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IFBA Certification Portal User Guide - 2024

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. Before beginning, ensure you are using Google Chrome and your pop-up blocker is disabled.
a. Pop-ups are turned on in the Chrome Settings menu, under Privacy & Security, Site Settings.
b. 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-ups.”
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To access Prolydian, open your Chrome browser and navigate to the following page:
https://app.prolydian.com/organizations/ifba
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International Federation of Biosafety Associations

The mission of the IFBA Certification Body is to provide excellence in certification of technical P ies for biorisk
professionals worldwide.
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d. If you already have an account, click on the
and password.

Login” button and enter your email address
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e. New users can create their account by booking an online exam and following the prompts;
scroll down on the Main Landing page to see the list of available examinations.

The IFBA currently offers Professional Certification examinations in the fallowing technical disciplines and languages. Ta register for an online examination. simply click on the language below the associated exam. To register for a paper based exam,
please contact the secretariat at the email address listed below.

Biorisk Management

- English

© Regsternow for online exam

© Also available in paper-based format
- French

© Reglsternow for online exam

© Also available in paper-based formal
« Arabic

© Registernow for online exam

© Also avallable In paper-based format
« Portuguese

© Registernow for online exam

© Also avallable In paper-based format
» Spanish

© Registernow for online exam

< Also avallable In paper-based format
= Turkish

© Registernow for online exam

< Also avallable In paper-based format
* Russian

© Available in paper-based format only
- Vietnamese

o Avallable In paper-based farmat only

For candidates who have successfully completed the Biorisk Management Certification:

f. Individuals must not create duplicate records. If in doubt or experiencing issues, please
contact the IFBA Secretariat at secretariat@internationalbiosafety.org
i. An automated email will be sent from support@prolydian.com to complete your account
setup

Your administrator has just requested that you update your Prolydian account by per-
forming the following action(s): Verify Email, Update Password. Click on the link below
to start this process.

Link to account update

This link will expire within 7 days.

If you are unaware that your administrator has requested this, just ignore this message
and nothing will be changed.

ii. If you did not receive this email, remember to check your spam account, or go to
https://app.prolydian.com, click on “Forgot my password” and make sure
support@prolydian.com is listed in you allowed sender listing.
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2. Booking your examination and completing your IFBA Profile
a. Open the Prolydian IFBA Main page by visiting https://app.prolydian.com/organizations/ifba

« 0w

International Federation of Biosafety Associations
The mission of the IFBA Certification Body is to provide I in ification of technical
professionals worldwide.

ies for biorisk

b. Scroll down to select your examination, examinations available online are highlighted in Purple

i. Be sure to select the correct exam and language you wish to take
ii. Click on Register now for online exam (embedded link) to take you to the booking process

iii. You will receive a confirmation screen to ensure you are selecting the correct exam and
language. Continue if you are satisfied with your selection.

i/| Prolydian

You are registering for the IFBA Biorisk
Management online exam - English

Continue

iv. Click on Start Registration

i1| Prolydian

ous sew ragistaring for the [FBA Biorsk Managoment onkri exam - English

IFBA - Biorisk Management (BRM)

X 613-762-4322 | 2 secretariat@internationalbiosafety.org | ™ internationalbiosafety.org
[.1 300-1900 City Park Drive. | Ottawa, Ontario | K1J 1A3


https://app.prolydian.com/organizations/ifba

www.InternationalBiosafety.org

International Federation of
Biosafety Associations

v. Enter your email address and confirm your email address. Accept the Prolydian
Privacy Policy and continue by selecting Enter contact information.

11| Prolydian

@ More information

Login
Please provide an email address to create an account on the Prolydian.com web site. You'll receive an account update
email to create your permanent password.

Email address * Confirm email address *

Email address Confirm email address

We have detected that your timezone is America/Toronto

Note: If you already have an account and have taken an exam with Proctor360, the system will automatically
recognize your email address and take you to the login screen. There you will be able to confirm your personal
information, and move on to the billing process.
vi. Enter your contact information. Enter your name exactly how it is to appear on your certificate.
1. You must enter a complete mailing address which will be used by the IFBA Secretariat to mail your
certificate, wallet card and lapel pin.
2. All candidates must agree to abide by the IFBA’s Statement of Confidentiality and Code of Conduct
before you are eligible to register for an examination. Enter your full name on the designated

[ 1accept the Prolydian Privacy Policy

Review the

lines. 1| Prolydian

Contact information

Full ame

Profix Firsts

Nidde Laste Suffo

Addeesn

US Address Q) MorrUS Address

Show addtional addross
iy Prasince of Region Postal cote

city Province orregion Postal code
Phone number:
Phone number

Company name-

Type por rame indicating that you agree to the Code.of
Conduct

Typ your name indic=ting that you 3grse 13 the Candidats
Ststerment of Confidenialty

Back o login Procesd toliling
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c. Proceed to billing
i. If you have a valid voucher code, select Apply a voucher, enter your voucher code in the
pop-up window and click Use.
ii. If you do not have a voucher code, or have entered a reduced rate voucher code, select
Pay registration fee; enter your billing information and select View Summary

© More information

Billing information
Yoy willbacharged US$200 for this exam.

@ Apply a voucher

Pay reglstration fee

Back 10 contact

iii. Once you have completed the voucher/payment process, you have successfully
registered for the examination.
iv. By selecting View Account at the bottom of the screen, it will take you to the Prolydian

Sign in page. Enter your email and password.

PROLYDIAN

Sign in to your account

You successfully registered for the exam!

Username or email

from support@prolydian.com.

U may W add thi ail address to y 55 book 1o n being T —

O Remember me Forgot Password?

Summary

Fee USS$200
T

v. If you have not created a password, please look for the automated email from Prolydian as
shown in image 1.f.i. and follow the instructions to create your password.
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3. Your Prolydian Dashboard. Once you have completed the initial registration for your selected
exam, you will see it in your Dashboard under Exam>My exams.
a. To select your date of time of examination, click on Schedule in your Dashboard.

il Prolydian Dashboard > My exams

~  Dashboard
=D

=, Exams
LAST ATTEMPT STATUS

Biorisk Management - English Authorized (i ]

3 RECISTRATIONS

B Authorized

b. A pop-up will appear to set your Time Zone.

Schedule exam

First exam date: October 19, 2024
Last exam date: October 16, 2027

Unsure which time zone to select? Review this list or
email support@prolydian.com for assistance.

Select exam time zone*

- Select -
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c. Once you have set your Time Zone, select the Date you will be taking your exam and the
Time you will be taking your exam. Be sure to Confirm time and time zone by checking the
box at the bottom of the pop-up screen before selecting Schedule.

Schedule exam X Schedule exam X

First exam date: October 19, 2024 First exam date: October 19, 2024
Last exam date: October 16, 2027 Last exam date: October 16, 2027

Unsure which time zone to select? Review this list or

Unsure which time zone to select? Review this list or . X
email support@prolydian.com for assistance.

email support@prolydian.com for assistance.

Select exam time zone*
Select exam time zone*
Eastern Time - America/New_York -

Eastern Time - America/New_York g

Search for times

(d click the search button

Exam date

10/19/2024

© 11:00 AM

«n b L

Sun Mon Tue Wed Thu Fri Sat

October~ 2024~

able 24+ hours from
cost. Same day

Remote
the current dat

red appointments are a

d time at no addit

scheduling is not allowed for this exam.

+avaflable 24+ hours from

tiongl cost. Same day
Confirm time and time zone

Gancel e

20 21 2 23 24 5 26
27 28 29 30 31

d. Your exam is now scheduled. You will see your scheduled exam on your Dashboard. Here you will
be able to Reschedule, Cancel and on the day of your exam, take your examination.

i}| Prolydian

~*  Dashboard

=, Exams
.3 EXAM LAST ATTEMPT STATUS
° Myexams o
Biorisk Management - English - Scheduled (i}
= (© Exam can be launched on Monday at 11:14 AM LMT. Refresh this page at exam time.
£ REGISTRATIONS
Scheduled

Monday, October 21, 2024 11:15:00 AM Eastern Time

£ Reschedule

Note: You will not be able to reschedule your exam within 48 hours of the exam time.
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e. You will receive an email from Prolydian confirming the date and time of your
examination. It will contain an equipment testing link to test your system as well as
valuable information, such as information for the day of your examination to requesting a
sample session for your IT department with the Protor360 Support team to ensure a
seamless process on your exam day.

You are now scheduled for 10/19/2024 11:00:00 AM Eastern Time to take the Biorisk Management - English exam through Prolydian and proctored by Proctor360.

Before your exam
Prior to beginning your exam you must complete the Proctor360 computer requirements check. Follow the steps below to do so

We strongly recommend that you review all information in the following linked site ahead of your exam appointment. We suggest testing from a personal device, however if you musl lesi from a work
provided device, please work with your IT department and provide them the information from this site to avoid any test day interruptions: ://proctor360.
requirements

1. Check your equipment to make sure your system is compatible with Proctor360 at https://support.proctor360.com/hc/365012637/21/system-requirements?category_id=1
2. Test your equipment using this link: https://webcasts.com/webrtc/
3. You are encouraged to take the exam on a personal computer. If you must use a work computer, please have your IT department review port and firewall settings here: https://proctor360
exam-rules-and-requirements
4. Prepare identity verification documents. This includes one of the following
« Government-issued driver's license

1-online-

« College/University-issued staff photo ID

« Passport

« Non-US Military issued identification card

« Any Physical Government-Issued Identification Card (must include photo)

If you would like to request a sample session to verify your system with Proctor 360 before taking your examination, please submit a ticket via Submit a Ticket - Proctor360 Support. Proctor 360 will create
and provide you with a sample link that you can run through with your IT department. Once this has been completed, Proctor 360 will confirm with you that everything went through as it should on the
proctoring side.

On the day of your exam

Log in a few minutes prior to the exam. You may want to refresh the screen at the time of the exam. To access your exam:

2. Go to the "My exams" dashboard and click the "Launch Exam"” button
« This button will be enabled one minute before your exam time. If you arrive early, please refresh the page to see the "Launch Exam” button
» Please note, you have a 15 minute check-in window starting at your exam start time. If you log in after this window you will not be able to test.
3. Click "Start Session”
4. Follow the on screen instructions to share your screen and check your equipment
5. Follow the identity verification instructions

To reschedule your exam

4. Taking your exam. On the day of your examination, you will have 15 minutes to complete the pre-exam
process. If an exam is not started by the 15-minute mark, you will be marked as No-Show and will not be
able to proceed with your exam.

a. Be sure to have the following set prior to your exam:
i. You are alone in the room
ii. No phones or cell phones are permitted
iii. Your computer is to connected to a power source
iv. No other programs are running on your computer
v. No dual monitors
vi. You have your Government Issued photo ID at the ready
vii. No headphones or ear buds
viii. Clear desk space and area
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b. On your Dashboard, launch your examination. Here you will go through a final
Systems Requirements check. Select Start System Inspection.

Hello Erin Fahey Check Requirements

System Requirements

windov: v

Chromebook v

Last Updated October §

c. Test your microphone by speaking out loud. You will need to grant permission to Proctor360 to
access your microphone.

P prodistudent pros om/#/check-requirements/Az13pPaQG.

prodistudent.proctor360.com
wants to

Note: Your microphone must remain on throughout the examination.

d. Testyour speakers. Do you hear music? Select Yes or No

Troubleshooting Check Requirements
General Tip # Micophone

@ sanowidth

@ vievam
@ scecnshore
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e. If your microphone and speakers are working properly, you will be moved on to the next
step in the requirements checklist — indicated to the right of your screen.
f.  The next screen will test your bandwidth. Select Next Step.

Troubleshooting r Check Requirements

@ Micophone

@ speakers

Practor xam

< ¢ ¥ D s camant

prodistudent.proctor360.com

wanf

Select Front Facing Camera

@ Vebcam
[ ]

h. Share your entire screen and continue to the next step. Note: Dual monitors are not permitted. No
other applications are allowed to be open or running in the background.

Choose what to share with prodistudent proctor360.com
able to se Check Requirements

Chrome Tab
@ Privacy policy

. Microphone
. Speakers

@ Bandwidth

@ webcam

@ screenshare

< B\
[‘ Cancel )

Note: Your microphone, webcam and speakers must be on for the duration of the examination.
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5. Check in for your exam. Once you have completed the Requirements Check, you will now
Proceed to Check-in for your examination.

Great! You have now completed your system check and are ready to take your exam.

Check Requirements

Make sure Firewalls that prevent Proctor360 from receiving Camera Footage or Screenshare are turned off.

Clear the testing space: remove wall hangings, loose papers, phones, etc.

No noise should be heard throughout the exam.

Nobody should be in the testing space besides the test taker.

A detailed can be view here.

All rules must be followed to be eligible for a valid exam score - All academic dishonesty or suspected academic dishonesty will be reported to your test
organization.

&) Privacy policy
¥ Microphone
) Speakers

¥ Bandwidth
Click Proceed to Checkin to go to the exam page. During Checkin, you will again <hare vour screen and camera, and take a photo of your face and identification card.

Webcam

Proceed to Checkin Screenshare

Select Proceed to Checkin now or, if you scheduled your exam for a later date, close this page.

a. Select Start Check-in when you are ready to take your exam.

You & Yash

Click Start Check-In when ready to take exam.

Start Check-In

extension to your

computer, please be sure
to refresh this page
before it will allow you to
continue.

Write a message (V

prodistudent.proctor360.com is sharing your screen. (CET TR Hide 0 °

b. Once Checked-In, you will first be asked to take a picture of your face. Position your face in the
circle and click Take Picture. Then click Send for Approval.

Face Photo

Switch Camera

Face Photo

o picture of your face by

RebakePiclure smnv%mpproul ’

Write 8 message. b
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c. Position your valid government issued ID in the camera box and click Take Picture.
Make sure the image is clear and then click Send for Approval.

0 Card

You will now complete an Environment Check. Press Start Recording and move your computer to
show your surroundings. Go slowly and be sure to scan all four (4) walls, ceiling, desk and space

under your desk. If you have gone too fast, your scan will not be approved. Click Stop Recording
once finished and click Send for Approval.

v Proctor Exam & X +

€ @ @ prodistudentproctor360.com/#/exam/K4eCwNmyONOY

Do a Environment Check

Switch Camera
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6. Starting your exam session. Now that check-in is complete, your exam session can
begin. Click Start Session to begin your exam.

Congratulations! You are now ready to start.

Vrite & massags.

Note: There is a chat feature if you need to communicate with your proctor during the exam.

a. A new browser tab has opened. You will need to keep both browser tabs open for the duration of
your exam. Click Proceed.

1. Socket + Passed.
2.Ping o Passed. &
3. pownload  Passed.
4. Upload ' Passed.
5. Gookies  Passed.
6. Browser + Passed.
Procesd

b. Read the exam instructions page. Once finished, click I am ready to begin.

Biorisk Management English

Instructional Notes:

For the purposes of this exam, the tem biorisk advisor s used d tional guidelines and institutional
traditions the role of biorisk management advisor may be differently named (e.g. biological safety officer, biosafety officer,
biosecurity officer, biosafely advisor, biorisk manager or blorisk management officer).

The examination consists of 100 multiple-choice questions. Four possible answers are provided for each question (A, 8, €, and D)
Only one answer i designated as the correct or best choice. Select the BEST answer choice. There is no penalty for selecting an
incorrect answer,

Number of questions on this exam;

N3
Time limit:
2 Hours
f—
= Keep track af your remsiing e i the tmer utton.
Flag this page You are free to skip questions and retur to them later. Use the Flag button to mark a page to revisit,
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7. Taking the exam. For each question select your answer and submit it until you finish the exam.

Exam Timer
1h 59m 448

1. Whatis the biorisk management approach?
~

- enforceable
o prescriptive

legally binding

& performance based

5nd a comment sbout his quastion

a. You can review the contents of the exam to see which questions are incomplete and access the
notepad function at any time during the exam.

4l Biorisk Management English 4l Biorisk Management English Contents. Settings
» Page: 1 2 s s 8|7 a|e w n|w wus e 7w om0 L P
1h 59m 298
21|z 25|24 25|28 |27 28|28 a0 31|32 33|34 3| 8 a7 8|3 40| 4
Notepad

42|43 44 |45 40 47| 43 4B B0 61 B2 53 B4 |55 |68 67 68 B 60 | 61 62
63|64 65 66 67 68 60 70 71 72 73 74 75|76 |77 78 79 80 &1 | 82 63

84|85 o6 67 85 80 9 91 92 95 04 9 5| 97 08 09 100

b. Once you have reached the last question of the exam, click submit to finish the exam.

P O3 = b

Page:100/100  Flag this page Biorisk Management English Sedtngs 8¢

Page: 1|2 34 s s 7|09 w0 n| 20w s e e 62

2 % u s s % 3 40 |4

100. You are a new member of your organization's biorisk management 22 |5 s a ns|o
committee, but are unsure of your authority in dealing with safety matters.

42 43 44 45 46 47 48 4y S0 81 52 83 54 55 56| 57 83 %9 80 61 62
What would be the BEST course of action?

6 61 65 66 67 6 9 70 71 72|73 74 75 % 7|78 79 80 81 82 93

Speak to another committee member for n explanation of your responsibilities B4 8 B B B 8 90 N w9 W % W U G s»'
~ and authorities.

Ask the committee chair to review the terms of reference with you to ensure your
understanding is correct.

Obtain and read a copy of the commitlee’s terms of reference,

‘Assume you are acting correctly when dealing with safety matters until someone
O advises you otherwise.

602 3 comment about this question
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8. Viewing your results. After you submit the exam, you can review your results and view the
breakdown of your score. You can also print or email your results.

Thank you for completing your IFBA examination. Your provisional exam score will be validated by
the IFBA within the next 7 business days.

< S

First Name IFBA

Last Name Test Examinee

Email

SCORE

1.0 (1/100)

You failed this exam

Completed: Oct 22, 2024 1:43 PM Duration: 0:00:56

Breakdown
A. Fundamentals of a Biorisk Management System 1.0/18.0
B. ISO 35001 Biorisk Management Standard 0.0/16.0
C. Implementing a Biorisk Management System 0.07/420
D. Biorisk Roles, ibilities and for Biorisk 0.0/24.0

Management

Your results may take up to 7 days to be reflected in the IFBA Certification Portal.

a. You will receive an email with your results within 72 hours from exam completion.
9. Certification

a. You will receive an email from support@prolydian.com with instructions as to how to download

your certificate.

b. The IFBA will mail your certification package to the address associated with your Prolydian
account.

If you have questions about your certification, email secretariat@internationalbiosafety.org.
If you have technical questions, contact support@prolydian.com.
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