
  

 

 

Securexam (CA) 

User Guide 
 

For candidates planning to write the 2011 UFE or regional evaluations 

 

 

 

 

SECUREXAM (CA) IS LOCKDOWN SOFTWARE. ONCE YOU LAUNCH IT, YOU WILL NOT BE 
ABLE TO ACCESS ANY SAVED FILES OR ONLINE RESOURCES WITHOUT EXITING THE 
PROGRAM.  

 

IT IS STRONGLY RECOMMENDED THAT YOU PRINT THIS USER GUIDE BEFORE 
INSTALLING AND TESTING THE SECUREXAM (CA) SOFTWARE. 

 

THIS GUIDE SHOULD BE READ IN CONJUNCTION WITH THE “SECUREXAM (CA) TIPS” 
GUIDE 
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Technical Support 
 

Candidates using employer-supplied computers should contact their employer’s help desk first to ensure 
minimum hardware and software requirements have been met. 
 
Candidates using their own computers or who have no access to an employer help desk should contact the 
profession’s help desks as follows: 
 
1. Contact Software Secure: 
 

In order to best assist you in an expedited manner, please click on the following link for Software 
Secure online customer support portal: http://clientportal.softwaresecure.com/support/

Alternatively you can call      1 866 618.8851 
 
2. If this does not solve the problem, contact your regional help desk: 
 

• CASB (BC, Alberta, Saskatchewan, Manitoba and the Territories): 1 866 681.4300 
(604 488.2638 in Vancouver) or log on to www.casbhelp.com 
 

• Ontario, New Brunswick, Nova Scotia, PEI, Newfoundland and Bermuda: 

Check the Frequently Asked Questions at: 
http://www.icao.on.ca/CAstudents/securexam/1014page7400.aspx

If this does not solve your problem call Jacqui Mulligan 416 969.4296 or toll free at 1 800 387.0735 
ext. 296, or email jmulligan@icao.on.ca
 

• Quebec: 514 982.4642, or toll free at 1 800 363.4688 ext. 4642, or email a.daoust@ocaq.qc.ca 

 

Computers in the UFE 
 
When you write the UFE in 2011 or regional evaluations, you will use a laptop computer to input your 
responses, for calculation, and for reference purposes. 
 
You will also have the option of bringing any or all of the following into the writing center with you: 
 

• A silent calculator with a one-line or two-line display, incapable of alpha storage and/or wireless 
communication; and   

• A wristwatch or small, noiseless clock. 
 
PDAs, cell phones, pagers and any other electronic / wireless devices are specifically prohibited. Your 
computer can have no peripheral devices, other than a mouse and / or a numeric keypad and / or a USB 
hub. An external keyboard and/or a wireless mouse are expressly forbidden. 
 
Your computer must meet the hardware and software requirements described in this booklet. 
 
Securexam (CA) is accessible from the Securexam (CA) registration website at: 
http://cica.softwaresecure.com. 

http://clientportal.softwaresecure.com/support/
http://www.casbhelp.com/
http://www.icao.on.ca/CAstudents/securexam/1014page7400.aspx
http://cica.softwaresecure.com/
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About Securexam (CA)  
 
Securexam (CA) is a special “lockdown” software program that disables most of your computer’s functionality 
and file access. It will ensure that, during an evaluation, you will be able to use your computer for the 
following purposes only: 
 

• Reference: you will be able to use a modified version of Folio Views to search the CICA Standards 
and Guidance Collection (UFE Version) and the Federal Income Tax Collection (UFE Version); 

• Keyed response: you will be able to use a word processor and electronic spreadsheet to input your 
responses, and submit them electronically for marking purposes.  

 
Remember: Handwritten or typed planning notes will not be marked 
 
You will not be able to access any other files or programs.   
When you use Folio Views, the word processor and the spreadsheet, you will find significant functionality 
limitations, including: 
 

• Function Keys: All function keys -- F1 to F12 – are disabled. 
• Right-click and Double-click: Most right-click and double-click mouse functions are disabled.  You 

can use the pull-down menus to execute all necessary right-click and double-click functions.  
• Start Menu Button: the start menu button is disabled. 

 
For more details on how to work with the word processor, the spreadsheet and Folio Views refer to 
the “Securexam (CA) Tips” document that can be found at www.cica.ca/securexam. 

Minimum Hardware and Software Requirements for Securexam (CA) 
 
Securexam (CA) runs on PC-based computers only. No Apple / Power PC / Macintosh computer will be 
allowed, even if it runs Windows. 
 
To install Securexam (CA), your laptop must meet these minimum hardware and software 
requirements: 
 
Hardware 
 

• 1 Gb of Ram 
• 100 Mb of free hard drive space (required to run application) 
• A free USB port. 

 
To use Securexam (CA) in the writing centre, you need a free USB port. (You do not need a free USB port to 
practice with the software or to complete the mandatory “Qualification Exam”, but it is strongly recommended 
you always use a USB key.) 
 
Software 
 

• Microsoft Windows Operating System XP, Vista or Windows 7 
 
To download the software, upload the “Qualification Exam” and receive emails from Software Secure you 
also require Internet access. 
 
User Rights Requirement 
 
You must have administrator rights to install this software. User-level rights will allow you to use the software 
once it has been installed. 

http://www.cica.ca/securexam


Page 5 of 21 

If your employer owns your computer, you must secure employer approval and/or assistance to 
install Securexam (CA), in accordance with your employer’s policies.  

Required Pre-installation Maintenance  
 
To make sure your computer is in good general working order, you must perform the following maintenance 
before installing Securexam (CA): 
 
1. Ensure the computer meets the minimum requirements.  

2. Install and run the latest antivirus software updates and definitions.  

3. Install the latest updates for Microsoft Windows. Updates can be found at 
http://windowsupdate.microsoft.com/. 

4. Perform hard disk optimization/defragmentation to ensure proper working of the computer’s hard disk.  
 
To bring a computer into a regional examination or the UFE, you must sign a waiver indicating: 
 

1. the pre-installation maintenance was performed,  

2. you have successfully used the software in practice, and  

3. you have successfully completed the mandatory “Qualification exam”.  

Installation Instructions 
 
Many candidates have the Securexam (CA) software preinstalled on their computers by their employer’s IT 
staff. If the software is preinstalled on your computer, you still must register on the Securexam (CA) website 
at http://cica.softwaresecure.com in order to be able to get the updates, exams and licenses. 
 
If you do not have the Securexam (CA) software preinstalled on your computer by your employer’s IT staff, 
you must download the software from the Securexam (CA) website at http://cica.softwaresecure.com. First 
register on the site using your e-mail address and follow the instructions provided on the website.  Then 
download and save the installation package onto your computer desktop. 
 
Double-click the installation package icon on your desktop to unzip the downloaded files. At this point, you 
should print out the quick guide and the user guide before proceeding. 
 
1. Close all programs and files.  

2. Double-click the Securexam (CA) Installer icon to launch the Securexam (CA) installation program.  

3. Follow Set-up instructions to install Securexam (CA). 

4. The Securexam (CA) icon will appear on your desktop. 
 
The computer is now ready to run Securexam (CA). 
 
If you do not have administrative rights, contact your employer’s computer help desk.  

Getting Securexam (CA) started – Getting Exams and Licenses 
 
The first time that you run Securexam (CA), you need to download important files to your computer that will 
allow the software to run. Periodically your region may direct you to update your license. If you need to un-
install and re-install Securexam (CA), you will also need to get exams and licenses. Follow the procedure 
outlined below when directed to do so or when re-installing Securexam (CA). 

http://windowsupdate.microsoft.com/
http://cica.softwaresecure.com/
http://cica.softwaresecure.com/


 
After installing the software, a Securexam (CA) icon is placed on the desktop. To start the application, 
double-click on this icon. 

 
 
 
 
 
 
 

 
Once Securexam (CA) launches, a language selection dialog will appear. 
 

 
 
Choose your preferred language and click on OK. The main screen appears. 
 

 
Click on “Get Exams and Licenses” 
 
Make sure you are connected to the Internet before clicking on “Get Exams and Licenses”. 
 
Once you have clicked on “Get Exams and Licenses” the “Updates” dialog box will appear. 
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Fill in your user name and password in the appropriate fields. These are your email address and password 
used to register on the Securexam (CA) registration website. 
 
If you have Securexam (CA) preinstalled on your computer by your employer’s IT staff, you still must 
register on the Securexam (CA) registration website at http://cica.softwaresecure.com.  
 
Leave all checkboxes “checked” and click on the “Update” button. Securexam (CA) will download a license to 
your system, any software updates and other required files. You must be connected to the Internet for this 
operation to succeed. Once the updates have completed, click on “Close” to exit the update dialog. You will 
be redirected to the main screen. You can choose to exit Securexam (CA) or login and take an exam. 
 
There is also a standalone utility program that can be used to retrieve your exams and licenses without 
running Securexam (CA). This program should be used by users experiencing issues traversing through their 
company’s proxy, though it can be used for general use. 
 
To access the program: 
 

1. Click on “Start” 
2. Click on “All Programs” 
3. Click on ‘Software Secure, Inc”  
4. Click on “Exams and Licences” to launch the program 

 

 
 
Make sure you are connected to the Internet. 
 
After the program launches, enter your Username and password that you use to access the Securexam (CA) 
website ( http://cica.softwaresecure.com). Click on the “Get Exams and Licenses” button. After downloading, 
you may exit the program. When you launch Securexam (CA), your licenses and exams have already been 
retrieved and you are ready to take an exam. 
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Types of exams 
 
Different types of exams are available within Securexam (CA). The process for taking an exam (described 
later) is almost the same for all types of exams. 
 
Practice Exam 
 
You can and should practice using Securexam (CA) to simulate the actual UFE environment and to verify 
that the software is working well on your computer. Any practice exams you write will be saved to your 
desktop, in a folder called “Securexam (CA)”, in an unencrypted format that you will be able to access and 
print. 
 
“Qualification Exam” 
 
If order to take the UFE or regional evaluation, you must test the software by performing a “Qualification 
Exam”, and upload the resulting files to Software Secure for confirmation. You may take the UFE only after 
signing a waiver indicating that you have successfully performed this test on that computer, and have 
received confirmation from Software Secure that the software is working properly. 
 
Complete instructions for running your “Qualification Exam” can be found on page 18. 
 
Regions / Universities exams 
 
The functionality of Securexam (CA) during regional / University exams (or the UFE) will be the same as the 
functionality you will see while taking a practice exam. 
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Taking a Practice Exam 
 
Close down ALL software applications.  To start the application, double-click on this icon. 
 

 
 
Once Securexam (CA) launches, a language selection dialog will appear. 
 

 
 
Choose your preferred language and click on OK. The main screen appears (it may take up to 45 seconds). 
 

 
Click on “Login and take an exam” from the main screen. 
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The “Login” dialog screen will appear. 
 

 
 
Enter your Username (your email address) and click on “OK” to continue.  The USB Drive Backup Wizard 
appears. 
 
Your exams can be backed up on a USB key during an exam session.  The “USB Drive Backup Wizard” will 
guide you through the process of testing your USB key to insure the proper usage. NOTE: if you do not test 
your USB key, your exam will not be saved to it.  Your exam will only be saved to your desktop. 
 
If you take an exam that does not require the use of a USB back-up, simply select Quit USB Test.  We 
strongly recommend using a USB key at all times. 
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It is not mandatory to use a USB key to take a practice exam but it is strongly suggested. If a problem 
occurs during the practice exam, the USB would have then some backups of your practice exam. In 
your regional exams and at the UFE, instructions will be given to you as to whether a USB key will be 
used or not. 
 
After ensuring that your USB key is properly configured for your exam or after quitting the USB test, the 
“Select Exam” dialog box will appear. 
 

 
 
The box “Display all exams”, if ticked, will display an available “Qualification exam”, all the finalized exams 
you have completed (with the exception of practice exams, which do not appear as finalized exams), and the 
2011 UFE. Students may see also a list of exams from their region. 
 
Selecting an Exam 
 
To select a practice exam, click on the button “Take Securexam (CA) Exam”, on the top left of the screen. 
The “Securexam (CA) Exam” dialog box appears.   
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Under “User Identification”, you must select from one of the two available options. This user identification 
information will be entered in the exam header for grading identification. 
 
“Use Exam ID” – In most regional and university exams you will be using this option.  Enter the candidate 
number that you have been given by your region / university. 
 
Or 
 
“User Name” – if selected, your system username (your email) is automatically entered for you. 
 
For a practice exam, choose any option. 
 
Click on OK. The “Password” dialog box appears. 
 

 
 
Upon entering the correct password, the system will set up the exam, which may take a few moments 
(especially on older computers and those with limited RAM). 
 
For a practice exam, type in the word “password” in the password box. 
 
Click on OK. Once the exam is ready, the “Exam Start” dialog box will appear. 
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Type in “Start”, press the enter key and you will now have access to the exam. Your exam will appear as 
shown. 
 

 
 
Answer Tab 
 
The word processing tab (“Answer”) appears for question 1. Practice working with the word processing 
document. We recommend you review each menu item to familiarize yourself with any differences from a 
normal Microsoft ® Office Word menu. 
 
For more details on how to work with the answer tab, refer to the “Securexam (CA) Tips” guide. 
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Spreadsheet Tab 
 
Each question has its own spreadsheet associated with it.  Open the spreadsheet by clicking on the 
“spreadsheet” tab, situated under each question.  Practice working with the spreadsheet. We recommend 
you review each menu item to familiarize yourself with any differences from a normal Microsoft ® Office 
Excel menu. 
 
To obtain a list of the available formulas and the syntax for use in the spreadsheet while in Securexam (CA), 
click on the drop down menu “Formula”. 
 
When you are working in the spreadsheet, you must limit yourself to columns A to N. Only work entered in 
these 14 columns will be printed for marking. 
 
For more details on how to work with the spreadsheet, refer to the “Securexam (CA) Tips” guide. 
 
Launching Folio Views 
 
Once you are in an exam, you can access Folio Views by clicking on the “View” drop down menu, and then 
selecting “Folio Views…” You can access Folio Views while working in the answer tab or the spreadsheet 
tab. 
 

 
 
Only one window will launch, containing both infobases. To access both infobases (the UFE 11CICA 
Standards and Guidance Collection and the UFE 11 Federal Income Tax Collection (FITAC)), while in 
Folio Views, click on “Window” in the Folio Views task bar, then click on “Cascade”. You can also 
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click on “Window” in the Folio Views task bar, then choose the infobase at the bottom of the drop-
down. 
 
These are the only two infobases you will be able to access.  You can search these infobases, but you will 
not be able to edit, annotate copy or paste them in any way.  
 

 
 
Practice working with the Folio Views tool. We recommend you review each menu item to familiarize yourself 
with any differences from the normal Folio Views tool. 
 
For more details on how to work with the Folio Views, refer to the “Securexam (CA) Tips” guide. 
 
Exams with multiple questions 
 
In an exam with multiple questions, each question has an answer tab and a spreadsheet tab. To navigate 
between questions, click on the arrow buttons on the top left of the page. You can always see which question 
you are answering as the question number appears in bold in the coloured title bar above the “Answer” and 
“Spreadsheet” tabs. 
 
For more details on how to work with multiple question exams, refer to the “Securexam (CA) Tips” 
guide. 
 
Ending your exam 
 
When you are ready to end your exam, select the “End Exam/Session” from the File Menu. 
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The exit password box will appear. 
 

 
 
For a practice exam, type in the word “password” in the password box and click ok. 
 
The “End Exam” box will appear. 
 

 
 
Confirm that you wish to end your exam. A final dialog box will appear which you must also click to indicate 
you are ready to end the exam. 
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Your exam will be saved on your computer and to the USB key (if you are using a USB key and tested it at 
the beginning of the exam). 
 
Securexam (CA) will shut down. 
 
For a practice exam, your exam will be saved in a decrypted format in a sub-folder, located in the 
“Securexam (CA)” folder on your desktop.   
 
If you turn off your computer during a practice exam without properly exiting Securexam (CA), when 
your computer is turned on again, Securexam (CA) will delete all files from your practice exam and 
restore your computer. Your files will be lost unless you used a USB key. 

Printing practice examination files 
 
To print out your practice files, locate the “Securexam (CA)” folder on your desktop. Open the folder and 
locate the sub-folder for the practice exam you want to print. You will find a sub-folder for each practice 
exam, containing a Microsoft ® Word file, and Microsoft ® Excel file for each question in that practice exam. 
(All practice folders are saved automatically.  If you have completed multiple practice sessions, you will find 
multiple sub-folders; it is easy to identify specific sub-folders because the file name includes the date and 
time it was created.) 
 
Print the Excel files as follows: 
 
1. Open the Question 1 Excel file. 

2. Position your mouse at the top of column “N” and hold down the left button. 

3. Drag your mouse to column “A” so that all columns are highlighted. 

4. Select File>Print Area>Set Print Area from the Menu Bar. 

5. Select File>Page Setup from the Menu Bar. 

6. Set Page orientation to Landscape. 

7. Set Scaling to “Fit to “1 page wide and x pages tall. 

8. Select OK. 

9. Select File>Print… from the Menu Bar. 

10. Repeat steps 1 to 9 for questions 2 and 3. 
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Note: in the UFE, regional and university exams, you need not worry about print format; the print utility will 
ensure your files print properly. 
 
Print the Word file as follows: 
 
1. Open the Question 1 Word file and select File>Print… and Click on ok 

2. Repeat for questions 2 and 3. 

Taking a “Qualification Exam” 
 
As mentioned above, in order to take a regional examination or the UFE, you must test the software by 
performing a “Qualification Exam”, and upload the resulting files to Software Secure for confirmation. 
 
Close down ALL software applications. 

Double-click on the Securexam (CA) icon. 

Choose your preferred language and click on OK. The main screen appears. 

Make sure you obtained your license and exam files. 

Click on “Login and take an exam” from the main screen. 

Enter your Username (your email address) in the “Login” dialog screen and click on “OK” to continue. 

The USB Drive Backup Wizard will appear. 
 
You do not need a USB key to take a Qualification exam. But you can choose to take a Qualification 
exam with a USB key in order to test that your USB port works properly.  
 
After insuring that your USB key is properly configured for your exam or after quitting the USB test, the 
“Select Exam” dialog box will appear. 
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To take a “Qualification Exam”, check the box next to “Qualification Exam”, which is indicated as 
available, and click on “OK”.  Do not  click on “Take Securexam (CA) Exam”, as you would for a 
practice exam. 
 
The “Password” dialog box appears. 
 
Type in the word “ufe-efu” in the password box.  
 
The “Qualification exam” will be loaded. 
 
While it requires less than half an hour of your time to perform this test, you need to leave your 
computer in “Qualification exam” mode for at least 5 minutes.  You will not be able to use your 
computer during this time and you will not be able to exit Securexam (CA).  
 
Note: Rebooting your system during a “Qualification exam” will automatically cause the system to report a 
failure and you will be required to repeat the “Qualification exam” again. 
 
If you turn off your computer during a Qualification exam without properly exiting Securexam (CA), 
when your computer is turned on again, Securexam (CA) will restart and you will have to go through 
the following steps: 
 
1. Choose your language and then the proctor password screen will appear. 

2. Type in the proctor password. The proctor password, for a “Qualification exam”, is “ufe-efu”. 

3. Type in a reason in the text field. 

4. Choose the radio button “Finalize the exam” 
 
Each of the above steps can take up to five minutes depending on the speed of your computer. 
 
During this 5 minute period, the software will collect information that is important in determining whether the 
software will function properly on your machine. 
 
After a minimum of 5 minutes, exit the exam by selecting the “End Exam /Session” from the File Menu. Type 
in the word “ufe-efu” in the exit password box. 
 
Once you have exited the “Qualification exam” you will need to upload the resulting file to the 
Securexam (CA) registration website.  Your exam will be analyzed and your computer’s qualification “status” 
will be updated. 
 
The deadline for completing your qualification exam is established by your region or university. Consult your 
region’s website or university for this deadline. 
 
Once you have completed your “Qualification exam”, this exam will appear as “Finalized” in the “Select 
Exam” dialog box. If you need to submit another “Qualification exam”, you need to click on “Get Exams and 
Licenses” in order to download another “Qualification exam”. 

How to upload your “Qualification Exam” to Software Secure for 
analysis  
 
Upload the exam files as follows: 
 
1. Login to the account you created on the Securexam (CA) Registration website at 

http://cica.softwaresecure.com 
 

http://www.softwaresecure.com/cica_en


2. Navigate to your Account Home Page. 
 
3. Click on the Upload Exam in the left navigation page. Use the “Browse” button to navigate to your 

Desktop and select the file saved there by Securexam CA. under the name “2011UFE -
EFU_Qualification Exam-Examen d’admission_your email_date_time.ssi-reponse”.  
 

4. Click Upload. Your account status page will change, indicating that you have submitted the Qualification 
Exam. Software Secure will check your exam files and notify you by email within three business days 
whether your Securexam CA software is operating properly on your computer. If you do not receive an 
email you can check your status on your account home page. 

What to expect in the UFE 
 
Using Securexam (CA) at the UFE writing centre will be the same as using it in a “qualification” exam, with 
these exceptions: 
 
1. USB port: you must have a free USB port. 

If the USB port on your computer fails to work, you will not be permitted to use your computer during the 
UFE. You can test whether your port is working by inserting a USB Key in your USB port, and testing it 
with the USB Drive Backup Wizard, while doing a practice exam. 
 

2. USB key: A USB key will be provided each day of the UFE. You will insert this key into your USB port at 
the beginning of each day, and hand it in to the proctor. Follow the directions of the exam invigilator for 
testing your USB key. 

 
3. Passwords and candidate number: Passwords to enter and exit Securexam (CA) will be announced in 

the writing centers. You will be provided with a candidate number prior to the UFE and you will have to 
type in your candidate number twice, to confirm your number, before entering the entry password. The 
candidate number screen that will appear is as follow: 

 

 
 
4. Access to work done: with the Securexam (CA) practice exam, any work you do is saved in an 

unencrypted form to your desktop. In the UFE, however, all your work will be saved in an encrypted form 
to your desktop, your C: drive and to the USB key. You will turn in your USB key at the end of each day. 
You will not be able to read the encrypted files saved to your desktop or your C: drive. These files are 
backups of the files saved on your USB key – don’t delete them. 
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5. Unencrypting your exam: At the end of each day, you will submit your USB key, containing your 
encrypted exam files, to the proctors on leaving the UFE. Your work will be unencrypted at a secure 
facility and checked to ensure the copy is complete and not corrupted. If there are any problems with the 
computer file, you will be contacted immediately, and arrangements made to secure the back up file from 
your computer’s hard drive. 

 
6. Uploading your exam: You will, following the final day of the UFE, be required to submit the backup 

encrypted files from your desktop to Software Secure. Instructions on how to do this will be provided to 
you on the third day of the exam. 
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