
Instructions to Students before the Examination 

For Courses which use “assignment” to dispatch the exam questions and collect answer scripts 

a. Getting ready for the examination 

 Check the network connection and identify an appropriate location to take the 

examination; 

 Make sure that all portable devices used in the examination are fully charged or properly 

connected to the power source to avoid running out of battery; 

 Be ready and at the computer at least 15 minutes before the examination begins to ensure 

all devices for conducting the online examination are working properly; 

 Reaffirm the academic honesty pledge; 

 Contact the teacher immediately via email or by calling the Division’s hotline (3442 2204) 

if you cannot access the examination or experience any problems or anomalies; and 

 Be ready to have your student ID card for checking. 

 

b. Access to examination questions 

Students can download the examination questions (in PDF format) from the "Assignments" Tab 

in Canvas at hh:mm (HK time) on DD-MM-YYYY (date of examination). 

 

c. Information to be included on the first page of the answer script 

 Student name and student ID; and 

 Reaffirmation of the academic honesty pledge (by writing, “I pledge to follow the Rules 

on Academic Honesty and understand that violations may led to severe penalties”). 

 

d. Preparing the answer in a suitable format  

 Type your answer in a Microsoft word file. 

 Write your answer on blank A4 papers. Write your answers on single side with page 

numbers. 

 Write your answers using a stylus on your electronic device. 

 

e. During the examination 

 If students have any questions, these questions can be posted privately in the chat box of 

the examination Zoom meeting. 

 

f. Submission 

 Convert the answer into a single PDF file (e.g., save the word file as PDF file; take 

photos of the handwritten answers using a cellphone, upload the images to the computer 

and then insert them into a word file before conversion). You must ensure all the images 

are readable. 

 Upload the PDF file to Canvas “designated Assignment Folder” before hh:mm (allow 

students sufficient time to submit the file, say within 30 minutes); and 

 Use the student ID course code to name the file (e.g. 5xxxxxxx_BSTxxxx.pdf). 

 If submission of the answer script via Canvas fail, send the answer script to 

xxxxxx@cityu.edu.hk. Provide justifications/evidence why this backup channel is used, 

such as screen capture the malfunctioning of the system with a timestamp. 
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