24 hours prior to taking the exam.
- To schedule an exam, select the “Schedule Exam” option from the Examity® dashboard.

Dashboard

2
Enter security questions. Confim
e zone

£y examity

} Begin scheduled exam.

Reschedule/Cancel

WT%. Chango appointment
F'

- Locate your certification and exam name from the dropdown menu and select a date and
time for the exam; you will not be able to schedule your exam less than 24 hours in advance.

# Schedule/Reschedule Exam
Avsilable Unavaitstle [l Schedued

To SCHEDULE an Exam

+ Select Program and Exam
» Select Date and Time
+ Click “Schedule.”

Hlonsk Management

) examity”

|Emat Suppart | Prione Support. 855-EXAMITY

To RESCHEDULE an Exam To CANCEL an Exam

» Chck "Reschedule Exam.”
« Seloct new Date and Time.
» Click "Rescheduls.”

+ Click "Cancet Appointment *
« Yes in pap-up message.
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- The times which appear in the calendar will be the time you are choosing to write your
exam in your time zone.
- Click on the “Schedule” button.

E_____‘ r) examity

1200AM  1230AM  OLOOAM

0Z30AM  0300AM  OXI0AM
CAO0AM  O430AM 0BIOAM  OTOOAM  OTA0AM
CHO00AM  0830AM WIAM  HLOOAM  130AM
12007 1290PM 0 g 0230PM  0300PM  0330PM
f . CA00PM  O420PM  OS00FM  O530PM  OSCOPM  C630PM  OTOOPM  OT0PM
u e w2

CO00PM  0BIOPM  ODOOPM  00OPM  1000PM  1030PM  1LOOPM  1130PM

Paying for your Online Exam

The certification application fee in each technical discipline is $200.00 USD. Candidates who
currently reside and have responsibility for biorisk management in scholarship eligible countries
may apply to the IFBA Secretariat (secretariat@internationalbiosafety.org) to receive a voucher
code for the discounted fee pricing of $100.00USD.

- Exams may be paid for directly on the Examity® payment page by credit card or by using

a voucher code (for scholarship eligible countries).

- Once payment has been completed, an email notification confirming your scheduled exam
appointment will be sent to the email address you provided.

If you are not using a voucher code, click on “Next” to access the payment page.

3
©) examity’
arstve Frcorrion o
ieiyiesy
|Emsi Supoon | Phone Support: SS5-EXAMITY
Total Amount $ 20000
Voucher Code
Candidate Name Alana Dore
Program Name Borsk Maragement
Exam Name Bonsk Management
Exam Date 02-28-2020
Exam Time aitae
)
examity Vo Otls
SEGHRY
3 Canadan Datar
Your Cart Contents
Product Nama Daltvary unit Price Quantity Totat
Examity 273,42 CAD 1 278,42 CAD
Total: 278.42 CAD
Billing Information Payment Information
Ensi
D Ciedi Care
 terien TLS
* Fis N Lt Nan SECHRE
visa @0 22 830
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Rescheduling an Exam

If you need to reschedule or cancel your exam, you may do so up to 24 hours prior to the start
of your scheduled exam time by selecting the “Reschedule/Cancel” option from the Examity®
dashboard.

- A rescheduling fee of $30.00 USD will be charged if you reschedule your exam less than 24
hours prior to the start of your exam time.

- A rescheduling fee of $50.00USD will be charged if you fail to appear at the start of your exam
time.

examity

Reschedule/Cancel

Starting on your Exam

On the day and time of your exam, you will need to ensure that your exam room is set up
properly and that you have a valid government issued photo ID to show to the proctor via your
webcam. The proctor will perform an authentication of your identity and verify your exam
room environment before you may start your exam. Your computer must be portable enough
to scan the room and must be connected to a power source while taking the exam.

Any violations will be recorded by the proctor and reported to the IFBA. Suspicious activity
which may compromise the exam integrity will be reviewed by the IFBA’s Certification Body and
exam results will not be released.

Exam Room Requirements

Using your computer’s camera, you will be required to show the proctor a 360-degree view of your exam room
(i.e. the area behind/beside the computer, on the desk in front of the computer screen, the ceiling above the
desk, and on the floor).

® There must be no visible writing on the desk, walls, floors and ceiling.

® Other than the testing computer, your exam desk and room must be cleared of all materials (e.g.
books, papers, notebooks, cellphones, notepads).

All other applications and programs on your testing computer must be closed.

Any distractions such as the television or any music playing must be turned off.
Wearing a headset or earphones is not permitted.

Using a cell phone is not permitted.

You must be alone in the room and may not speak to anyone throughout the exam.

You are not permitted to leave the room at any time during the exam and you must not take the
computer into another room to complete the exam.

10
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Sign into your Examity® account at least 15 minutes prior to the exam start time. This will allow
enough time to complete the authentication process and assist with any technical issues.
- Select the “Start Exam” option on the Examity® Dashboard.

E:::.—._'zz:- e examlty*

{2} pashboard

Start Exam

N\

( o
{ P> ) 8egin schedugdlexa

Enter sacunty questions. Confirm

’
-
time zone E 7P, Make appointment Er Change appointment.
V" EY

L ‘
To continue, click on the “Connect to Proctoring” green button to begin the verification process
and to take your exam. Follow the instructions provided by the proctor.

. B examity*

Blnnatety Ascatioes.

Dashboard  StatExam  MyProfle  Schedule Exam  ReschedulaCancel  Logaus

Email Support | Phons Support B65-EXAMITY

») Start Exam

19310000015 Biorisk Management Barisk Management 024252020 10630 AM 0

Authentication Process by Examity® Proctor
Before starting your exam, the proctor will guide you through the authentication process.
® Show your government issued photo ID to the proctor
Open the task manager on your computer to verify no other applications arerunning
Show the proctor a 360-degree view of your exam room
Answer a previously provided security question
Enter your biometric keystroke signature

Read and accept the User Agreement and exam rules

G
° o

Q

Question :in what city did you meet your spouseislanificant other?
2 Enter First Name
(NO CAPS)
(N

Enter Frst Namo and Last Name
Note that answers are not case-sensitive. WD CARS, NO.SFACES)

ot 9rd wamark that (o) 50 26 the
oot Tukadnzebans il Loe

g ol Ure socarvse Yire sagsons Juad 143 Giw
e, wl oo wooed. meteed ovdyzed W |

11



TFBA e IFBA Certification Portal User Guide — November 2020

You are now ready to begin the exam by selecting the “Begin Exam” button. If you have any
issues during the exam, speak to your proctor.

Omhtoxd  SotBEwm  MyPoc  GchodioBam  ResctedunCaned  Loged Emal Sies|  Frono

Begin Exam

G-— GG @

Exam ID : 19310000015

Begin Exam

Carefully read all the instructional notes and select the “Begin” button.

Instructions

You are about to take the following exam:

There are questions lotal.

You have 2:00:00 to complete this test. Use the © timer in the upper right corner to keep track of your remaining time. pre

You are free to skip questions and return to them later. Use the  FLAG  button to mark a page to revisit

Instructional Notes:

For the purposes of this exam, the term biorisk management advisor is used. Depending on national guidelines and
institutional traditions the role of biorisk management adviser may be differently named {e.g. biological safety officer,
biosafety officer, biosecurity officer, biosafety advisor, biorisk manager or biorisk management officer)

The examination censists of 100 multiple-choice questions. Four possible answers are provided for each question (A, B, C,
and D). Cnly one answer is designated as the correct or best choice. Select the BEST answer choice. There is no penalty for

selecting an Incorrect answer.

- The exam questions will appear with four possible answers; click only one answer.
- The time left for the exam appears in the upper left-hand corner of yourscreen.
- To move to the next question, click on the “Next” button

Biorisk Manageme

SUBMIT EXAM

1. XXX XXXXXXXXXXXX

XXHOOXKKXXXXXXXXXKXXXXX
XXXXXXXXXXXXXXXKXKXXX
XXXHXXXXXXXXKXXXXXXXXKX
XXXXXXXKXXXXXXXKXXXXKXK

Choose 1 option

12
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- To keep track of questions that you wish to review before finishing the examination, click on
the “Flag” button and the question will appear highlighted in orange.

ZYTRRNEILN (© 1:59:36 Remaining I Tools Biorisk Manageme

29]40'

3
<€ BACK =3 NEXT > SUBMIT EXAM

- You may also leave comments for the IFBA Certification Body on any question by clicking on
the “Send Feedback” button below each question.

yse Feedback F

Send feedback about this question to the test author

SUBMIT FEEDBACK

- When you have reached the end of examination and completed answering all 100 questions,
click on the “Submit Exam” button on the top right corner of your screen.

- After you have submitted your exam, the proctor will assist you with disconnecting from
Examity® ; do not disconnect from your proctor until you have submitted your exam and been
instructed to do so.

LERETRU (© 1:59:36 Remaining | Tools Biorisk Manageme|

5 6 7 8 9 10 1 12 13 14 15 16 17 18 19 20 21 22 23 24 25 26

FLAG NEXT > SUBMIT EXAM

Technical Support
If you encounter any difficulties while taking your online exam, speak to your proctor or contact

Examity® support using the contact details at the top right of your screen.
\.uj\l..ﬂ mn Ly

Receiving your Exam Results

Examination results will be emailed directly to you within 7 business days and will include a
summary of the score obtained in each exam content domain. Successful candidates will
receive a certificate package, which includes their certificate, lapel pin, wallet card and
congratulatory letter from the Chair of the Certification Body. Candidates who fail an
examination may reapply and will be required to submit the application fees.
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