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This guide should provide answers to most questions that you might have about setting up your 

computer to take online exams.  

 

If you need further assistance please call us at 1888-553-5333. 
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Step 1.  Logging in to the Student Resource Centre 
 

The first thing you will need to do in order to take a final exam online is to visit the ñDistance Education 

Technical Trainingò website and log in to the student ñLearning Resource Centreò web page.  To do this, 

you will need the following information which has been previously sent to you in your registration 

confirmation email notification. If you did not receive the confirmation email providing this information, 

please contact us at 1-888-553-5333. 

 

Distance Education Technical Training website address: 

                                                                                     Login:  

                                                                              Password: 

 

Go to the designated website and enter your Login and Password information to log in. 

 

 
 

If when you attempt to log on you end up getting the ñLogoutò or ñYou have successfully logged outò 

webpage, you will need to modify your ñPrivacyò as well as ñSecurityò settings in Internet Explorer.  Click 

on the ñToolsò menu. Next, click on ñInternet Optionsò.  Then select the ñPrivacyò tab.  Set the slide bar 

to ñMediumò.  Click ñApplyò and then select the Security tab and set the security to Medium and then 

click Apply  and then ñOKò. Now try to log on to the site again.
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Once you have logged in, you will be brought to the ñLearning Resource Centreò web page.  This is the 

site from which you will access the various online resources provided for use with the distance learning 

technician certificate programs.  To access the available resources, links appear down the left hand side of 

the web page.  Double click on the link to start up the desired resource. 

 

 

 
 

 
We will now take a step-by-step walk through of the tasks required in order to write your first online exam. 

It is important to follow the steps outlined here the first time you are taking an online exam to ensure that 

your exam is correctly submitted to the marking server for evaluation. 
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Step 2.  Turn off your Pop-up Blocker 
 

After you log on to the Student Resource Centre you will need to turn off the Pop-up Blocker in your 

Internet Explorer web browser application. To turn off your Pop-up Blocker, go to the ñToolsò menu in 

your browser and select ñPop-up Blockerò and then ñTurn off Pop-up blockerò This setting must be 

turned off in order to access and use many of the resources provided on the On-Line Resource Centre 

website. Every time you intend to use the resources available on this site, you need to ensure that this 

setting is turned off.  

 

 

Step 3.  Enable POP access for your email account 

 

Enable POP mail by going to your email homepage and logging on.  Once you have logged on to your 

email account, follow the instructions bellow to enable POP mail access: 

 

If using YAHOO  you need to click on ñOptionsò and then the ñPOP access and forwardingò 

link. Next, click on the radio button for ñPOP and Web accessò and then click the ñSaveò button. 

 

If using GMAIL  select the ñSettingsò link, and then the ñForwarding and POP/IMAPò tab. In 

the ñPOP Downloadò section, click on the radio button for ñEnable POP for all mail.ò  Next, 

click on the ñSaveò button. 

 

If using HOTMAIL  or LIVE  your settings for POP forwarding should already be correct. 

 

Note: If you have obtained an email account from your internet service provider (ISP), they will advise 

you if your current email account provides POP access, and how to enable it. 

 

If your email account does not provide POP access, you can create a free email account at www.gmail.com  

or  www.live.com. 

 

 

Step 4.  Set up your email client application 

 

You will use only one of the following email client applications to take online exams.  
 

   1.    Outlook Express 

   2.    MS Office Outlook 

   3.    Windows Mail 

   4.    Windows Live Mail 

 

Although there are other email client applications that can be used, we provide step-by-step instructions 

only for the above.  The procedure will be similar if using other MAPI compliant email client applications, 

and the port settings and server names used will be the same, however, the user interface and dialog box 

layout will obviously differ. The only limitation is that the email client application must be MAPI 

compliant.  The software manufacturer for the specific application you are using would provide this 

information with the documentation on the application.  We have selected these four for illustration, as at 

least one of the above applications is provided with all Windows operating systems.  

http://www.gmail.com/
http://www.live.com/
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A)   Setup for Outlook Express 
 

Start the Outlook Express application and click on the ñToolsò menu. Next, select the ñAccountsò option 

from the list.  Next, click on the ñAddò button and select ñMailò from the dropdown list. 

 

 
 

A new dialog box appears and you are prompted to enter a ñDisplay Nameò. This is the name that will 

appear with your emails, for example ñJohn Smithò.  This does not have to be your email account name.   

 

 
 

After entering your desired display name, click ñNextò. 
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A new dialog box opens and you are prompted for your complete E-mail address. 

 

 
 

After entering your full email address, click the ñNextò button. 

The  ñE-mail Server Namesò dialog box opens. 

  

 
 

Populate the fields with the information provided below. 

 

My incoming mail server is a:   POP3   server. 

Incoming mail (POP3, IMAP, or HTTP) server:      

  For Hotmail or Live           pop3.live.com 

  For Yahoo:  pop.mail.yahoo.com 

  For Gmail:  pop.gmail.com 

                             For ISP:   pop.serviceprovidername.com              (generally see note) 
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Outgoing mail (SMTP) server: 

  For Hotmail or Live smtp.live.com 

  For Yahoo:  smtp.mail.yahoo.com 

  For Gmail:  smtp.gmail.com 

                             For ISP:   smtp.serviceprovidername.com            (generally see note) 

 

After entering the appropriate information, click the ñNextò button.  

You are now brought to the ñInternet Mail Logonò dialog box. 

 
 

Enter your ñEmail usernameò without the @provider.com part. This is the first part of your email address 

which comes before the @ sign. Then enter your  ñPasswordò and click on the box to ñRemember 

Passwordò  Do not click the ñLog on using secure password authenticationò option unless your internet 

service provider requires you to do so. For the free email accounts, you should leave this box unchecked.  

Click ñNextò. You will now see the ñCongratulationsò dialog box advising that you have set up your 

email account with Outlook Express.  Click on the ñFinishò button.  We are almost finished.  We now need 

to go back in and add some settings to the account. 

 

 
 

After clicking the ñFinishedò button, you are returned to the Internet Accounts dialog box. You should 

see the account you just set up listed in the display area 
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Highlight the account by clicking on it. Select ñPropertiesò from the buttons on the right side of this dialog 

box. From the properties dialog box, click on the ñServersò tab. Click the box for ñMy server requires 

Authenticationò. Then click ñApplyò. 

 
 

Now you need to go to the ñAdvancedò tab to specify the ports to be used. 

 
 

Enter the following port numbers for the Outgoing and Incoming mail servers. 

 

    Yahoo and Gmail         Hotmail and Live 
Outgoing mail (SMTP):       465  Outgoing mail (SMTP): 587 

Incoming mail (POP3):   995  Incoming mail (POP3): 995 
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You will also need to check both boxes for ñThis server requires a secure connection (SSL)ò as shown 

above. Once you have entered the port numbers and checked the appropriate two boxes, click ñApplyò and 

then ñOKò.  You are finished setting up Outlook Express with your email account. 

 

 

B)   Setup for Office Outlook 
 

Start the Office Outlook application and go to the ñToolsò menu.  From the dropdown list, select the 

ñAccountsò option to open the following dialog box. Click on the ñAdd a new e-mail accountò radio 

button. Click on the ñNextò button. 
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The  ñServer Typeò dialog box opens.  Click on the ñPOP3ò option and then click the ñNextò button. 

 The ñInternet E-mail Settings (POP3)ò dialog box opens.  

 

 
 

Populate the fields of this dialog box with the following information: 

 

User Information 

 Your Name:  Your display name 

         E-mail address:   Email address for use with this email client application 

 

Logon Information  

               User Name:   Email address without the  @provider.com portion 

                 Password:    Your email account logon password 

 

ñRemember passwordò checkbox is selected 

 

ñLog on using Secure Passwordò checkbox is NOT selected 

 

Server information 

          Incoming mail server (POP3): 

  For Hotmail or Live pop3.live.com 

  For Yahoo:  pop.mail.yahoo.com 

  For Gmail:  pop.gmail.com 

                             For ISP:   pop.serviceprovidername.com              (generally see note) 

 

         Outgoing mail server (SMTP): 

  For Hotmail or Live smtp.live.com 

  For Yahoo:  smtp.mail.yahoo.com 

  For Gmail:  smtp.gmail.com 

                             For ISP:   smtp.serviceprovidername.com            (generally see note) 

 

Once you have entered the required information, click on the ñMore Settingsò button. 


