


a. To have a good internet connection. An alternate arrangement of network (Wi-Fi or data
connection) should be kept ready for use, in case the need arises. This is a must during the
entire duration of the examination, till the submission of the final answers.

b. Install Microsoft Teams App, preferably the desktop version on at least two devices
(Laptop/Desktop and Mobile Phone).

c. Keep the Usemame and Password to be used, in case it is required during the login.
d. In case of any connectivity issue, log-out of MS Teams and then log back in again.
e. Students are instructed to join the Teams meeting at the assigned time.

15. DURING THE EXAM:

1. Do not click the "Back" button on the browser, while using the web app version. This will 
take the user out of the test.

2. The exam will start as per the schedule mentioned in the timetable.

3. All the students are expected to keep their video cameras ON and UNMUTE their 
microphone during the exam (Students will be supervised upon by faculty members 
during the exam).

4. Students will have 1 1/2 hours to complete the exam and a further 10 minutes to scan 
and upload the answer sheets.

5. Once the exam is completed, use the "Add work" option in the assignment to upload the 
scanned answer sheets.

6. Ensure that all scanned sheets are uploaded and then click the "Tum in" button to submit 
the assignment.

7. Students who face technical problem(s) during the exam should report the same to the 

supervisor in their teams and also mail the issue immediately to 

mithibai.exam@mithibai.ac.in along with screenshots of the problem(s) faced.

NOTE: Please ensure that there are no disturbances, especially within the room 
during the examination.
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