
 
 

2022 MQE Environment Testing Exam Instructions 
 

Taking your MQE Environment Testing exam 

 
1. Log in to CBV Institute  
2. On the left side menu, click on “Membership Qualification Examination” 

 
 
 

  

Before starting the exam, please make sure you know your candidate and you’ve updated 
your computer operating system.  



 
 

3. Scroll down until you find “MQE Environment Testing” 

 
4. Click on Examity 
 

On the Examity interface 

Proctor’s role 
 
The proctor’s role is to assist students according to instructions given by CBV Institute on the day 
of the exam. The proctor only has access to instructions on the day and time of the exam 
and not prior. Therefore, it is up to the student to read the Examity guides and be prepared to 
write their exam. 
 
The proctors are not familiar with the navigation of CBV website; therefore, the student must know 
how to access their exam. 

NOTE 
We encourage test-takers to “arrive” (i.e., click “Connect to Proctor”) 15 minutes prior to the start 
of their exam to ensure the student’s computer is working with Examity.  
 
Also, the time it takes you to connect to proctor support, complete the authentication process, and 
resolve any technical issues which may arise, does NOT count towards your exam duration. The 
exam starts after the Candidate prints the exam. 
 
MAKE SURE YOUR POP-UP BLOCKER IS DISABLED. Otherwise, you will not be able to 
connect with proctor support. 



 
 

5. Click “Connect to Proctor.” If the proctor does not connect within 10 
minutes of your exam start time, please email CICBVsupport@examity.com. 

 
6. Examity Browser Extension: Please follow the prompts to add the Examity extension 

to your browser. Then, click “Next” IF YOU ARE USING YOUR WORK COMPUTER, 
MAKE SURE YOU CAN DOWNLOAD THE EXTENSION  
 

 
 

 

REMINDER: In most cases, the extension will remove itself after every exam session. 
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7. Grant Permissions: Click on the “Grant Permissions” button. You may need to 
perform this step twice: Once to grant permissions to the Chrome browser, and 
once to grant permissions to the extension. 
 
A pop-up will appear to give Examity access to your camera and microphone. 
Please select “Allow.” After both green check marks appear, you can then click 
“Continue.” 

 

 

8. Identity Verification:  
Identity verification may take one or two steps to complete before you start exam. 
Proctor support will walk you through the authentication process.  Usually, you first take 
an image of photo ID (same used to set up your profile) for verification and after that, 
the proctor will go through reading exam rules.  
 
First, position photo ID in front of your webcam. Then, click “Take Photo.” Then, click 
“Use Photo and Continue,” or select “Retake Photo” if needed. 

 



 
9. Challenge Question: Answer a previously selected challenge question. Once 

you have entered your answer, click “Next.” 
 
 

 
 

10. Review Rules: Take a moment to review all exam rules and special instructions 
this will be read by the Proctor once connected. Once read, click “I’m Ready”  

 
 

 
 
 

 

NOTE: You can also review the General Exam Rules and the Special 
Instructions from the CBV Institute site ADD LINK 



 
 

11. User Agreement: Next, read and agree to Examity’s user agreement by clicking 
“I agree and I’m ready to begin the exam.” 
 

 
12. Launch and Share Your Screen: At this point, you’ll be prompted to share your 

screen. First, click “Launch.” 
 
 

 
Then, select your screen to share. Please select the ENTIRE SCREEN. Then, 
click “Share.” You will then be taken to the test platform. 



 
 

 

13. Once you are taken to the test platform, the system will show you some 
information on how to use the platform while the proctor connects. Students 
must contact  CICBVsupport@examity.com if the wait time to connect to 
the proctor is longer than 10 minutes.  
 

14. To determine when the proctor is connected, the proctor’s icon will appear in the 
bottom right corner of your webcam’s screen in the sidebar, and a green circle 
with text that states “Connected” will show.  
 

 
15. The proctor will then provide additional instructions for the exam process: 

 
a. Verify your identity. Make sure you have your photo ID with you. You will 

be required to hold the ID in front of your webcam. The proctor will need 
to see both your name and photo clearly. 
 

b. Show your desk and workspace. The proctor will ask you to complete a 
360˚ room pan and desk sweep with your webcam. This is to ensure your 
workspace is clear of any materials unauthorized by CBV Institute. This 
process will be quicker if your writing area is clean. 

 
c. Review Rules and Special Instructions. The proctor will read the rules 

of the exam and the student will respond ok to indicate their 
understanding and agreement. These rules and special instructions are 
the same shown previously on the screen 
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On CBV Site 

16. Click on MQE Candidate Portal 
 

 
 

17. The system will take you to the candidate portal. Please enter your candidate number 
provided by CBV Institute. 
 

 
 

18. Click on Download Templates from the left side menu. 
 

  
 



 
19. Click on INSERT PASSWORD/ACCESS CODE. Make sure the language setting and 

keyboard setting on your laptop or computer are set to English.  
 

 
 
 

20. Once the password is entered, click Confirm Password. 
 

21. Click on Download to get the PDF with the exam question and Excel and word template 
to write your answers. 
 

 
 
 
 

22. Save the document on your desktop. 
 

23. Print the Exam. Exam time will start once the student returns from printing. 

24. Once the exam is finished, save the files on your desktop keeping the candidate number 
on the file’s name and adding “– response” at the end. (E.G. 1256 – response) 
 

25. Repeat # 24 with the Word and Excel documents. 
 

  



 
26. Click on “Upload Responses” left side menu 

 

 
 
The system will take you back to the CBV Institute site, if you are still logged in, please 
log out. 
 

27. Log in to CBV Institute  
 

28. On the left side menu, click on “Membership Qualification Examination” 

 
 

29. Scroll down until you find “MQE Environment Testing” 

 
  



 
 

30. Click on “MQE Candidate Portal” 

 
31. Please enter your candidate number provided by CBV Institute. 

 

 
 

32. Click Select files and upload the response files. If you encounter any issues, please 
email mqe@cbvinstitute.com while the proctor is still connected. 
 

 

 
 

33. Once uploaded you will see you’re the documents uploaded on the screen. 
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