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INSTRUCTIONS FOR STUDENT 
 
Please read these instructions carefully. The American Council on Education 
(ACE), which recommends AHIMA’s Coding Basics courses for college-level credit, 
requires that finals be taken under the supervision of a proctor.  
 
STEP 1. Find a proctor. When starting a new cluster, you must find a proctor. Ask 
a manager, supervisor, co-worker, librarian or friend—spouses and other family 
members cannot serve as proctor. Make sure to give your proctor a copy of the 
Instructions for Proctor document right away.  
 

STEP 1 NOTES: 
1. The proctor’s job is to give you the password, sit with you as you take 

your final, then sign a form verifying it was you who completed the exam.  
2. We recommend using the same proctor for all courses in a cluster, but if 

this isn’t possible in your particular situation, you can use more than one. 
 
STEP 2. Plan ahead. On your calendar, pencil in dates for all three exams. Then 
talk with your proctor and make sure she (or he) is available on those dates.    
 

STEP 2 NOTES: 
1. AHIMA does not need to be notified of the date of an exam.  
2. We strongly recommend that final exams be taken during AHIMA business 

hours, which are Monday-Friday 8 a.m. to 5 p.m. Central Time; we are 
closed on holidays. We can be reached only during these hours. We realize 
some people need to take their exams outside these hours, however, if 
there’s a problem, we won’t be able to respond until the next business day, 
which may mean rescheduling an exam. Send detailed help requests to 
online.education@ahima.org.   

 
STEP 3. Submit a password request.  You or the proctor (but not both) must go 
to http://campus.ahima.org/campus/forms/proctor/Proctor_form_Selection.htm and 
submit a request for passwords at least 3 BUSINESS DAYS before the scheduled 
date of the first exam. Our automated system will immediately reply to the proctor’s 
e-mail address with a message containing passwords for the courses selected. This 
request may be submitted as early as the first week. IT IS NOT REQUIRED THAT THE 
STUDENT COMPLETE A COURSE BEFORE PASSWORDS ARE REQUESTED. 
 

STEP 3 NOTES:  
1. If your proctor does not receive a reply within 15 minutes after the form is 

submitted, there may be a problem with the e-mail as typed. Whoever 
submitted the form should double-check the proctor’s e-mail and resubmit. 

2. We cannot send the password to a student’s e-mail address. If your 
proctor doesn’t have e-mail, you must e-mail us the proctor’s mailing 
address (or fax number) at least 2 WKS before the date of the exam.  

3. NEVER USE THE “CERTIFICATION FORM” TO REQUEST PASSWORDS. 
 
The password request requires ALL the following information: 
 
 Student’s first and last names, AHIMA Student ID, daytime phone number, and 

e-mail address  
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 Proctor’s first and last names, relationship to student, daytime phone number, 
and e-mail address (or mailing address/fax)—make sure info is typed correctly! 

 
Your proctor will be sent the following information: 
 
 A message confirming cluster number (or course name), student’s name and 

proctor’s name 
 Instructions on where to find the Exam Certification Form 
 A list of courses and their passwords 
 
 
STEP 4. Take the exam with a proctor present. 

1. Find a quiet place with a working computer and a good Internet connection. Bring 
in any codebooks you’ll need to use during testing (you are not allowed to use 
textbooks or notes during the Final Exam). 

2. Go the campus web site (http://campus.ahima.org), login, and enter the course. 

3. Go to the folder for the final week of the course and click on the link Final Exam 
(or click directly on the Final Exam Password folder).  

4. Get the password from your proctor and type it in exactly as written (no capital 
letters, spaces or returns).  

5. When password is accepted, you will see "You have been assigned a New unit". 
Click on the underlined “New unit” to access the Final Exam. 

6. Complete all questions. (The average length of time needed to complete an exam 
is about 1 hour.) 

7. When you are on the last question, stop before selecting SUBMIT. Use the Prev 
and Next keys to go back through all the questions in the exam and check your 
answers.  

8. When you have reviewed all questions, move to the final question and select 
SUBMIT. 

9. Take some time to read or print out the Final Exam feedback. 

 
 
STEP 5. Submit the Proctored Exam Certification form.  
After you complete and submit the final exam, your proctor must submit a Proctored 
Exam Certification Form electronically via the Web. Click the link below to access the 
Web form.  
  
Proctored Exam Certification Form 
 
 
 
If you have any questions regarding these procedures, please contact Coding Basics Program 
Administration by email at coding.basics@ahima.org. 


