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STUDENT GUIDELINES ON CONDUCTING ASSESSMENTS REMOTELY  

 

Purpose of these guidelines 
These guidelines have been drafted to assist you to complete your assessments remotely. Not 
all guidelines presented here may be relevant to the assessment that you are doing; however, it 
is hoped that they will give you some things to consider as you plan to do your assessments 
remotely at this time.  

Note for students with disabilities: if you have a query around particular assessment needs 
relating to a disability that you have, and have not already contacted the Access Office to 
register your disability, you will need to submit your query by emailing 
aisling.mchugh@itcarlow.ie as soon as possible, but no later than 7 working days before the 
day of your assessment. If you have already registered your disability with the Access Office 
and have been in email contact with them in relation to your exam requirements, there is no 
need to contact them again, unless you have a new query. If you are a part-time student with 
the Faculty of Lifelong Learning, please contact patricia.rochford@itcarlow.ie for access 
supports. 
 
1. Nature of assessment 
The alternate assessment that you are now being asked to conduct remotely may take one of 
several forms, in that it might be an open-book/resource assessment, a closed-book assessment 
or an online test conducted through Blackboard. Your lecturer will advise you of the nature of 
the assessment, along with all the submission details for that particular assessment, but the 
following guidelines will explain more about what the assessment might entail and how best 
to prepare for it. 
 

Open-book/resource assessments 
Unlike traditional closed-book assessments, in which you cannot consult any other 
resources, some of you may now be sitting open-book/resource assessments, which may be 
conducted over a short or a long time window. These open-book/resource assessments are 
ones which allow for varying degrees of access to resources and reference materials in order 
to complete your assessment.  

However, please be advised that, just because you can consult other sources, this does not 
mean that open-book style assessments are easier than closed-book assessments. In many 
cases, they can be equally as challenging, in that they focus less on memorisation and recall 
of facts, but more on critical thinking, analytical skills and the application of your 
knowledge. Open-book type questions may be essay-style questions or may involve 
problem-solving questions, depending on the discipline involved. 

mailto:aisling.mchugh@itcarlow.ie
mailto:patricia.rochford@itcarlow.ie
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How to prepare for open-book assessments 
 

 You should prepare for your open-book assessment as you would any other 
exam/assessment, but remember that you won’t necessarily have time during the 
assessment to read and understand concepts or to re-read chapters of a book or your 
notes, especially if you must conduct it within a short time frame. Your resources 
will therefore primarily act as reference materials, to consult during the assessment. 
In that regard, when the assessment is released, you may wish to write down the 
important facts or concepts on some rough paper, before consulting any other 
resources. This will save you valuable time and give you more direction on what 
you may need to consult during the assessment. 

 In some cases, your lecturer might give you an indication of what legitimate 
resources you may need to consult during the assessment (e.g. case study, case 
details, handout, etc.), so again have these ready before the assessment begins. 
Remember, you have a limited time window in which to complete the assessment, 
so you don’t want to be wasting your assessment time searching for information 
that might not be of any benefit to you. 

 In advance of the assessment, give careful consideration to the particular resources 
you think you may need to use (e.g. a particular book chapter, article, case study 
used in class, notes, etc.) and ensure that you have these resources to hand before 
the assessment begins. You might wish to consider making an index, or an outline, 
of these resources before the assessment, detailing what information they each 
contain, or maybe using post-it notes to mark certain pages of your notes, so that if 
you need to consult them during the assessment, you can do so quickly. 

 Be advised that, in most cases, these open-book/resource assessments will be 
looking to assess more critical thinking and analytical skills, so it won’t be a case 
of simply finding the answer on a particular page of your notes or within a textbook. 
It will be more a case of applying the knowledge that you have acquired throughout 
the module. Therefore, familiarise yourself with concepts or formulae or equations 
prior to the assessment, as you will only have the time in the assessment to consult 
these and not to try and understand them.  

 If you are intending to use material from a particular source, including quotes, you 
must check with your lecturer in advance as to whether or not you need to reference 
these sources, as you would for any assignment/assessment.  

 If you are using information from other sources or reference material, paraphrase it 
– copying out long passages during an assessment is a waste of your time. Use your 
materials to support your answers rather than to construct them. 

 Tip – begin by answering any questions that you know without referring to 
additional materials, as this will mean that you will be more efficient with your 
time. 

 
 
 
 
 



3 
 

Closed-book assessments 
In contrast, some of you will be conducting closed-book assessments, which will be similar 
to onsite examinations, in which you will complete the assessment without recourse to 
others or any other sources.  

How to prepare for closed-book assessments 
 In compliance with academic integrity procedures, you will conduct this 

assessment as though it were onsite. You will be issued with the assessment via 
the online platform that your lecturer has indicated and then will have a 
timeframe in which to complete and upload the assessment (as directed by your 
lecturer). 

 You are not permitted to access external resources or to consult with others 
during the time of the assessment. 

 Be advised that not all of your classmates will necessarily be given the same 
assessment, as some lecturers may have several versions of the assessment. 
These may include different questions, different case scenarios/case studies, 
different quiz questions, or in the case of numerically-based assessments, 
different data sets. Therefore, it is your responsibility to focus solely on the 
assessment which you have been given. 

 Not all of your classmates will necessarily be conducting the same assessment 
at the same time as some starting times may be staggered. Again, it is your 
responsibility to focus solely on the assessment which you have been given. 

 Please note, that by submitting your assessment, you are accepting the 
Institute’s policy and procedures on academic integrity.  

 

2. Time window 
The time window for your assessment refers to the time during which you must complete and 
upload the assessment. 

 You should check your assessment schedule and note the duration of the time 
window for each assessment, in each of your modules, bearing in mind that this 
might now be different than what you might had originally expected. The time 
window may vary considerably depending on your subject area, so please 
ensure that you are aware of this in advance and consult with your individual 
lecturer on this if you are not sure. 

 For assessments with longer time windows, please note that this is a window 
during which you should complete and submit your assessment and does not 
necessarily reflect the amount of time that you have to spend doing the 
assessment; for example, if you have been assigned two days in which to 
complete an essay, this does not mean that you are expected to spend the entire 
two days on this one assessment. You may have other assessments to complete 
during the same time, so it is important that you plan your time accordingly and 
schedule your submission times so that you don’t put yourself under pressure in 
any one module. 
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3. Remote assessment readiness checklist 

Irrespective of the nature of the assessment (open-book/closed book/online test), you will still 
be required to conduct and submit your assessment remotely. The following are some 
suggestions as to how you might prepare in the lead up to your remote assessments, from the 
week before your assessment right through to the assessment day itself. 

A. One week before your assessment 
 Decide on a location where you will do your assessment (e.g. separate room, no noise, 

light not shining on your screen, access to power supplies, no distractions, organised 
desk space, comfortable chair, appropriate lighting, access to broadband [potentially 
only to access the assessment and then to upload at the end], etc.). Try out the location 
in advance to see if it is okay in terms of space, lighting and temperature (it can be very 
distracting to be in a room that is either too cold or too warm for 3 hours trying to 
complete an assessment). 

 Inform those in your house of your assessment schedule - maybe prepare a ‘Do not 
disturb’ sign for the door of the room where you will be conducting the assessment, or 
maybe stick your assessment schedule on the door, so everyone in your household will 
be aware of when you are unavailable. 

 Familiarise yourself with the details of the assessment and what will be expected of you 
in terms of completing and uploading your assessment and clarify this with your 
lecturer in advance (continue to check your student emails and Blackboard 
announcements for communication from your lecturer/Faculty). Assessment details 
such as: 

 where will you access the assessment (via what platform)? 
 how long is the assessment (i.e. how many hours between release of assessment 

and submission)? 
 how many questions must you answer? 
 do you need to reference all the sources that you may use as part of an open-

book assessment? 
 is there a specified word count per question? 
 by what time do you need to upload the assessment? 
 how do you submit/upload the assessment (i.e. on what platform)? 
 have you practised uploading an assessment before? 
 do you need access to particular software to do the assessment? 

 Plan to manage your time carefully during the assessment. Your lecturer will advise 
you on the number of questions that are included in your assessment and bear in mind 
that the layout of the assessment might be different than what the past papers reflect. 
Determine how much time you can allocate to each question and write this down on a 
piece of paper to have during the assessment. Similarly, if there is an indicative word 
count per question (in the case of essay-style questions), make a note of this also. You 
don’t want to over answer any questions, by spending too much time on any one 
question.  
 
 
 



5 
 

Turnitin 
Uploading through Turnitin (via Blackboard) is the Institute’s default submission 
process. Turnitin can be used for submission of typed student work such as 
essays/assignments/responses to case studies. It is therefore important that you are 
familiar with how to upload to Turnitin, should your lecturer request it. 
 
Note: Please note that your lecturer might require you to submit using a different option 
(alternate options for submission are outlined in Section 5 of this document). It is 
important that you clarify this with your lecturer in advance of the assessment. 
 

 With Turnitin, your lecturers will set the submission date/time for the 
submissions. The date and time for your submission will be recorded; 

 You can upload one file only per Turnitin assignment; 
 On submission, you will receive an email receipt; 
 Submissions can be checked by your lecturer for text-matching to verify the 

originality of your submission. 
 

Support with Turnitin 
If you need help on how to upload your assessment through Turnitin, please check out 
the support available in TLC Student Hub (log-in to Blackboard required).  
In advance of your assessment, practise opening Blackboard and locating where the 
Turnitin submission space is for your assessment. Your lecturer may set up a practice 
test for you; this is worth doing even if you are already familiar with Turnitin, to ensure 
that you are clear as to how and where to upload.  
In addition, in case you are not that familiar with Turnitin, it might be an idea to write 
out the instructions of how to access the Turnitin submission and have it beside your 
laptop/PC on the day of the assessment, just in case you can’t remember how to do it 
on the day.   
 
MS Office Lens 
If you are handwriting your assessment, and will be taking photos of it to upload on 
completion, ensure that you download the necessary app (MS Office Lens) to your 
phone in advance. Practise taking photos using the app and ensure that you are familiar 
with how it uploads to your Office 365 account. Select the Photo mode and take photos 
of the work to be shared (or select previously taken photos).  Ensure that the photos 
taken are clear enough for your lecturer to read. With the photos selected, click Done. 
Select to save as PDF in OneDrive. The PDF will be uploaded to the Office Lens folder 
in OneDrive and can be shared as required from there. See this 1-min video (no audio) 
and more help from Microsoft. 
 
B. Day before your assessment 

 Check that all your devices work and are powered up. Also check that you have easy 
access to power sources if necessary. You don’t want to be looking for an extension 
lead on the day of the assessment. 

 Remind those in your household of the time of your assessment and inform them that 
you will be unavailable during that time.  

https://blackboard.itcarlow.ie/webapps/blackboard/content/listContentEditable.jsp?content_id=_611258_1&course_id=_9271_1&mode=reset
https://media.heanet.ie/page/d4c538d87a3142e29f87ec2626ce9e92
https://support.office.com/en-ie/article/office-lens-for-windows-577ec09d-8da2-4029-8bb7-12f8114f472a
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 Gather all the items that you may need for the assessment and have them ready on your 
table (e.g. laptop, paper, pens, pencil, sharpener, rubber, rough work paper, ruler, graph 
paper, calculator, clock/watch/alarm, highlighters, etc.). You will need to supply you 
own paper for the assessment. It is better to have them all there to hand rather than 
having to spend time looking for them during the assessment. Note: If you will be taking 
photos of your written work (using MS Office Lens), as outlined above and uploading 
it, it is best to use a black pen for writing as it comes out clearer in the photos. 

 If it is an open-book/resource assessment, gather all your reference material with you 
and ensure that it is organised in such a way that it is easily accessible during the 
assessment. 

 Revise your notes and get a good night’s rest before assessment day. 
 
 
C. Day of the assessment 
Practical considerations 

 Treat this day as you would a regular exam day. Try to give yourself some alone time 
before the assessment to read over your notes and to mentally prepare for the 
assessment.  

 Have something to eat before the assessment takes place so that you are not coming out 
of the room during the assessment. 

 Check that your laptop/PC is working okay. Check your broadband connection. On 
your PC, close off all unnecessary software and turn off all notifications – they will 
only be a distraction during the assessment. 

 If required, check that your phone is charged and that you have downloaded the MS 
Office Lens app for taking photos of your written work. 

 Check that you have everything you need in your room (all equipment). 
 Have your student card beside you during the assessment, just in case you can’t 

remember your number. 
 Have your Blackboard/Turnitin instructions beside you, just in case you can’t 

remember how/where to upload. 
 If possible, ensure that any distractions outside are kept to a minimum (e.g. if possible, 

ensure that children and pets are in a different room so that there are no disruptions). 
 Turn off radios and TVs as they will only be a distraction also. Mute your phone so that 

there are no notifications or no calls.  
 Bring a few bottles of water into your room to have during the assessment. Don’t bring 

in a glass in case it spills. 
 Be at your desk and ready to start at least 15 minutes before the scheduled time of the 

assessment. 
 Relax and breathe – assessments are stressful at any time, so it is important that you try 

to be in a relaxed state of mind before you start. 
 
Sitting the assessment 

 When you download the assessment, spend 10 minutes reading it carefully and maybe 
make rough notes on some paper beside you (the same way as you would in an onsite 
traditional examination). 
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 Considering that a hard-copy of the assessment will not be available to you, you may 
wish to begin, if possible, by printing out the assessment, so that you have your own 
hard copy as it might be easier for you to read, rather than reading from a screen. 

 Consider your time carefully and the number of questions that you must complete 
within that time. Remember that you need to factor in time to re-read your assessment 
before submission. 

 Start with the easiest questions as this helps to reduce anxiety. 
 When you start the assessment and if you are typing up your answer, create a word file 

(or whatever file you are using), ensure that you name the file clearly (you may want to 
consider using the assessment name and your student number for example or whatever 
naming conventions your lecturer has specified). 

 Remember, that it is your responsibility to save your work and to do so frequently and 
to make periodic backups of your work. You could consider setting up ‘autosave’, so 
that your word is saving, for example, every few minutes. To do this, in a word or Excel 
document, go to ‘File’, click on ‘Options’ and then under ‘Save’, you will be able to 
adjust the save timings. Practise this before so that you are sure it works okay and that 
your work will be saved in case your machine crashes. 

  

Queries during the assessment 
If you have queries during the assessment, please take note of the following contact 
numbers and emails, which might be different depending on when and where you are 
doing your assessments: 
 

EXAM SUPPORT LINE NUMBERS 
 
April 2020 – Faculty of Lifelong Learning: if you are a student in the Faculty of Lifelong 
Learning (all campuses and off campus locations) conducting an assessment in April, 
and have a query during your assessment, please phone the following exam support 
line:  

059 9175280 or from abroad +353 59 9175280 
This support line will be staffed between 5.30pm-10.40pm on each of the following 
assessment days: Monday 20th April, Tuesday 21st April, Wednesday 22nd April, 
Thursday 23rd April and Monday 27th April. You can also email your query to 
lllexams@itcarlow.ie  
 
May 2020 – Wexford Campus – if you are a student on the Wexford Campus conducting 
an assessment in May and have a query during the assessment, please ring the following 
exam support line: 

053 9175812 or from abroad +353 53 9175812 
 

May 2020 – Carlow Campus – if you are a student on the Carlow Campus conducting 
an assessment in May and have a query during the assessment, please ring the following 
exam support line: 

 059 9175180 or from abroad +353 59 9175180 
 

mailto:lllexams@itcarlow.ie
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 Upholding academic integrity 
Maintaining the integrity of the assessments at this time is of paramount importance as it 
underpins the integrity and reputation of the award issued. Institute of Technology Carlow 
treats any breach of academic integrity very seriously and works closely with Quality and 
Qualifications Ireland (QQI) to support academic integrity. Please consider the following 
careful in relation to academic integrity: 
 Whatever form of assessment you are conducting, please be advised that this is an 

official Institute assessment and, as such, your assessment conditions offsite should 
reflect, in as much as possible, those that would normally occur onsite. This means that 
with closed-book assessments, they should be completed without recourse to others or 
Internet tools and resources during the examination/assessment time (unless agreed in 
advance with the individual lecturer and specified in the assessment brief). 

 As with all assessments, you must adhere to the Institute’s academic integrity policy 
and procedures, which are outlined in your Student Handbook. A specific declaration 
of compliance with the Institute’s academic integrity policy may be included as part of 
your assessment. In certain cases, this may be included as part of a cover page, which 
you will be asked to complete and submit as part of your assessment. In the case of 
online tests/quizzes, you may be required to tick your acceptance of the declaration 
before having access to the assessment. Note: However, even in the case where this 
declaration is not included, you are still, as a registered student of the Institute, agreeing 
to adhere to the Institute’s policies and procedures and declaring that the work 
submitted is your own. 

 Please be advised that the Institute’s academic regulations allow for the possibility of a 
student being asked to orally defend their work, under a viva voce (oral interview) 
format, following on from any assessment. The regulation is in place so as to support a 
learner-centred approach as well as to uphold the academic integrity of the assessment 
process. The regulation reads as follows: 
 

‘As part of the assessment process, students may be obliged, upon 
request of an individual lecturer, to present a viva voce (oral defence) 
of their assessment submission. This would require students to verbally 
articulate the learning they have acquired in that particular assessment, 
to the satisfaction of the lecturer. This is a very learner-centred strategy 
which allows students to demonstrate their full understanding of the 
assessment topic, whilst also validating the academic integrity of their 
work and reinforcing the rigor of the overall assessment process.’ 
 

4. Submitting your assessment  

There are a range of ways in which you might be asked to submit your assessment and this will 
depend on your lecturer, so it is important that you consult with your lecturer on this in advance 
of the assessment. Your lecturer will also ensure that a practice submission is set up for you, at 
least one week in advance of the assessment, so that you can test your setup and become 
familiar with the format and technical requirements of the assessment. There is further support 
on all ways to submit available in the Alternative Assessments section of TLC Student Hub 
(log-in to Blackboard required). 

https://blackboard.itcarlow.ie/webapps/blackboard/content/listContentEditable.jsp?content_id=_611258_1&course_id=_9271_1&mode=reset
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Note: For all online submissions, the systems will record the name of the person who submits 
but your lecturer may advise you on a naming convention for the files that you upload, i.e. 
C01234567MAY. Please check this in advance with your lecturer. 

Note: On the day of submission, if you experience any difficulty uploading your assessment to the 

particular platform at the due time, for technical reasons, you should email, as soon as possible, the 
following address: exampaper@itcarlow.ie attaching a copy of your completed assessment and 
outlining the reasons why you were unable to upload your assessment at the due time. You 
should also ‘cc your lecturer in this email. If possible you should take a screenshot/photo of 
your work and email it to the lecturer as proof that you have completed the assessment. Please 
remember that you must use your student account from which to send your email, e.g. 
C00123456@itcarlow.ie  

 

Other possible submission strategies  

Though Turnitin is used as the default submission platform, the following are some of the other 
ways in which you might be asked to submit and you will find some more supporting 
information on these in the Alternative Assessments section of Blackboard (log-in required) 
within TLC Student Hub. 

Please be advised that your lecturer will ensure that you have a practice attempt with any format 
with which you may be unfamiliar. 

1. Small files to be submitted using the Blackboard Assessment tool 
2. Large file types (such as videos) to be submitted via an MS Form  

(or shared by the student from their OneDrive) 
3. Online quizzes to be done using the Blackboard Test tool 
4. Handwritten work to be photographed and shared with MS Office Lens (a free app 

integrated with Office 365) or as photos 
5. Live oral exams to be done online and recorded as a MS Teams meeting or 

Collaborate session 
6. Submission as an Assignment via MS Teams 

 

Blackboard Assignment tool: online submission of small files  

(Do not use Blackboard to submit large files such as videos. Your lecturer will advise you of 
other submission methods) 

This allows you to upload multiple files. Files can be uploaded from computer or cloud storage 
including OneDrive. The date and time for student submissions will be recorded. 

 You get an email receipt. 
 

MS Forms (or OneDrive) for online submission of large files  

MS Forms: using a form to accept student files 

Allowed file types: Word, Excel, PPT, PDF, Image, Video, Audio 

mailto:exampaper@itcarlow.ie
mailto:C00123456@itcarlow.ie
https://blackboard.itcarlow.ie/webapps/blackboard/content/listContentEditable.jsp?content_id=_611258_1&course_id=_9271_1&mode=reset
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You will log into Office 365 in order to upload through MS Forms, if the lecturer chooses to 
allow this option. At the end of the form, you may have an option to get an email receipt after 
submitting - select to do so (if any issues arise, you can be asked to forward the email receipt). 

OneDrive  

For other types of assessment, you may be advised to upload to OneDrive and then share the 
link directly with your lecturer (via the Share option, then email or include URL in a document 
to be uploaded to Blackboard/Turnitin). Your lecturer will specify, in your assessment brief, 
the deadline for submission – e.g. “The deadline is 5pm on May 16th 2020. No changes should 
be made to the file(s) shared from OneDrive after that time and if any amendments to the 
document take place after that time, then the submission will be deemed to be invalid.” 
 

Blackboard Test tool 

The Test tool will involve you doing an online quiz. There are many question types, including 
MCQs, short answer and calculated formula. The questions may be presented in a random order 
and can be selected from a pool of questions, so please be advised that not all of your classmates 
will necessarily have the same questions. Your test may be made available from a particular 
start/end time and may be timed, with automatic submission after the time has elapsed. 

A Test could be accompanied by an MS Form or Assignment for you to upload your 
workings/rough work. Alternatively, there is a file upload question (File Response), so you 
may be asked to upload one file from within the test. Files can be uploaded from computer or 
Dropbox (not OneDrive).  

Note: if you are asked to complete a Blackboard test, your lecturer will ensure that you are 
familiar with the process through the use of practice tests. 
 

MS Office Lens to share photos of handwritten work 

MS Office Lens can be downloaded as a free app and is integrated with Office 365. If you are 
required to take photos of handwritten work and share this with your lecturer, probably the 
most efficient way is to use MS Office Lens to capture a series of photos and upload them as 
one PDF to your OneDrive from which they can be shared (via Turnitin/email/MS Form/...). 

Image files can be quite large. Your broadband would need to be sufficient for the upload of 
image-sized files and this upload will take time (longer if broadband speed is less).  

If you need to use MS Office Lens, you will first need to install it from the app store onto your 
device, and then practise using it. Select the Photo mode and take photos of the work to be 
shared (or select previously taken photos).  With the photos selected, click Done. Select to save 
as PDF in OneDrive. The PDF will be uploaded to the Office Lens folder in OneDrive and can 
be shared as required from there. See this 1-min video (no audio) and more help from 
Microsoft. 

Alternatively, (and as backup to the above), you can just take photos with your phone/device. 
Then upload to OneDrive or email to yourself. These photos (as separate files) can then be 
shared with your lecturer as required.  

https://media.heanet.ie/page/d4c538d87a3142e29f87ec2626ce9e92
https://support.office.com/en-ie/article/office-lens-for-windows-577ec09d-8da2-4029-8bb7-12f8114f472a
https://support.office.com/en-ie/article/office-lens-for-windows-577ec09d-8da2-4029-8bb7-12f8114f472a
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Note: if you intend using MS Office Lens, you should write your assessment with a black pen 
so that photos are clear. Ensure to take clear photos, to ensure that your lecturer can read what 
you have written. 
 
MS Teams meeting or Collaborate session for a live oral exam 

Your lecturer may arrange a call either using either a MS Teams meeting or a Collaborate 
session (by sharing a link from Blackboard).  

Both options will allow you to share audio, webcam and your screens with your lecturer, which 
your lecturer can record. A stable internet connection is required. Please be advised that these 
sessions may be recorded – your lecturer will advise you of this before the assessment takes 
place. 
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Student Tech Checklist Prior to Online Assessment 

 

Check you can login to your Accounts: 

Account Action Yes 
Email  https://login.microsoftonline.com  

 
Help Video: How to log into your student Email 
 

 

Blackboard https://blackboard.itcarlow.ie 
 
Are you enrolled on all your courses on Blackboard? 

 

 

 If you are having problems logging into any of the above accounts, please try resetting 
your password using the PIN reset service ( https://pinset.itcarlow.ie )  

 If you are not enrolled on all of your course in Blackboard, please contact your 
individual lecturer/Faculty. 

 If you are a repeating student, please contact your Head of Department about getting 
enrolled on your course in Blackboard prior to the exam. 

 For all other queries please email itservices@itcarlow.ie with your student number and 
a brief description of the issue you are experiencing.  

 
 

Check your PC\Laptop setup: 

Resource Action Yes 
Internet 
Access 

Have you checked that your laptop or desktop computer is 
connected to the Internet?  
Try browsing to www.itcarlow.ie to test. 
 
Tip: We recommend that if possible, you should use a wired 
connection between your pc/laptop and your internet router as 
opposed to using Wi-Fi. This will give you the maximum internet 
speed possible for your connection. If you cannot use a wired 
connection and are using Wi-Fi please work as close to the Wi-Fi 
router as you can to ensure a strong signal.   
Tip: To ensure you have optimum internet access during your exam 
please ask others sharing the same internet connection to avoid 
movie streaming (e.g. Netflix/YouTube etc),  downloading or 
uploading large files. 

 

Mobile 
Phone 

Make sure you have your mobile phone fully charged and enough 
credit on it (if applicable). Check with the user manual or online as 
to how to set  up  your specific smart phone as an internet hot 
spot…this could be useful if you lose internet access on your home 
Wi-Fi connection and need to connect your laptop to the internet 
through your phone instead  

 

Required 
Browser 

Blackboard recommend using Firefox as your default browser for 
accessing Blackboard. Firefox is also supported by Turnitin so we 

 

https://login.microsoftonline.com/
/public/userfiles/files/1-How%20to%20Log%20into%20Student%20Email%20and%20One%20Drive(2).mp4
https://blackboard.itcarlow.ie/
https://pinset.itcarlow.ie/
mailto:itservices@itcarlow.ie
http://www.itcarlow.ie/
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recommend Firefox for a reliable experience when using both 
Turnitin and Blackboard. 
 
For PCs, Firefox can be downloaded from: 
https://www.mozilla.org/en-US/firefox/new/ 
 
For Apple Macs, Firefox can be downloaded from: 
https://www.mozilla.org/en-US/firefox/mac/    

Microsoft 
Office  

Please make sure you have downloaded the latest version of the 
Microsoft Office Applications that you will need, e.g. Word, Excel, 
PowerPoint etc. You are entitled to download these free of charge 
once you log on to Microsoft with your Institute account. 
 
https://login.microsoftonline.com 
 
Help Guide: How to download Microsoft Office applications  

 

OneDrive Please make sure you have set up One Drive …. try saving some 
files there to make sure it is all working okay. 
 
https://login.microsoftonline.com 
 
Help Video: Using OneDrive 

 

MS Office 
Lens 

If you are handwriting your exam and then need to scan it and 
upload it We recommend MS Office Lens as the best app for this … 
It keeps the file sizes from being too large and integrates easily with 
One Drive … you can download it for free from your App Store. 
See TLC Student Hub for more information (Blackboard login 
required). 

 

PDF reader If you need to open PDF files you will need to have a PDF reader 
installed, better to have it downloaded just in case. 
 
Download PDF reader 

 

Turnitin Can you view and submit a test document at the sample Turnitin 
assignment linked below? (Blackboard login required)      
Test Turnitin Assignment 
 
Have you familiarised yourself with the student Turnitin guide 
available at the link below? (Blackboard login required). This guide 
includes videos on how to upload your document to Turnitin 
Resources to help you with Turnitin 
 

 
 
 

Blackboard 
Assignment 
Tool 

If you are requested to upload your work via the Blackboard 
Assignment Tool there are help resources available here 
(Blackboard login required)    
 
Resources to help you with Blackboard Assignment Tool 

 

Blackboard 
Tests 

If your assessment involves the use of Blackboard Tests there is a 
helpful video available here 
 
Resources to help you with Blackboard Tests 

 

https://www.mozilla.org/en-US/firefox/new/
https://www.mozilla.org/en-US/firefox/mac/
https://login.microsoftonline.com/
http://www.itcarlow.ie/public/userfiles/files/2_%20Microsoft%20Office%20365(1).pdf
https://login.microsoftonline.com/
https://blackboard.itcarlow.ie/webapps/blackboard/content/listContent.jsp?course_id=_9271_1&content_id=_605506_1
https://blackboard.itcarlow.ie/webapps/blackboard/content/listContent.jsp?course_id=_9271_1&content_id=_605506_1
https://blackboard.itcarlow.ie/webapps/blackboard/content/listContent.jsp?course_id=_9271_1&content_id=_605506_1
https://blackboard.itcarlow.ie/webapps/blackboard/content/listContent.jsp?course_id=_9271_1&content_id=_611113_1
https://get.adobe.com/reader/
https://blackboard.itcarlow.ie/webapps/blackboard/content/listContentEditable.jsp?content_id=_219885_1&course_id=_9271_1&mode=reset
https://blackboard.itcarlow.ie/webapps/blackboard/content/listContentEditable.jsp?content_id=_219885_1&course_id=_9271_1&mode=reset
https://blackboard.itcarlow.ie/webapps/blackboard/content/listContent.jsp?course_id=_9271_1&content_id=_243990_1
https://blackboard.itcarlow.ie/webapps/blackboard/content/listContent.jsp?course_id=_9271_1&content_id=_611128_1
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Important Note regarding Tech Checklist 
Your lecturer will give you details of the online assessment along with an opportunity to 
practice so you are familiar with the assessment process. If, after going through the above 
checklist, you have any unresolved technical problems please contact the Computing 
Services Helpdesk at itservices@itcarlow.ie at least five working days before the due date 
for your  Assessment. 

Further support 
Completing a remote assessment can be challenging and the Institute appreciates the 
difficulties that some of you may experience whilst completing your assessments during 
these challenging times. We would ask that you continue to check your student email 
account and Blackboard announcements and emails and to remain in contact with your 
lecturers/Faculty around assessment procedures so that we can support you as much as 
possible. In addition, for more support, read through the FAQs on Conducting Assessments 
Remotely available in TLC Student Hub and on the Institute website. 

Finally, if you need more general support around any aspect of conducting assessments 
remotely, please contact tlc@itcarlow.ie  

 

mailto:itservices@itcarlow.ie
https://blackboard.itcarlow.ie/webapps/blackboard/content/listContentEditable.jsp?content_id=_611258_1&course_id=_9271_1&mode=reset
mailto:tlc@itcarlow.ie

