HCCP Online Proctored Exam - Registration and Exam Instructions

Please ensure you are first logged into www.nahb.org. You will need to create an account if you do not already
have one.

Directions for Creating an NAHB.org Login

You will need your own nahb.org username and password to register for the online HCCP exam. Below are
steps to create your account on NAHB.org. Go to: www.NAHB.org. Click on "Login".

Coronavirus Resources '
Learn more
Access information for businesses and HBAs to prepare for and respond to the coronavirus. |

Q Shop  Login JOIN NOW
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To create a free nahb.org account, if you do not already have one:
e Go to the blue box labeled, New to nahb.org?
e [f you have an account and forgot your password, go to the gray box labeled, ForgotPassword? Or you
may contact the NAHB Help Desk at nahbsupport@nahb.org or call202-266-8313.

N

New to NAHB.org?

Your password must contain at least 8 characters, one capital letter and one number

Logill Create your account
* indicates required field
*Username
tesl@example.com
Forgot Password?
* Password

We can help you change it

Remember my username and password

For new accounts, you will need to complete the following online form.


http://www.nahb.org/

e Asyou complete the form, please remember that to create an account you do not need to have an
NAHB PIN number.

e You can bypass this step by check the box ‘l don’t have a PIN’ under the PIN field on the form.

e Once you have created an account, you will receive an email from NAHB, requiring you to confirm your
account.

e Once you have confirmed your account, you will be ready to register for the course when your sites
access links are ready closer to the class date. They will be sent by the local site contact along with
further instructions. However, if you do not receive the confirmation email for your NAHB account or
experience any issues related to creating your account, please contact the NAHB Help Desk at
nahbsupport@nahb.org or call 202-266-8313.

Create your socount and profile 1o unlock access to exclusive member-ofily conlent

Registration

* Username/Email

* Confirm Email

* Password

* Security Question

" Answer

* Zip Code

“PIN

* Country

Once you have your username and password, you may register for the exam
Please note these additional registration reminders listed below: The course is non-transferrable.
You must login as yourself to receive your certificate of completion and credit for this course.

If you are registering as a member, please use a PIN tied to your legal name. NAHB PINs are tied to a person,
not a company.

If you are registering for the course on behalf of someone else, you must use their nahb.org username and
password. Otherwise, this person will not receive credit.



Individuals may experience some technical glitches when trying to purchase the course using Chrome as your
Internet browser. If you do experience any issues, please try switching to another Internet browser to make
the purchase (i.e., Firefox, Internet Explorer 11+, etc.)

Still have registration questions or need more information? Please contact the NAHB Help Desk at 202-266-
8313 or nahbsupport@nahb.org for assistance.



mailto:nahbsupport@nahb.org

Registering for the Exam

1. Register for the HCCP exam here: https://storefront.nahb.org/Catalogs/NAHB/NAHB-Education/33719 .

2. Once you have clicked on the link and are ready to register for the course please click on ‘Add to Cart’.
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& C @ storefrontnahb.org/Catalogs/NAHB/NAHB-Education/33719 *r O (o

Search by Category ~ | Search by Topics = |

Housing Credit Certified Professional (HCCP) Exam

Non-member: $200.00

258 PM
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Please remember that you need to click the cart at the top of the screen to checkout. You will need to press
‘Checkout’ to advance the next screen.
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storefront.nahb.crg/Catalogs/NAHB/NAHB-Education/3371
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https://storefront.nahb.org/Catalogs/NAHB/NAHB-Education/33719

3. Use the access code given to you by your distributor to register for the exam. This will make the product
$0.00. Do not under any circumstance share this code with anyone. This code is only for you to use. *Please

note that if you are found to have provided your access code to another person, you may be subject to a penalty, which
could include restricted access to taking the HCCP exam for a set amount of time, including possibly a lifetime ban.
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7 . E N e ™ 7 = E
{ Dell ———i Bill 4 R
M\ pghisst X bedil | e .

Product details Unit price Quantity Total

A

Housing Credit Certified Professional (HCCP) Exam

200.00USD — 1 + 200.00USD

Do you have an access or a promo code?

Enter code

o gy P

02/11/2021




4. Then, once you have selected checkout in the cart, you will advance to this Delivery screen. Select ‘Continue

to Billing’ in the lower right hand portion of the screen.

Order Preview

— Virtual Clasaroom: Steve " "
& e T L LS, Ship all items
f Plnce Client (GARS 1)
oo LS Shipping address:
Name®
Evette Pankey
Summary
=115
Suls toal oLoo USD Silver Spring
Total discount .00 USD
sShipping oo USDY Countnyfeaglon®
ool sl United States
State/Province
MDD
Totul o.00 US>
Address
2123 Little Sorrel Way
Zip code
20902

Billing Address:

| Ui thes following Milling Address

e
Evette Pankey

City
Silver Spring

Country/Reglon
United States

State/Provinoe
[ 1=]

Address
2123 Little Sorrel Way

Zip codo
20902

Haove o promo code? Click here to enter it.

Contnue shopping !

Dilling

Ravimw

5. After selecting “Continue to Billing,” it will take you to this screen and you want to select: “View

purchased item now.”

Thank you for your order!

NAHB Order

PSLAXA

Thank you for your order.

Shipping Address Order Summary

Evelie Rankey Virtual Classroom: Steve Hoffacker: Marketing &

2123 Little Sorrel Way Communicating with the Aging In Place Client (CAPS 1)
Silver Spring, MD 20902 Virtual Classroom: Steve Hoffacker: Marketing & Communicaling with the Aging In Place
us Client (CAPS 1)

Payment Method

AmolInt Charged 180.00 View purchased item now

Sub total
Total discount
Shipping

Taxes

Checkout Total

Thank you for your order! Please note your order confirmation number.

To access your purchase on nahb.org website, go to My Purchases & Billing under My Profile.

$0.00

$0.00
$0.00
$0.00

$0.00

$0.00

_—
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“View purchased Item now” will take you to the following page. Once you have purchased the exam, click
on “View Purchased Item now.” This will take you to the Learning Management System. Please agree to terms
and then go to the “Instructions for taking the Exam” tab and follow the directions carefully.

' @ MAHE Learning: HCCP Bxam

&« c & elearning.nahb.org/products/hccp-exam#tab-preduct_tab_contents_3

N AH B Home Catalog My Online ing Profile PAULA PAGANO Log Out

National Association
of Home Builders

HCCP EXam + You are registered!

Instructions for Taking the Exam User Documentation Contents (3)

R available Locked

& Read first!

Agree to terms to continue.

You must go to the Instructions tab for information on how to proceed with the exam C Read Terms )
Thank you

& Verification Code
nter code to continue

© CAPS | Test

@ & el -
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This is what the “Instructions for taking the exam” tab will look like. Please read the entire page
carefully.

<« C @ eleaming.nahb.org/products/heep-exam?force_login=1#tab-product tab_instructions_for taking_the_exam

National Association
of Home Builders

HCCP Exam + You are registered!

Instructions for Taking the Exam User Documentation Contents (4)

Thank vou for purchasing NAHB'’s online proctored Housing Credit Certified Professional (HCCP) Exam.
1. You must set up your account to schedule your online proctored exam. Please visit: Examity :: Login

2. Youwill then receive an email from donotreplv@examity.com entitled NAHB: Student Registration - Confirmation. There will be a URL for vou to go
to set up vour profile and schedule your exam. You will be asked to change your password.

3. When you set up your profile, you will:
« Check that your system has the necessary software.
« Verify your user information.
« Please upload a picture of your photo ID.
« Set up your security questions.

« Setup your keystroke biometrics.

Lo MM

02/11/2021



Scheduling Your Exam

For the best user experience, please use Chrome.

Then schedule your exam using the instructions provided for you on the “Instructions for taking your
Exam” tab. Please note exams may not be scheduled for same day; there must be 24-hours between
when an exam is scheduled and taken or you will incur a S5 convenience fee that is your responsibility
to pay prior to scheduling the exam.

As an FYI, at the start of the exam, confirming your ID and checking room surroundings with the live
proctor should take approximately 5 minutes. Please note your time does not start until you are
logged into the test.

If for any reason, you cannot make the scheduled exam time, please log into Examity dashboard and
reschedule your exam for another day at no cost. You may reschedule up to the exam scheduled time.
Please note there is a $5 fee for rescheduling within 24 hours. If you no-show at the exam time, you
will have to pay the full amount to schedule your exam again.

Please note you will agree to terms and conditions of taking the online exam as part of taking the
exam. Please understand that if you engage in what is as identified as cheating, you may be subject to
a penalty which could include restricted access to taking the HCCP exam for a set amount of time,
including possibly a lifetime ban.

Proctor confirms ID, performs a security check, and examines room surroundings. Please note your
time does not start until you have entered the exam.

The proctor will then provide access to the exam for you by entering the verification code. Please note
you may have to log in using your nahb.org credentials, if you have not already. If the verification code
field is greyed out, you may need to “Read First” and agree to terms.

' @ NAHE Leaming: HCCP Bxam X

<« C & elearning.nahb.org/products/hccp-exam#tab-product_tab_contents_3 r e .

of Home Builders -

HCCP Exal’ﬂ + You are registered!
Instructions for Taking the Exam User Documentatid @
Key: [ complete Y next [EJ Failea Available Locked

& Read first!
Agree to terms to continue

& Verification Code
Enter code to continue
In order to take your exam, you must to go Examity first following this link: https:/prod.examity. com/nahb/

W Verification Successful

© CAPS| Test
25 Questions | 2 attempts | 5/25 points o pass

246 PM
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Once you have finished the exam, click submit. Show scrap paper to the proctor and then tear it up in
front of camera. The proctor will prompt you to do this. Then close out of the test.

Please note you will receive your test score after submitting; but it is not verified or accurate until you
receive an official email from NAHB.

Please complete the evaluation after you take the exam. It will be helpful for NAHB to know how you
felt about the online exam process.

Standard Instructions

You must be alone in the room.

You must have a clear desk and area.

You must be connected to a power source.

You cannot have a phone with you or be wearing headphones.

You cannot have dual monitors.

You cannot leave seat or room during the exam period.

There is no talking.

Your Webcam, speakers, and microphone must remain on throughout the test.

You may have a handheld calculator.

You cannot wear a smart watch during the exam.

You are allowed a writing utensil.

You may have scrap paper with you which you will show to the proctor at the beginning and end of the
exam session. It must be blank at the start of the exam. After the exam, you will need to show the
proctor your scrap paper and then tear it up in front of your webcam.

Once finished the exam, close out the window. The proctor will be online with you the entire time you
are completing the exam and you are being recorded.
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BETTER TEST INTEGRITY.

Live Proctoring
est-taker Guide

For assistance, call 855-EXAMITY, email support@examity.com or
chat directly with us through the Live Chat feature on the Examity dashboard.
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BETTER TEST INTEGRITY.
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For assistance, call 855-EXAMITY, email support@examity.com or
chat directly with us through the Live Chat feature on the Examity dashboard.
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BETTER TEST INTEGRITY.

Technical Requirements
Before your exam, please confirm you meet Examity's technical requirements

* Browser: Please disable your pop-up blocker

* Equipment:
- Desktop or laptop computer (tablets and Chromebooks are not supported)
- Built-in or external webcam
- Built-in or external microphone
- Built-in or external speakers

* Internet: An upload and download speed of 2Mbps

For assistance, call 855-EXAMITY, email support@examity.com or
chat directly with us through the Live Chat feature on the Examity dashboard. 1
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Creating Your Profile

Prior to scheduling or taking an exam with Examity, you must complete your profile. To create or
finish your Examity profile, please select the "My Profile” icon on the Examity dashboard.

¥ examity*

BETTER TEST INTEGRITY.

Dashboard ~ StartExam  MyProfle  ScheduleExam  Reschedule/Cancel  ExamTools  Logout

Live Chat  |[Email Support|  Phone Support: 855-EXAMITY

{2 pashboard

@ Begin scheduled exam.

Reschedule/Cancel

E — |
0 Make appointment.

E‘ﬂ
O ‘Change appointment.

Upload ID. Enter security questions. Confirm time
zone.

V.

You can create your profile in four simple steps:
1. Choose your time zone. Please be advised, your time zone must reflect the
location in which you plan on testing.
2.Upload a picture of your ID. Please note, for verification purposes, you will need to
bring this ID with you every time you take a test.
3. Select and answer three unique security questions.
4. Enter your biometric keystroke signature.

) examity®

BETTER TEST INTEGRITY.

can accurately remember.

Enter First Name.

(N0 cAPS) [

Enter Last Name

Enter First Name and Last Name —l ’ o "

(NO CAPS, NO SPACES) (example: johnsmith)

Re-enter First Name and Last Name :’ (example: johnsmith)

(NO CAPS, NO SPACES) ple:
=S

For assistance, call 855-EXAMITY, email support@examity.com or
chat directly with us through the Live Chat feature on the Examity dashboard.
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Once your profile is complete, you are strongly encouraged to run a computer requirements check.
To complete check, click in the upper right-hand corner of the “My Profile” page. You should run the
computer requirements check on the same machine you will be using to take the exam.

¥ examity’

BETTER TEST INTEGRITY.

Dashboard ~ StartExam  MyProfle  ScheduleExam  Reschedule/Cancel  Exam Tools

© examity’

Logout

Live Chat  [Email Support|  Phone Support: 855-EXAMITY

Examity will ensure your computer is ready.

° ) e

Operating System

Webcam Microphone Mac 0S 10.13.6
Ready Ready Ready
Browser 1

Chrome 72.0.3626.109
Ready Internet Speed
Proceed. Speed is acceptable.

It may require up to 60 seconds to verify your internet speed.

P

For assistance, call 855-EXAMITY, email support@examity.com or
chat directly with us through the Live Chat feature on the Examity dashboard. 3
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Scheduling Your Exam

Whether you would like to take an exam now, or in the future, you must first schedule your exam
by selecting the “Schedule Exam" icon on the Examity dashboard.

) examity*

BETTER TEST INTEGRITY.

Dashboard ~ StartExam  MyProfle  ScheduleExam  Reschedule/Cancel ~ ExamTools  Logout Live Chat  |Email Support|  Phone Support: 855-EXAMITY

{2 pashboard

Schedule Exam

My Profile Reschedule/Cancel

Upload ID. Enter security questions. Confirm i
zone.

E — |
0 Make appointment.

Locate your instructor, course, and exam in the drop-down menu. Next, select a date and time,
and click “Schedule.” If you are scheduling your exam within 24 hours, please confirm
on-demand scheduling is adjusted to “on.”

) examity®

BETTER TEST INTEGRITY.

Dashboard  StartExam  MyProfle  ScheduleExam  Reschedule/Cancel  ExamTools  Logout |Email Support|  Phone Support: 855-EXAMITY

f% Schedule/Reschedule Exam

Available || Unavailable [l Scheduled
On-demand scheduling (ON
Use the on-demald scheduling option to take test within 24 hours.
To SCHEDULE an Exam: To RESCHEDULE an Exam: To CANCEL an Exa;
« Select Instructor, Course and Exam. « Click "Reschedule Exam." + Click "Cancel Appointment”
« Select Date and Time. « Select new Date and Time. + Yesin pop-up message.
« Click "Schedule.” « Click "Reschedule.”

Insiructor Name Exam Duration | ‘Exam can be scheduled between
Examity Instructort1 - Lethbridge Test - Lethbridge Canvas e 5 Minutes. 08/01/2018 12:00 AM - 05/31/2019 11:59 PM

01:30PM  0200PM  0230PM  03:00PM  03:30PM
0400PM  04:30PM  0500PM  05:30PM 06:00PM  06:30PM  O7:.00PM  07:30 PM
08:00PM  08:30PM  09:00PM 09:30PM 10:00PM  10:30PM  11:00PM  11:30 PM

em

For assistance, call 855-EXAMITY, email support@examity.com or
chat directly with us through the Live Chat feature on the Examity dashboard.
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Taking Your Exam

On the day and time of your exam, please return to the Examity dashboard, and click the
“Start Exam” icon.

©) examity®

BETTER TEST INTEGRITY.

Live Chat  [Email Support|  Phone Support: 855-EXAMITY

Dashboard ~ StartExem  MyProfle  ScheduleExam  Reschedule/Cancel ~ ExamTools  Logout

Q Dashboard

@ Begin scheduled exam.

Reschedule/Cancel

U

Upload ID. Ente tions. Confirm t — =
Unoed IDlEniar secirty cheatra ot e Make appointment. ; O Change appointment

To continue, click on the “Connect to Proctoring” button to launch your proctoring session and
begin your test.

) examity’

BETTER TEST INTEGRITY.

Live Chat  [Email Support|  Phone Support: 855-EXAMITY

Dashboard  StartExam  MyProfle  ScheduleExam  Reschedule/Cancel  ExamTools  Logout

Start Exam

Please turn OFF pop-up blocker on your browser before you start exam.

Step 1

’7Examily extension is already installed. Please proceed to step 2 and click on @)

Step

Connect to Proctoring
710072932 Machine Learning Quiz3 0212072019 1:30 PM | >

710072934 Machine Leaming Mid Term Exam_S. 02/20/2019 2:00PM G

Proctor support will walk you through the authentication process. You will be asked to:

1. 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.

2. Review the exam rules.

3. 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 your instructor.

For assistance, call 855-EXAMITY, email support@examity.com or
chat directly with us through the Live Chat feature on the Examity dashboard.
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BETTER TEST INTEGRI

examiKNOW

You will now be prompted to answer a previously selected security question. Once you have
entered your answer, please press the “Submit” button.

) examity’

BETTER TEST INTEGRITY.

LiveChat [Emall Support| ~ Phone Support: 865-EXAMITY

Dashboard  StrtExam  MyProfie  ScheduloExam  ReschedulelCancsl  ExamToos  Logout

Answer questions

oo ———

Question : What was your childhood nickname?

You have three attempts to answer the above question.

iote that aNe¥agg are not case-sensitive.

examiKEY

You will now be asked to enter your biometric keystroke signature. Once you have entered your
signature, select the “Submit” button.

¥ examity®

BETTER TEST INTEGRITY.

Live Chat  (Emall Support | Phone Support: 855-EXAMITY

Dashboard  StrtExam  MyProfle  ScheduloExam  ReschedueiCancel  Exam Tools

Type your name

@ <@ O

Enter First Name
(NO CAPS)

Enter Last Name.
(NO CAPS)

Enter First Name and Last Name_
(NO CAPS, NO SPA

For assistance, call 855-EXAMITY, email support@examity.com or
chat directly with us through the Live Chat feature on the Examity dashboard. 6
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User Agreement
You will now be asked to review and agree to the Examity User Agreement as well as the exam rules
and any special instructions set by your instructor.

¥ examity’

BETTER TEST INTEGRITY.

Confirm Agreement

| Tho roctor ust b abe o800 you or o curationof he

Begin Exam
Once you have finished the authentication process, click on the “Begin Exam” link. Your proctor will
enter the password for you. Once the password has been entered, you are ready to begin!

¥ examity®

BETTER TEST INTEGRITY.

Beogin Exam

& o o r——0

Exam ID : 24100229

For assistance, call 855-EXAMITY, email support@examity.com or
chat directly with us through the Live Chat feature on the Examity dashboard.
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BETTER TEST INTEGRITY.

Candidate Success Checklist

Before you begin (a week before taking the exam):

1. Register with Examity and schedule your exam

2. Run the “Computer Requirements Check”
a. Have access to a desktop computer or laptop (not a tablet)
b. Have internet speed of at least 2Mbps upload and download
c. Have a working internal or external webcam and microphone

Keys to a successful Exam Day:

Run the “Computer Requirements Check” at least a day before the appointment
Disable your pop-up blocker

Click “connect to proctor” to begin

Be alone in room

Have a clear desk and workspace

Be connected to a power source

Your mobile phone and headphones must be out of reach

Have your government issued ID ready

Be prepared to perform a room scan

10. You must be in the webcam view throughout the exam.

Lo NV WNRE

© Copyright 2018 Examity®
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Technical Success Document
A five-step guide to help ensure technical success

At Examity, the leader in online proctoring, the test-taker experience is paramount. To provide you with the most
secure and convenient way to take your exams online, please first run the computer system requirements check you
will find at the top of your profile on the dashboard. For additional troubleshooting tips, follow these requirements
to help guide you through the entire process.

@ You must use a desktop computer or laptop
Tablets (Android, iOS, Microsoft) and Chromebooks are not supported.

@ You must have a webcam and microphone (built-in or external)
It's your responsibility to make sure your webcam is on for the entirety of the test, and that you can see yourself
throughout the exam.

Mac Users: Minimize the browser you are testing on if you cannot see yourself on camera.

CyberLink YouCam Users: If your webcam is turned off or disabled during the test, relaunch the application to
re-engage your webcam.

Tips for Troubleshooting Webcams:
a. Make sure your webcam is not in use with another program (i.e. Skype).
b. Make sure your webcam is not disabled.
c. If you have a rear-facing webcam, disable it.

© Your connection to the network must reflect a 2 Mbps upload and download speed, at minimum
- At least 2 Mbps download and upload speed is required.
- Please test your internet speed multiple times, as broadband will fluctuate depending on systems
you are running and the usage around you.
- Schedule your test accordingly, and try not to run unnecessary programs in other tabs concurrently.
- Test your network speed again just prior to your exam.

@ Make sure your browser's pop-up blocker is disabled
Accepted browsers include: Google Chrome v39 and Mozilla Firefox v34 or any of their later versions.

IP:

You may also configure your browser to allow pop-ups for this session only.

© Once you have launched the automated proctoring application, do not re-launch
Once the system is initiated, your exam has officially begun.

Test-takers are responsible for arriving to the scheduled appointment on time, and with appropriate hardware and
software already installed. While Examity support agents will be available to help troubleshoot, if the situation cannot
be fixed, test-takers are solely responsible for rescheduling which may incur an additional cost.

(

Have a question? Our support team is available via online chat, email (support@examity.com), and phone
(855-392-6489, option 1) to assist with any challenges.
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