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INTRODUCTION / OVERVIEW

» Purpose: The purpose of the ISP® certification is two-fold:
1) to provide recognition of the professional training and qualifications of those experienced in
iIndustrial and government security; and
2) to provide guidelines for professional training needed by future security personnel.

> History / Program Accreditation: The Industrial Security Professional (ISP®) Certification
Program was established in June 2004 and was granted accreditation by the
American National Standards Institute (ANSI) National Accreditation Board (ANAB) in 2013.

> Current ISP®s as of May 13th: 365
> 339 are NCMS members, 26 are not members

> Testimonials from ISPs®: Numerous testimonials from certified ISP®s relating their experience

> Just a Note: The scheduled release date of the new/updated exam is 01 September 2022

e » »
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WHY CONSIDER ISP® CERTIFICATION

The ISP® certification demonstrates that you are current on both
threats and defenses.

We do not have to convince our management or co-workers (nor DCSA)

that we are well versed in every aspect of the National Industrial
Security Program.

Passing the exam gives a sense of professional and personal pride!

Pride, in turn, will drive you to do better in your job and contribute to your
being the go-to person when assistance is needed.




TESTIMONIALS

Wynn C. Phillips, ISP® #03, Security Consultant, Intermountain Chapter, UT.

| am in a unique position as | help cleared, non-possessing companies to manage their industrial security
program. With the new inspection matrix, | have had 3 out of 3 inspectors award "Commendable" to my
clients because of 1) quarterly newsletters 2) my working on an NCMS National Committee; and 3) my
ISP® certification. They ask for a copy of the ISP® certificate.

Shona Nietsche, ISP® #0148, Raytheon Company, Aurora, CO.

"Since | went completed the ISP® program, | have noticed a distinct difference in my standing in the
community and within my own company. My chain of command often refers to the accomplishment and |
am considered a resource for anyone, company wide, that requires assistance. Both my reputation and
my salary have benefited from this process. Not to mention the confidence and accomplishment | feel for
having gone through it - | would do it again in a heartbeat!" August 2008

Joanna M. Wolfe, ISP® # 445, FSO, NCMS Sky Islands Chapter 41, Sierra Vista, AZ.

Becoming ISP® certified has really helped my self-confidence level in regard to working as a Facility
Security Officer. When the difficult issues arrive, | now have the knowledge and information | need to tackle
the tough issues head on and, get the problems resolved according to NISPOM regulation. | recommend
becoming ISP® certified to everyone who works within the National Security Sector, it can only benefit their
career in the long run.

Rae Yuhas, ISP® #625, FSO, Desert Research Institute, Paradise Chapter, NV.

Obtaining my ISP® certification was both a personal and professional goal. Although | had worked in
contract security for over 23 years, | had only been an FSO for five years. Suddenly | found myself learning
all aspects of a security program and no one to ask for help. Through continued NCMS membership,
participating in the Exam Preparation Program (EPP), attending the ISP® Boot Camp and a lot of studying,
| achieved my goal. | could not have done it without all of these resources, especially my security peers.
Further, not only has it made me a more well-rounded security professional, but it allows me to give back
through mentoring others. Achieving the ISP® certification is a huge accomplishment for yourself as well
as a display of knowledge and dedication to DCSA and the security community.
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WHY CONSIDER ISP® CERTIFICATION

» The ISP® program provides a high-level baseline for the knowledge required of Industrial Security
Professionals with at least five years of experience;

> It certifies that the holder of the ISP® has the requisite knowledge of the NISPOM (in September
32 CRF Part 117) and other related directives used by the average Industrial Security
Professional on a daily basis;

> It demonstrates on the part of the ISP® a degree of professionalism and willingness to go the
extra mile to develop professionally; and

> It implies that the ISP® has the academic and intellectual skills to not only perform as an Industrial
Security Professional but also to develop further as a security professional.

e




QNcvs ¢

ISP® CODE OF ETHICS

ISP®s and ISP® candidates must always demonstrate the highest levels of professional and ethical behavior,
with unquestionable integrity, which includes, but is not limited to, the characteristics listed below.

e Actin an honest, forthright, and dependable manner.

« Follow and enforce all applicable security laws, regulations, orders, rules, policies, and procedures.

« Safeqguard classified and proprietary information at all times.

» Place national security above all other work priorities.

« Maintain proficiency in the appropriate security fields.

 Assist fellow security professionals who are in need.

» Balance security needs with operational and research requirements.

« Refrain from negative actions such as starting rumors, making slanderous statements, and embarking on
character assassination.




ISP Certification Community

This is the perfect place to connect with other ISP®s...
Share your thoughts, experience, files, and friendship

Go to https://communities.classmgmt.com/ and login
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UPON RETIREMENT...

Lifetime Certification!

This designation allows ISP® recipients to
retain their certification (and its privileges)
following their retirement from the security
profession.

As of April 21, there are 7 recipients!

» In order to be eligible to request this designation, an individual must meet all of the following criteria:
. Have an ISP® certification in good standing (i.e., not lapsed or expired);
. Have maintained certification for 12 consecutive years preceding the date of their application (i.e., successfully recertified by NCMS
four consecutive times); and
. Have retired (defined as complete cessation from any security-related employment or practice or representation of any such
employment or practice) and have no legal, financial, or business interest with any form of security-related employment or practice.

»  The one-time application fee will be $75 for NCMS Members and $125 for non-members!

S ©




ISP® APPLICATION REQUIREMENTS

1. You must have at least five years cumulative experience in the industrial security field. NOTE: Military or
police experience alone does not qualify; such service must include substantial industrial security experience
within these professions to qualify for the five-year experience requirement. Each case will be determined
based upon its merits. Final determinations will be made by the ISP® Certification Committee;

2. You must be working in industrial security at least part-time as part of your job description (defined as at
least 10% of hours worked) in order for the experience to qualify;

3. You do not need to be currently working in industrial security to apply for the exam as long as their work
history satisfies the five-year minimum requirement;

4. You must have a written recommendation from your current supervisor. If you do not have a supervisor, a
member of the NCMS Board of Directors or an ISP® in good standing may provide a recommendation;

5. You must submit a completed application, collateral materials, and payment to the NCMS headquarters
before you can schedule a test date;

6. You do NOT have to be a member of NCMS to apply to take the exam;

Remember... Your knowledge base and studying are essential! You need to be prepared.

©
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C
m ISP® APPLICATION PROCESS

> ISP® Certification Exam Process

* ISP® Exam Application
% $275.00 Application Fee ($400 for non-NCMS members)
% $140.00 Retest Application Fee ($200 for non-NCMS members)
“* Work Experience: Minimum of five (5) years experience in industrial security
» NOTE: Can be Part-Time if security-related duties are >than 10% of your time
¢ Letter of Recommendation from Supervisor
» Resume showing Experience and Education
» CCOI Agreement for ISP® Candidates
» Select a method for taking the ISP® Exam
* Prometric Test Center
» Hard Copy Test (Pre-approval required to comply with ADA policies)
* NCMS Annual Seminar Exam
% Requested Test Date

> FYL...

* ISP® Exam
% Consists of 110 questions
% Two-hour time limit
“* Minimum passing score is 75%
< Minimum wait time before allowed to retake the ISP® Exam is 6 months (if passing score is not achieved)
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ISP® RESOURCES

> ISP® Program Documents

> ISP® Test Sources and Study Resources
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ISP® PROGRAM DOCUMENTS

» ISP® Brochure: This document provides requirements and qualifications for the program as well as
information pertaining to the exam.

> ISP® Experience Conversion Guide: For use by those who wish to apply to become certified.

> ISP® Certification Program Manual: This manual provides details on the ISP® Certification Program
including benefits, philosophy, testing procedures, fees, etc.

> ISP® Privacy Policy: Document outlines participants' expectations of privacy and NCMS' handling of
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https://ncms-isp.org/documents/brochure.pdf
https://ncms-isp.org/documents/ISP_Experience_Conversion_Guide.pdf
https://ncms-isp.org/documents/ISP_Certification_Program_Manual.pdf
https://ncms-isp.org/documents/ISP_privacy_policy.pdf
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ISP® PROGRAM DOCUMENTS

> ISP® Resume Template: Resume template that can be used by candidates to document industrial
security experience, etc. To be used in conjunction with application.

> ISP® Supervisor Recommendation Letter - Sample Letter: Template that can be used by
candidate's supervisor. To be used in conjunction with application.

> ISP® Candidate CCOI: Confidentiality/Conflict of Interest agreement to be signed by candidate. To
be used in conjunction with application.
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https://ncms-isp.org/documents/resume_template.pdf
https://ncms-isp.org/documents/supervisor_letter_sample.docx
https://ncms-isp.org/documents/Confidentiality_&_COI_Agreement___%20for_ISP_candidates.pdf

Note: This is for the current exam.

TEST SOURCES & STUDY RESOURCES

» The Annotated NISPOM including Conforming Changes #1 and #2, and current ISLs « DCSAVRO - SF 312 Additional Guidance (dated 3/6/18)
« Industrial Security Letters « PERSEREC - Online Guide to Security Responsibiliies
« CDSE Marking Classiied Matenal Job Aid Booklet « FO 12068 Access to Classified Information

« CDSE FSO Curmnicula Brochure
« DCSA Assessment and Authorization Process Manual (DAAPM) version 2.2
+« DCSA DAAPM Appendix A, version 2.2

« EO 13526, Classified National Security Information
« Submitting a Seli-inspection Certification - Industry User Guide (version 1.0)

« DCSA- National Industrial Security Program FAQs » The Freedom of Information Act (FOIA), Title 5 U.S.C., Section 552 (Subsection (b))

« DCSAFOCI FAQs « OPM - Completing Your Investigation Request in e-QIP: Guide for SF86

« DCSA Checklist for a New Facility Clearance « SEAD 4 - National Security Adjudicative Guidelines (Effective 6/8/17)

« DCSA Cl Mission Center Handout - Personal Contact (note: Click on "Handouts" and then you will see this under "Flyers") « U5 National Disclosure Policy - 2001 Fact Sheet (by Pete Batten, ODUD for Policy Support)

« DCSA CI Mission Center Handout - Conferences, Conventions, and Tradeshows (note: Click on "Handouts” and then you will see this under "Flyers”) « ISO0 - Marking Classified National Secunty Information (document date: 12/10; revised: 01/18)

« DCSA - FCL Welcome Packet: A Guide for New Facilities

+ DCSA FCL Orientation Handbook (dated 10/18)

« DCSAVRO - Processing an Applicant for a Personnel Security Clearance
« DCSAVRO - Industrial Personnel Secunty Clearance Process FAQs

+ DCSAVRO - Maintaining Personnel Security Clearances

« |SOO Notices

« Economic Espionage Act

« FOIA gov Website, FOIA FAQS
« Privacy Act of 1974

« DISS Fact Sheet « DoS Website, FOIA and Privacy Act FAQS

+ DISS Account Management Policy version 2.0 « US. Copyright Office website, Copyright FAQs

» DISS JVS User Manual version 2.2 (note: This document is available only within DISS) « US. Patent and Trademark Office website - Trademark FAQs - General (note: scroll down the left column and click on "General”)
« DISS FAQs version 1.4 (for reference only) » U S Patent and Trademark Office website - Basic Facts 02, Trademarks, Patents, and Copyrights Video

+ DISS Overview

» NISS FAQ for External Users

¢ NISS Overview - External User Guide version 2.0

« Facility Clearance Venfication Requests - Industry User Guide version 1.0

= Enterprise Mission Assurance Support Service (eMASS) Industry Operation Guide version 1.1

« Implementation of Federal Investigative Standards Tiered Investigative Chart
« SO0 - SF 312 Briefing Booklet

« National Security Decision Directive (NSDD) #298, National Operations Secunty (OPSEC) Program
« On-line courses from the Center for Development of Security Excelence (CDSE), Linthicum, MD. Information for all of these can be found on the DCSA web site and you
can enroll in them using CDSE's on-line training portal at https /iwww._cdse edu/index himl. For a complete list, go to the DCSA Website hitps./iwww cdse edu/index_himl




Note: This is for the new exam.

TEST SOURCES & STUDY RESOURCES

« |SOO Notices - 2017-04
« |SP Exam Question Acronyms

» 32 Code of Federal Regulations Part 117 » National Security Decision Directive (NSDD) #298 National Operations Security (OPSEC) Program (dated 1/22/88)
o 32 Code of Federal Regulations Part 2001 « NISS FAQ for External Users

« 32 Code of Federal Regulations Part 2002 (Controlled Unclassified Information) » NISS - How to Request a NISS Account as an External User, v2.0 (dated 02/20)

« CDSE Marking Classified Material Job Aid Booklet (dated 07/21) « Office of Special Counsel Website - the Privacy Act of 1974 Overview

« CDSE FSO Curricula Brochure (dated 03/21) » SEAD 3 - Reporting Requirements (effective 6/12/17)

e SEAD 4 - National Security Adjudicative Guidelines (effective 6/8/17)

U.S. National Disclosure Policy - 2001 Fact Sheet (by Pete Batten, ODUD for Policy Support)

U.S. Patent and Trademark Office website - Trademarks/Getting Started/Learning the Essentials/Trademark Basics
U.S. Patent and Trademark Office website - Patents/Getting Started/The Essentials/Patent Basics

« CDSE Counterintelligence Job Aid (Counterintelligence Glossary)

« Completing Your Investigation Request in e-QIP: Guide for SF86 (OPM) (dated 07/18)
« CUI Marking Job Aid

« DCSA Assessment and Authonization Process Manual (DAAPM) version 2.2

« DCSA DAAPM Appendix A, version 2.2
« DCSAFOCI EAQs Study References: The below materials are additional materials that may be used to increase your breadth of knowledge on various topics, clarify your

understanding of the information, and reinforce and sustain your retention of the information.

« DCSA - Small Business Guide - Facillity Clearance Process

« DCSA - Submitting a Sponsorship Request - External Users (though NISS) (dated 2/26/20) « CDSE Counterintelligence Awareness Job Aid

« DCSA Cl Mission Center - Personal Contact (click on the "handouts” tab, then select from under the "Flyers” heading) « CUI Quick Start Guide for Industry

« DCSA Cl Mission Center - Cyber Threats (click on the "handouts” tab, then select from under the "Flyers™ heading) « CUI Quick Reference Guide

« DCSA Cl Mission Center - Preparing for Foreign Visitors (click on the "handouts” tab, then select from under the "Flyers" heading) » CUI Glossary and Policy Summaries

« DCSA Cl Mission Center - Exploitation of Business Activity (click on the "handouts” tab, then select from under the "Flyers” heading) « CUI Marking Job Aid

« DCSA CI Mission Center - Conferences, Conventions, Tradeshows (click on the "handouts” tab, then select from under the "Flyers" heading) « CUI Self-Inspection Tool for DoD & Industry

o DCSA Website, FSO Toolkit: LAAs for Non-US Citizens « CUI Program SPP Addendum

 DISS Account Management Policy v2.0 « DCSA - National Industrial Security Program FAQs

o DISS JVS Verfication by SSN Job Aid, v1.0 (dated 05/21) « DCSA Checklist for a New Facility Clearance

« DOJ Website - Privacy Act of 1974 « DCSA - FCL Welcome Packet: A Guide for New Facilities

« DoS Website, FOIA and Privacy Act FAQs « DCSA FCL Onentation Handbook (dated 10/18)

« Economic Espionage Act « DCSAVRO - Processing an Applicant for a Personnel Security Clearance

« Enterprise Mission Assurance Support Service (eMASS) Industry Operation Guide v1.1 « DCSAVRO - Industnial Personnel Secunty Clearance Process FAQs

« EO 12968, Access to Classified Information « DCSAVRO - Maintaining Personnel Security Clearances

« EO 13526, Classified National Security Information « DISS JVS User Manual v26.4.1 (note: This document is available only within DISS)
» Federal Standard 8098, Neutralization and Repair of GSA Approved Containers (dated 01/10) « Federation of Amerncan Scienfists (FAS) - Explanation of Type 1, 2 and 3 Patent Secrecy Orders
« Federal Standard 832, Construction Methods and Materials for Vaults (dated 09/02) « FOIA gov Website - FOIA FAQs

« The Freedom of Information Act (FOIA), Title 5 U.S.C_, Section 552 (Subsection (b)) » ISOO Notices - 2017-02, 2018-01, 2020-02

« |C Technical Specification for ICD 705, v1.5.1 (dated 07/21) « ITAR (22 CFR Part 120 & Part 121.1)

« Industrial Security Letters (ISLs 2021-02 and forward) « Marking CUI Handbook v1.1 (dated 12/16)

« Initiation of Investigations in DISS (dated 02/21) » NISS Overview - External User Guide version 2.0

 ISOO - SF 312 Briefing Booklet « The Privacy Act of 1974, as Amended, Title 5 U.S.C., Section 552a (Subsection (b), Condition of Disclosure)

» SEAD 3 - Industry Reporting Desktop Aid

LS. Copynght Office website, Copynght FACGSs

U.S. Patent and Trademark Office website - Basic Facts 02, Trademarks, Patents, and Copyrights Video
U.S. Patent and Trademark Office website - IP Policy/Trade Secret Policy

o
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TESTING ~- LOCATION

> Test Center Locations

» Check first to find a test center that is most convenient for you.

» Enter the country and state in which you wish to take the test and click
‘next.”

* (Click on “Locate a Test Center”
* Choose the test version you plan to take, then click "next.”

» Enter your preferred address, city/state or zip code where you would like
to take the test.

* You will be shown all available options.
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TESTING - SCHEDULING

> Scheduling Your Test Date

* Once you are approved, you will have six months in which to schedule and take your
test. This is done directly via Prometric, and instructions are included in your
confirmation email from NCMS.

» Please note that once you schedule your test at a Prometric Test Center,
cancellation/rescheduling fees may apply:

 |If canceling or rescheduling your exam 30 days prior to your exam date, no change fee
will be assessed by Prometric.

* |If canceling or rescheduling your exam 5-29 days prior to your exam date, a $50
cancellation/reschedule fee will be assessed by Prometric.

* If canceling or rescheduling your exam less than 5 days before your exam date, a $70
cancellation/reschedule fee will be assessed by Prometric.

S ©
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TESTING — WHAT YOU NEED

> What to Bring to the Testing Center

* You will be required to present one valid, government-issued photo ID with a
signature (e.q., driver's license, passport, national ID, military ID).

 |f you are testing outside of your country of citizenship, you must present a valid
passport (note: expired passports will not be accepted).

» The identification document must contain your photograph and signature.
* You are not permitted to bring any food or beverage into the testing center.

» All personal items must be locked in a locker for test security purposes, so please
limit what you bring to the testing center.




TESTING — AVAILABLE REFERENCES

> References That are Available During the Test
(Note: The new exam in September will replace the 2006 NISPOM with the NISPOM Rule, 32 CFR Part 117)

* The testis "open book”. ONLY the following references will be available to you during the test
via a split screen:

» National Security Decision Directive #298, National Operations Security Program
« Completing your Investigation in e-QIP

« 2001 Fact Sheet by Pete Batten on the National Disclosure Policy

« SEAD 4 - National Security Adjudicative Guidelines

* DISS Account Management Policy

 CDSE - Marking Classified National Security Information Job Aid

« DAAPM v2.2

 NISPOM Feb 2006 with Conforming Change #2 with ISLs
\  EO 12968, Access to Classified Information /

These and other resources can be found at: https://ncms-isp.org/ISP_Study Resources.php

N_. =

@ Note: This is for the current exam. If taking the September 2022
exam, there will be an updated list on the website.



https://ncms-isp.org/ISP_Study_Resources.php

N

ANCMS
» What Time to Arrive at the Testing Center
* Plan to arrive 30 minutes before the scheduled appointment to allow time for check-in

procedures. If you are late in arriving, you may not be allowed to test and appropriate
cancellation/reschedule fees may apply.

TESTING DAY

> Want to check out a center in advance? Take a Test Drive (More later, time permitting)

> Test Accommodation for Special Needs
» (Candidates may request special consideration or accommodation by submitting this request in
writing to the Executive Director, for review and determination by the ISP® Committee. All
requests must include the specific condition(s) that requires the accommodation and a doctor’s
written confirmation of the condition and reason for the accommodation. Questions should be
directed to the NCMS Executive Director at 610-971-4856 or sharont@mmco1.com.

> Questions
» For questions concerning examinations please contact the NCMS office directly at 610-971-4856

or by email at sharont@mmco1.com

N @ o




ISP® EXAM PREPARATION PROGRAM (EPP)

[Remember, this program is optional, not required]

LEANDRA MOSHER, ISP®




WHAT IS THE EPP?

The EPP is a study tool that NCMS offers to assist those individuals who are
planning to take the Industrial Security Professional (ISP®) Exam.

The EPP is a structured self-study course that assists exam candidates with
reviewing the National Industrial Security Program Operating Manual
(NISPOM)*, Industrial Security policies/regulations, and general test taking
tips. * In September, 32CFR Part 117

The EPP guides you to review the primary topics covered by the exam

The EPP is a review of information you should already be familiar with.




WHAT THE EPP IS NOT.:

® The EPP does NOT “teach you"” the NISPOM (In September, 32 CFR Part 117). To
qualify to take the exam, a minimum of 5 years cumulative experience in

Industrial Security is required. Each test candidate should already be familiar
with the NISPOM.

The EPP does NOT provide answers to exam questions. The exam is ANAB
certified and it would be a violation of that certification to provide real exam
questions.
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WHEN ARE SESSIONS HELD?

® The EPP is conducted via a weekly WebEx.

There will be 1 call per week. Each participant can call in during the live call, or review
the call on-demand afterward.
o Calls are held Tuesdays at 2:30 PM Eastern

There are two rounds each year, the first beginning in January or February and the
second beginning in July or August.
o Registration opens ~ 1 month before each round
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WHAT MATERIAL IS NEEDED?

® All course material is included in the EPP registration fee:

o $50 for NCMS Members
o $100 for Non-Members

® Please pay particular attention to the email address you use to register. This will be
Important to ensure you receive all course communications.

® Course material CANNOT be shared with others outside of the EPP Round. Doing so is
a violation of the ISP® ethical standards.




HOW TO REGISTER

® You can register online on the NCMS website.
® Once registered, you will be prompted to sign up for the WebEx calls
o Please ensure you register for ALL calls, even if you think you

may only view content on-demand. This will give you the option
of attending live if desired.
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UNDERSTANDING THE
PROCESS

Every week, participants will complete the listed assignment in the course
material prior to calling into the WebEx.

Participants will call in, preferably 5-10 minutes before start.

Facilitators will introduce the section to be discussed and provide answers to
the assignment.

Participants will be provided with call recordings for on-demand viewing




UNDERSTANDING THE
PROCESS

® There is a Q&A room during the WebEx that participants are highly encouraged to
utilize. This is where additional questions can be asked if further clarification on a
topic is needed.

o Facilitators try very hard to answer all questions during the call, but only if
time permits.

o Any questions not answered can be sent to:
et-epp@classmgmt.com or posted in the EPP community page



mailto:et-epp@classmgmt.com

ADDITIONAL SUPPORT

Need more support beyond the call?
The EPP program has a Community in the NCMS HUB!

The community page is used for:
® distribution of course material
® Posting announcements, or updates
® Discussion between participants and/or facilitators
® Creating study groups with fellow participants
® Asking/ answering any questions we ran out of time for on the call

® All participants are added to the community at the start of each round, and
removed 1-2 months after the round ends
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IMPORTANT INFORMATION

® Make sure you attend the very first WebEx call. It is full of crucial information
for the remainder of the round.

o We go over all the components of the calls and explain how to find the
information you need.

o Important announcements of any changes are also made during the first
week.

® Do not hesitate to e-mail us! That's what we are here for!




FREQUENTLY ASKED
QUESTIONS

® How do I join the WebEx?
o Once registered, you will receive a calendar appointment for each call with the
login information.
o A reminder is also sent weekly with the login information.

® What if | miss a call?
o Weekly calls are recorded and posted to the EPP webpage under "Call
Recordings” approximately 4 business days after the call.

How long is each call?
o One hour

Can non-members join?
o Yes. ($50 for members/ $100 for non-members)

Nﬁ o Q@




THE TESTING PROCESS




TESTING PROCESS '

PROMETRIC &+

First Name: Promet

Last Name: 11

Exam Name: NCMS HTML Online
Tutorial

Language: US English

Are the details above correct?

=0 =

Created By BTL




TESTING PROCESS

Agree to Terms

PROMETRIC ‘-

Non-Disclosure Agreement and General Terms of Use:
This examination is confidential and proprietary. It is made available to you, the examinee, solely for the purpose of
assessing your proficiency. You are expressly prohibited from recording, copying, reproducing, disclosing, publishing,

or transmitting this examination, in whole or in part, in any form or by any means, verbal or written, electronic or
mechanical, for any purpose.

To proceed, you must accept the terms of this agreement.
By clicking "Yes, | accept”, you affirm that you accept the terms of this agreement.
If you do not accept the terms of this agreement, you must click "No, | do not accept”.

v Yes,laccept [l % No,ldon't accept

Created By BTL




Page: 1

TESTING PROCESS

Introduction Time Remai... C ] Finish Test

Section: Introduction 00:14:53 Progress 0%
Test: NCMS HTML Online Tutorial Candidate: 11 Promet

Welcome to the NCMS HTML Online Tutorial

E

This exam contains 5 questions, presented in random order. You will have 20 Minutes to answer all questions within this
exam.

Please note, if you requested specific timing adjustments when scheduling this exam, the above exam time will be adjusted to
support your request.

Before you begin, it is strongly encouraged that you take a few minutes to review the tutorial before attempting any exam
questions. The tutorial provides an overview of the features available to you during the examination.

When the exam starts, you will be able to move freely backwards and forwards through all items in the exam section. When
you have completed and reviewed all of the questions within the section, you can navigate away from the exam section by
clicking the "Finish Test” button in the top-right corner of the screen.

Once clicked, a pop-up window will appear confirming that you want to finish the exam. Click "Yes" to submit your answers.

Click "No" to return to the exam. Any questions that are incomplete will be marked as unanswered.

To change the color scheme at any time, click on the "Gear” icon in the bottom-left corner of the screen. To view this
information again at any time, click on the "Information” icon at the bottom of the screen.

To begin the tutonal, click "Next” to continue
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D Welcome to the Tutorial

This tutorial provides a series of screens that orient you to the computer testing environment. You will be
instructed on how to use the mouse and the different parts of the screen.

Notice the timer at the top of the screen. A similar display will appear during the actual exam. To the left of the
screen is a numbered list that shows you where you are in the series of examination questions (or in this case,
screens of the tutorial). Other screen features are described later in the tutorial.

Click the '"Next' button to continue.
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Using the Mouse

L

The mouse pointer moves when you move the mouse around on a surface. Although it can assume different
shapes, the arrow shown above is most common. To point with the mouse, move the pointer until it rests on the
desired object. To click on an object, point to it and then quickly press and release the left mouse button.

Click the 'Next' button to continue.,
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Navigating Through the Exam

Click the Next button displayed at the bottom of the screen to move to the next screen or question. Click the
Back button to move to the previous screen or question.

In addition to the navigation buttons, you can use the numbered buttons displayed on the left side of the
screen. Depending on the number of questions in the section, you may need to click on the down arrow to
navigate to additional questions.

The numbered buttons change appearance to indicate different question states: current, complete, incomplete,
and flagged.

The current question will be indicated by an arrow-shaped button.

For all attempted questions, the numbered button will appear darker in color,

For all unattempted questions, the numbered button will remain the original color.
Flagged questions will show a flag icon on the numbered button.

Click the '"Next' button to continue.

¢ Back Next) Startthe Test )
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Navigating Through the Exam

Click the Next button displayed at the bottom of the screen to move to the next screen or question. Click the
Back button to move to the previous screen or question.

In addition to the navigation buttons, you can use the numbered buttons displayed on the left side of the
screen. Depending on the number of questions in the section, you may need to click on the down arrow to
navigate to additional questions.

The numbered buttons change appearance to indicate different question states: current, complete, incomplete,
and flagged.

The current question will be indicated by an arrow-shaped button.

For all attempted questions, the numbered button will appear darker in color,

For all unattempted questions, the numbered button will remain the original color.
Flagged questions will show a flag icon on the numbered button.

Click the '"Next' button to continue.

¢ Back Next) Startthe Test )
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Time Remaining

The amount of time remaining is displayed at the top of the screen.

Section Time Remaining

01:59:46

Each section of this examination is allocated a specific amount of time, including the Tutorial. There is also an
overall amount of time provided for your full exam appointment. Clicking on the clock will switch between the
amount of time remaining in the current section of the exam and the amount of overall time remaining for the full
exam appointment.

The most important time display for you as a test taker is the "Section Time Remaining."

Note that, where applicable, an alert box will appear below the exam clock to signal when 30 minutes, 15
minutes, and 5 minutes remain in the current section.

Click the 'Next' button to continue.

¢Back Next) StarttheTest )
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Using the Scroll Function

When a question does not fit on a single screen, the following warning will appear at the bottom of the screen.

This page requires scrolling €

To scroll through the screen contents, click and drag the scroll bar as necessary or use the scroll wheel on the
mouse.

Click the 'Next' button to continue.

(Badc. 'm:» Start the Test »
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Answering Multiple-Choice Questions

This examination uses multiple-choice questions. This type of question has one correct answer.

To complete each multiple-choice question, click on the option that you believe to be the single best answer.
Once selected, the option will appear darker in color. To change your response, click on a different option. If
you would like to unselect a chosen option, click on it a second time.

Practice answering the multiple-choice question below. Once you have finished practicing, click the
'Next' button to continue.

Of the following biological levels of organization, which represents the smallest or lowest level?

A | cell

B organism

C | population

D ecosystem

¢ Back Next ) StarttheTest )
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Flagging Questions

You can flag a question as a reminder to go back and check your answer or attempt it later.

To flag a question, click the Flag button displayed at the bottom of the exam screen.

Any questions that are flagged for review will show a flag icon on the numbered button, as shown below. Click
the Flag button again to remove the flag.

Click the 'Next' button to continue.

¢Back Next)d StarttheTestd
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Highlighting Text

During the examination, you will be able to highlight question text that you feel is important to refer back to as
you progress through the exam. The highlight will remain present as you navigate through the exam, unless you
select to remove it.

To highlight text, click and drag the mouse cursor over the desired text. Click the Highlight button, as shown in
the image below, that appears after releasing the mouse button. To remove the highlight, click on any area of the
highlighted text.

How would you characterize the young Frederick Douglass?

2

The highlight feature cannot be applied to text within the answer options.

Click the '"Next' button to continue.

¢Back Next) StarttheTest )
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Striking Out Options

During the examination, a Strikeout feature is available to help you visually eliminate possible options from
consideration. A struck out option will remain present as you progress through the exam, unless you select to
remove it.

Right-click on an option to strike it out. Right-click again to remove the strikeout. Left-click on a struck out
option to select it as your response. You may strike out as many or as few items as you like.

Practice using the Strikeout feature below. Once you have finished practicing, click the 'Next' button to
continue.

How many lungs does the typical human body have?

A | One
B | Two
C | Three
D | Four

€ Back Next ) Startthe Test )
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Section Review

E

During the examination, you can review the status of all questions in a current exam section using the grid icon
located in the bottom left corner of the exam screen.

To navigate directly to a question, click the corresponding numbered icon. You may also filter your view by
unattempted, attempted, and flagged questions. The Section Review can be locked in place using the padlock
icon and closed using the "X" icon.

Section Review & X

Filter by:
D Unattempted

D Attempted
D Flagged

Click the 'Next' button to continue.

.<. Next »  Start the Test »
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Ending Exam

Please note, selecting the “Finish Test™ button during any part of the exam, will terminate the exam.

All of your answered questions will be submitied and any questions that were not completed will be submitied with a Zero
mark.

When you have completed all questions in the overall exam and you have reviewed your answers, click the “Finish Test”
button.

To check your questions click “Cancel” to remain in the exam. Once satisfied that all Questions have been answered click the
“Finish Test” button to submit your exam.

Click the 'Next' button to continue.

¢ Back Next > Startthe Test )
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Tutorial Conclusion

This concludes the tutorial. You can review the tutorial by clicking on the "Back” button to back up one screen at
a time, or by using the numbered buttons displayed on the left side of the screen. You may view the tutorial at
any point during an active examination by clicking on the question mark icon. This icon can be found in the
bottom left of the screen once you have begun testing.

Good luck with the examination.

Click the "Start the Test’ button to exit the tutorial and begin the examination.

£ Back Next > Start the Test »
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The main function of the Kidney is

A | To control blood pressure

To control body temperature

C | To remove waste product from the body

D 1 To help in digestion of food
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How many bones are there in an adult human being?

Al 210
B | 206
C | 260

D | 300
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Finish Test

What is the normal body temperature of human body?

A | 96.4°F or 35°C

B | 97.4°F or 3e°cC

C | 98.4°F or 37°C

D | 99.4°F or 38°C
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How many lungs does the typical human body have?

2
B | Two
C | Three

Four
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Finish Test

A | Parietal

B | occipital
C | Temporal
D | sphenoid

” .(lld_l:. Next »
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Confirm Finish

@

You have not attempted all of the questions on this
test.

Are you sure you would like to finish the test?

e L x s
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Test Feedback

You have completed this test. Well done. You have passed.

Test Result

Grade: Pass




THANK YOU!

Does anyone have any questions?
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