
IZMIR INSTITUTE OF TECHNOLOGY 

SCHOOL OF FOREIGN LANGUAGES 

BASIC ENGLISH DEPARTMENT 

ONLINE PROFICIENCY EXAM GUIDE 

SESSION TIME DURATION SUBMIT TIME 
SKILLS 

ASSESSED 
POINTS 

ANSWER 
TYPE 

SESSION I 9:30- 9:50 20 min 9:50-9:55 Listening 15 
Multiple 
Choice 

SESSION II 
10:00- 
10:45 

45 min 10:45-10:50 Writing 15 
Open 

ended 

SESSION III 
11:10- 
11:40 

30 min 11:40-11:45 Language Use 20 
Multiple 
Choice 

SESSION IV 
11:50- 
12:30 

40 min 12:30-12:35 Reading 20 
Multiple 
Choice 

 LUNCH BREAK 

SESSION V 
13:30- 
17:00* 

5 min. for 

each student 
- Speaking 30 Open Ended 

* As the students will be invited to the interviews individually, the interview hours will also be different for 

each student. The interview hours will be announced on ydyo.iyte.edu.tr website.  

 

The time allocated to answer the questions in all sessions are as stated in the table 

above.  At the end of  each session, you will have 5 extra minutes to upload your 

answers.  

 

The due date in the system for each session includes the extra time as well. You are 

responsible for keeping track of the start of the additional submission duration. If you 

continue answering the questions after uploading/submission time starts, you will be 

responsible for the problems you may encounter during uploading/submission.  

 

In the writing session, the OFFICE WORD program should be used to write the 

papers. Papers you have written in another program may cause problems in uploading. 

 

 

 

 

  



STEPS TO FOLLOW BEFORE THE EXAM 

1. You will receive an e-mail to the e-mail address you provided during registration, indicating that you have 

been added to a team via Microsoft Teams. You can join the class in which the exam will be administered 

by following the steps on this link as indicated in the visuals below. Students need to make sure that they 

are enrolled in “9 Şubat Yeterlik” class on Microsoft Teams application on February, 6 during the day.

 

 



 

 



 

 

 



 

 



 

 



 

 

* This process will be carried out by prospective students who will register for the spring semester. 

Students who have continued their education in the fall semester will not receive the e-mail. These 

students will be added to the exam class with their “pers365 or ogr365” accounts. Once the 

students are added, the class will be displayed on Microsoft Teams Ekipler / Teams tab. 

 

 

 

SESSION I 

1.  Turn on your device 20 minutes before the exam. Check your internet connection and make 

sure Microsoft Teams application is on. 

 
2. You will be registered to “9 ŞUBAT YETERLİK” class automatically before the exam, but 

make sure “9 ŞUBAT YETERLİK” class is displayed on “Teams / Ekipler” tab of Microsoft 

Teams. 
 

 



 
 

 

3. 20 minutes before the exam time, a video call will start in the "Posts / Gönderiler" tab. Join the 

meeting by clicking the "Join" button. At this stage, you will be asked to show your identity by the 

instructor. When asked, bring your ID closer to your camera and make sure your ID is readable. 
 

 

 

 

 

 

 

 

4. When the exam time comes, you will receive the link for the exam in Chat/Sohbet section 

 

    9 Şubat Yeterlik 



 

 

5. After you click the link, your exam screen will open. After your exam screen opens, make sure that 

you enter your name, surname and ID/ passport/ student number (students who have continued their 

education in the fall semester will enter their student numbers) correctly. If this information is not 

asked to you in the first questions, do not worry. This means that this information will be requested from 

you through random questions during the exam. If you are not asked about this information in any question 

at the end of the exam, report it to the class instructor. 

 

6. Complete your exam and click the “Submit/Gönder” button within the allocated time. 

 

 

 

7. After you send your answers, you will see a text showing that your answers have been submitted. 

8. Don’t leave the session when your exam is over. Wait for the instructor’s announcement. 

 

 

SESSION II 



1. If you do not join the first session, but decide to join the second session, please join the continuing 

meeting by clicking the “Join/ Katıl button. At this stage, you will be asked to show your  identity by the 

instructor. When asked, bring your ID closer to your camera and make sure your ID is readable. 

 

 

2. When the exam time comes, you will receive a notification showing that your exam has been assigned to 

you. Click the "Assignments / Ödevler" tab from the left section. 

 

 

 

 

3. After selecting your class, click the "Next / İleri" button. 

 



 

 

4. Click on the session that appears under the "Assigned / Atandı" title. 

 

 

 

 

 

5. Carefully read the subject and instructions written under the heading “Instructions”. 

 



 

 

6. Follow the instructions you read, and write and save your text by using “Word” program installed on your 

device. Name your document as your name and surname. 

7. Click on the "+ Add work" button to upload your file. 

8. You should find the source where you saved your writing from the window that opens. If you have saved 

your writing in your “OneDrive” account, you can choose the “OneDrive” option. 

 

9. If you have saved your writing on your computer, you can choose “Upload from this device”. Find your 

file from the window that opens and click the "Open" button. 



 

 

10. After your file is loaded, click on the "Done" button. 

 

 

11. Submit your exam by clicking on the "Turn in" button at the top right. 



 

 

SESSIONS III & IV 

1. If you do not join the first two sessions, but decide to join these sessions, please join the continuing 

meeting by clicking the “Join/ Katıl button. At this stage, you will be asked to show your identity by the 

instructor. When asked, bring your ID closer to your camera and make sure your ID is readable. 

 

 

2. When the exam time comes, you will receive the link for the exam in Chat/Sohbet section. 

 

 

 

3. After you click the link, your exam screen will open. After your exam screen opens, make sure that 

you enter your name, surname and ID/passport/ student number correctly. If this information is not 

asked to you in the first questions, do not worry. This means that this information will be requested from 

you through random questions during the exam. If you are not asked about this information in any question 

at the end of the exam, report it to the class instructor. 



 

4. Complete your exam and click the “Submit/Gönder” button within the allocated time. 

 

 

5. After you send your answers, you will see a text showing that your answers have been submitted. 

6. Don’t leave the session when your exam is over. Wait for the instructor’s announcement. 

 

SESSION V 

1. Turn on your computer before the exam starts. Check your internet connection and make sure Microsoft 

Teams application on your PC is on. 

2. Make sure “9 ŞUBAT YETERLİK” class is displayed on “Teams / Ekipler” tab of Microsoft Teams. 

 

3. Before the exam time, a video call will start in the "Posts / Gönderiler" tab. Join the meeting BY 

CLICKING THE "JOIN/KATIL" BUTTON. 

  9 Şubat Yeterlik 



 

 

4. After clicking the “Join/Katıl” button, you will be waiting in the lobby of this meeting. 

 

5. The duration of the exams of the candidates before you may vary due to many reasons (not taking the 

exam, delayed exams, etc.). So you should wait your turn patiently and carefully. 

6. When it's your turn, the instructors will take you to the meeting and they will start your exam. 

 

SUGGESTIONS 

• Being the only person using the wireless internet connection in your environment while you are 

taking the exam may provide convenience.  

• Make sure that no other applications are open in the background in the electronic device you use in 

the exam.  

• Make sure that there are no distractors in the environment where you take the exam.  

• In order not to miss the session, you can take measures such as setting a reminder to yourself.  

• Complete your exam using the device you have started the exam with.  

• Make sure that your device is not updating in order not to have any problems during the exam.  

• Make sure your device updates time and date (GMT+3) automatically. Exam sessions are set in 

GMT+3 timezone. Time discrepancies (hour/minute) might cause you to exceed submission 

time. THE EXTRA TIME GIVEN TO YOU AT THE END OF EACH SESSION IS ONLY 

FOR SUBMITTING THE EXAM. Therefore, click the “Submit/Turn in” button and confirm 

your exam as soon as the extra time starts. Clicking the “Submit/Turn in” button in the last 

minutes may cause problems in submitting the exam because of time discrepancies between 

your computer and the server computer.  

• The due date in the system for each session includes the extra time as well. You are responsible 

for keeping track of the start of the additional submission duration. Setting an alarm is 

recommended.  



• You have to attend the exam session 20 minutes before the start of the exam, as there will be an 

identity check at the beginning of the session. 

• After the exam has started, you can turn down the volume of your computer so that you don't 

get distracted, but all students MUST HAVE CAMERA AND MICROPHONES ON. 

 

WHAT TO DO IN POTENTIAL PROBLEMS 

1. If you lose your wireless or wired internet connection during the exam; 

- You can turn your phone's "hotspot" feature on and continue your exam using your mobile internet 

on your computer.  

- If you do not have the opportunity to use your mobile internet, you can wait to get back online 

without pressing any buttons, such as “Next”, “send”, etc.  

 

2. Other technical problems; 

- You can wait for the electricity to be back on. When the electricity is back on (if you are in the 

first session), you can continue from where you left off because the markings you make through 

Microsoft Teams are saved.  

 

- When the electricity is back on (if you are in the second, third and fourth session), you can 

continue from where you left off because the markings you make through Microsoft Forms are 

saved.  

 

- You can complete the exam using the device from which you started the exam. When you 

continue with a different device in the middle of the exam, the marks you have made will not 

appear on the new device.  
 

- If the problem persists during all exam sessions, write an e-mail which includes your name, 

surname, school number and send it to uzeb-ydyo@iyte.edu.tr by attaching the 

screenshot/photo/video about the problem as soon as possible. Mails sent after the exam day 

will not be taken into consideration. 

-  

- If you document the technical problems, your situation will be evaluated by the School of 

Foreign Languages Directorate.  

 

3. If you see a warning while trying to submit your text within the exam duration in Session 2, take a 

screenshot immediately. Screenshot must include the whole screen. (Date and time on the bottom 

right corner has to be visible). If the problem persists when you try to upload again, write an email 

which includes your name, surname, ID/passport number and send it to uzeb-ydyo@iyte.edu.tr  

by attaching the screenshot and your EXAM no later than five minutes (at most) after the end 

of the session. 

 

4. If you see a “Not turned in” button instead of a blue “Turn in” button while trying to submit your text 

in Session 1, this is NOT a technical issue. It means that you have exceeded the time limit. In order 

not to encounter such a problem, please start the submission as soon as the submission time starts. 
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