
 

ANMCB Online Exam Guidelines 

ANMCB is offering the Board Certification Online Exam that is similar to the exam that we 

normally offer in person at the ANMA Convention in Las Vegas each year. The ANMCB Exam 

is a written exam that will be proctored using Zoom Meeting to monitor you while taking the 

exam. You will be required to agree and sign an Honor Code. The ANMCB exam will be mailed 

to you in sealed mailing package that will not be permitted to be opened prior to the scheduled 

Zoom Meeting. You will be required to place the sealed exam in the mail to ANMCB the same 

day of taking the exam. You will need a computer, access to strong internet, a webcam, 

microphone, speakers, and a quiet place to take the exam. The following is information for the 

ONLINE Exam. If you are proctoring your exam at a Library or College, there are separate 

guidelines that can be found on our website.  

 

ONLINE EXAM PROTOCOLS  

• Agree to Honor Code by signing and submitting it to ANMCB via emailed prior to the exam 
date. This will be emailed to you upon your request to have the exam given online.  
 

• ANMCB will mail the exam package to the address you provide in a sealed envelope that 

cannot be opened until you have checked in the Zoom Meeting and instructed to do so.  
 

• You will be required to use webcam to scan your exam workspace, slow pan around the 

room and your desktop. 

 

Computer Requirements: 
 

• You will need a personal computer with equipped with webcam, a microphone and sound.   
Recommend devices are desktop computer, laptop, or tablets. A smart phone device in not 
allowed for use.  
 

• The computer you are using to take the exam must not have more than one display or 
monitor. For example, if you usually use a laptop with a monitor connected, disconnect your 
monitor, and use only the laptop screen. 

 

• You must have a strong internet connection. 
 

• Connect with Zoom. Please use the desktop version rather than the app. 
 

• You need to have an email address to submit final questions. 
 

• You must close all other programs or windows on your testing computer before you begin 
the exam. You must close or mute all notifications on your computer.  
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TEST ENVIRONMENT RULES 
 

Prepare Exam Workspace  
• Put some thought into your exam workspace. A quiet room with no traffic from other 

people/pets, as we do not want to see people moving around to distract you.  
 

• No other person is allowed to enter the room while you are taking the proctored exam. 
 

• All other electronics other than a personal computer must be turned off. 
 

• The lighting in the room must be bright enough to be considered “daylight” quality.  
Overhead lighting is preferred.  
 

• You must sit at a clean desk or table. Only the sealed exam package may be on the work 
surface.  
 

• The desk or walls around you must not have any writing. The room must be as quiet as 
possible. Sounds such as music or television are not permitted. 
 

• The following items must not be on your desk or used during your proctored exam: 
 

Books 

Textbooks 

Note Cards 

Notebooks 

Phones 

Other electronic devices 

 

YOUR BEHAVIOR 
• You must verify your identity using a photo ID that has your name and photo.  

 

• You must dress as though you were in a public setting. 
 

• You must not use headphones, earbuds, or any other type of listening equipment. 
 

• You must not communicate with any other person by any means. 
 

• You must not use a phone for any reason. 
 

• You must not leave the room during the exam for any reason, if you do leave, the exam is 
considered complete and you will be immediately placed in the waiting room to exit. 
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EXAM READY POSITION 
Your personal computer must be positioned so you can see the screen AND proctor can see 
your paper workspace. Exam ready position needs to be maintained the entire time while 
testing.  
 

We want to see you and some line of sight towards where you are working. The proctor should 
be able to see the area where you are writing, but please do not allows to see what you are 
writing. This can be done through careful camera positioning.    
 

If you are using a tablet, you need to spend a little time prior to the exam date to get yourself 
situated and practicing getting in the exam ready position 
 

This is not all that different from how we administer the exam in person. 
 

 
 

CHECK-IN DAY OF EXAM 
The Zoom meeting and password will be provided to you on the day of the exam. Log into 
Zoom with code. Video and Audio must be working.  
 
Please note, you will be placed into a waiting room until you are individually checked-in as the 
proctor will conduct a check-in with you. 
 

The Following Are Check In Procedures: 
1. The proctor will ask you to use webcam to scan your exam workspace, slow pan 

around the room, and your desktop. The desk or walls around you must not have any 

writing. You must take the exam in the same room that you scanned during the 

proctoring setup for the current exam. 
 

2. Provide state or federally issued picture ID, such as a driver’s license or passport. 
 

3. The proctor will help you position yourself into “Exam Ready” position (explained 

above) 
 

4. Please wait until all others in your exam session are checked in. 
 

5. You are not allowed to leave sight of the webcam during your exam. If a situation 

arises, please notify your proctor. If you cannot complete the section of the exam that 

you are taking, you will be sent directly to the waiting room and your exam will be 

considered finished.  
 

6. If technical issues arise during the exam and you are unable to reconnect into Zoom, 

you will need to call us immediately at 702 914 5770. 
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EXAM PERIOD 
This is a timed exam. You will be told when to open your sealed package and when to start. 
You will have one hour to complete the first section of the exam. You will be told before you 
start when this exam will finish and when the next section will start.  
 
The online exam will have 3 sections. You are allowed 1 hour to complete each section. 
There are 2 proctored sections.  Both sections have 60 questions that are multi-choice, and 
essays. You will be given a 15-minute break between the sections. When you have completed 
a section, you will be sent to the waiting room for instructions and observation of the sealing 
of the exam.  
 
When you have completed the 2 sections, you will be emailed the third and final section and 
you have 24 hours to complete and submit.  
 
You need to stay in site on camera and in exam ready position. There is to be no other activity 
on your computer screen. You are not allowed to leave sight of the webcam during your 
exam. If a situation arises, please notify your proctor via chat or raising your hand. If you 
cannot complete the section of the exam that you are taking, you will be sent directly to the 
waiting room and your exam will be considered finished.   
 
The proctor reserves the right to check in with you at any time via chat. You will be messaged 
privately to address the issue. You should not receive a lot of correspondence from the 
proctor during the exam.  
 

What If I Have Questions? 
Questions and answers with the proctor will work very similarly to an in-class exam situation. 
The proctor will be on mute and you can raise your hand and message the proctor via chat. If 
the questions and answers are useful to the whole class, the proctor will make an audio 
announcement or possibly via chat.  
 

CHECK OUT CHECK OUT IN WAITING ROOM 
When you have completed the exam section, raise your hand, or send a chat message and 
you will be moved to the waiting room. You will be told about the start time of the next section. 
A 15-minute break will be given between the section. 
 
When you finish the next section, you will then again go into the waiting room to be checked 
out. You will need to stay off your electronic devices while in the waiting room. You must go to 
the waiting room to finishing sealing the second section with the proctor before you are 
considered finished with the exam. 
 
You will be provided a returned stamped mailing envelope. Before you leave the waiting room 
you will need to place your exam in the envelope and seal the envelope. You will need to 
place the envelope in the mail the same day as the exam.  
 
Upon completion of the both sections of the exam, you will be emailed the final question. You 
will have 24 hours to complete it, and you will send it directly back to the email. If you do not 
submit the question, your exam will not be complete, and your exam will be graded with 
incomplete answers. We understand these are very detailed instructions and guidelines. 
Please contact us to discuss any questions that you have.  
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CONTACT US FOR MORE INFORMATION: 

7380 S. Eastern Avenue, Suite 124  Las Vegas, NV  89123 

702 914-5770             administration@anmcb.org 


