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Qualification (UK) ï 

Learning Portal User Guide 

 

 

This is a technical user guide intended to provide users with an introduction to the 

IHRIM Learning Portal (Synap). It does not provide comprehensive instructions for 

candidates taking the NCCQ (UK).  
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Getting Started 

 

Before you begin: You must access the LMS from a PC or laptop 
using a modern internet browser, such as Google Chrome 
(recommended) or Microsoft Edge. Internet Explorer is not 
supported. Do not use a tablet or phone. Further information can be 
found here. 

 

Once your registration for the NCCQ (UK) has been processed and accepted, IHRIM 

will create an account for you on our online learning portal. We will send an e-mail to 

the address you registered with us that will contain instructions on how you can log 

in. It is vital that you provide us with a current e-mail address, we recommend using 

your primary work e-mail or NHS.net account. The image below shows the portal 

landing page which can be found at exams.ihrim.co.uk, click on óLog inô and follow 

the on-screen prompts to enter your e-mail address and password (please refer to 

the instructions for how to set this up in the e-mail we send you). 

 

If you encounter a problem when attempting to login to your account, please try the 

following: 

V First, check you have entered your e-mail and password correctly, taking care 

to ensure that an upper and/or lower-case characters, as well as any special 

characters (such as hyphens), have been entered correctly. 

V If this does not work, then you can reset your own password by clicking on 

óForgotten passwordô on the login page (shown below). Follow the on-screen 

prompts to automatically receive an e-mail with a link to reset your password. 

https://support.synap.ac/hc/en-gb/articles/360020518580-Synap-Exam-System-Requirements-
https://exams.ihrim.co.uk/login
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If, after trying the above actions, you are still unable to login, then you must contact 

Synap support; you can do this in one or two ways: 

 

E-mail. You can contact support directly by e-mailing exams@synap.ac. 

Do not contact the IHRIM office for any technical support as we will not be 

able to resolve these for you. Please use the contact options for Synap 

who will provide expert support 

Use the chat widget. Click on the blue speech bubble icon in the bottom 

right corner of your display (shown below), to open a chat window and 

message a member of the support team at Synap directly. 

 

 
 

 

  

mailto:exams@synap.ac
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 We are aware that the chat widget does not always display correctly 

for all users. This is not a problem with the website and is usually due 

to adblocking extensions or plugins that are enabled on your internet 

browser that block JavaScript applications. You will need to liaise with 

your own IT or Digital department to resolve this. We recommend 

contacting exams@synap.ac with your support queries. 

 

Once signed in you will be on the exams page, here you can access a set of mock 

exams as shown below. You may click on the green óViewô button to look at the 

available mock exams. These mocks are provided as a way for you to familiarise 

yourself with the functionality of the learning portal, they are not marked and IHRIM 

does not provide feedback on performance in these mock tests. Please note that 

access to your examination proper will not be granted until the scheduled exam day 

and start time. 

You can select which mock examination paper you would like to attempt ï both 

practical and theory exams are available - by clicking the green óViewô button for your 

chosen exam. You will be taken to the next screen which will confirm the exam 

details, please click on óStart quizô when you are ready to begin. 

 

mailto:exams@synap.ac
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Before beginning your attempt, you will need to read the examination instructions. 

Please take time to read these and then confirm you have understood by clicking on 

the óStart quizô button. 
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Exam conduct & rules 

While 2021 will see in a change to the format of the NCCQ examinations, candidates 

are reminded that all IHRIMôs usual exam regulations still apply. The full schedule of 

regulations is available from the IHRIM website. 

All personal belongings, such as mobile phones and smart watches (e.g. Apple 

Watch), must be left in a bag/coat pocket to the edge of the exam room and are not 

allowed on desks. 

All candidates must refrain from activities such as accessing prohibited materials 

such as reference books or other instructive/training materials and websites other 

than exams.ihrim.co.uk. 

All other applications must be shut down, this includes applications such as e-mail 

viewers and Microsoft Teams. Invigilators will check that no other software is running 

before the exam begins and will perform regular screen checks.  

Invigilators also have powers to request to view browser history for the period of the 

exam. IHRIM will deal with any instances of exam violation with the utmost 

seriousness and candidates may be disqualified and their fee forfeit if cheating is 

suspected and found. 

Toilet breaks are permitted, and candidates must gain the attention of the invigilator. 

You must lock your screen (Ctrl + Alt + Delete, or Windows Key E + L) when leaving 

your desk. Your time out of the room will be logged by the invigilator, time taken for 

toilet breaks is taken out of your exam time, i.e. the clock does not stop. 

Screen filters, cushioned wrist rests and other assistive technologies which 

candidates may have been issued with by following an occupational health 

workplace assessment are permitted but are the candidateôs own responsibility. 

 

  

https://www.exams.ihrim.co.uk/
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Classifications e-Versions 

Although the NCCQ exam is moving to a digital format, at the current time IHRIM 

requests that candidates continue to use their hardcopy print versions of the ICD-10 

and OPCS-4.9 classification books. This is to ensure fair and equitable examination 

conditions for all, as installation of the e-viewer is not always possible depending on 

the IT permissions at certain trusts, also candidates may not be using their usual PC 

or workstation, as such, this avoids any technical issues which may arise from 

having to install the e-viewer on another machine. There are also reported 

compatibility issues with the e-viewer and modern versions of Windows. The use of 

hard copies is not any different to how most clinical coders operate in their day jobs 

and is what would have been the case with a traditional paper-based exam. IHRIM is 

committed to working with its partners to enable the use of more digital solutions in 

the future. We thank you for your understanding and cooperation.  
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Navigation 

 It is important to note that once you have started an exam you will not 

be able to leave the exam. You will be prevented from leaving the 

exam even when clicking on any other icons or the óDiscard attemptô 

button. Do not alter the website URL in the address bar of your 

browser at any time during the exam. Only use on the screen controls 

and only close the browser window after completing your exam and 

when you are instructed to do so. 

 

The navigation panel on the right side of your display can be expanded and 

contracted by clicking on the green arrow button . 

 

The Quiz Controls panel displays the time you started the exam and the final finish 

time, i.e. the time that the exam ends. You can also see how much time you have 

left.  

Each question is represented by a square.  

¶ An orange square indicates that this is the question you are currently viewing 

¶ A blue square indicates that this is a question which you have already 

submitted an answer for 

¶ A grey square indicates a question which you have not yet attempted 

When a question is skipped this is indicated on the display in the upper left corner 

next to the current questions number 
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Using the Quiz Controls you can return to any question by clicking on the associated 

square. By holding your mouse cursor over any square a box will popup allowing you 

to preview the question before clicking on it to be taken to that part of the exam. 

 

You can also use the arrow keys in the bottom left corner to move backwards 

and forwards through the exam.  
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Answering Questions 

You must type your answers using the text box on the right side of your screen, 

shown in the red box in the image above. This text box works in the same way as 

word processing software such as Microsoft Word and so will be familiar. Instructions 

on how to lay out your answers will be shown on screen along with instructions. 

 

Paper 1 ï Practical  

General instructions for Paper 1 include: 

¶ Codes must be typed in upper case 

¶ Only the code itself is required, there is no need to provide the full code 

description 

¶ The use of the decimal point is not mandatory, however, the filler character óXô 

must be included when necessary 

¶ ICD-10 dagger & asterisk symbols can be denoted by using óDô for the dagger 

code and óAô for the asterisk code as shown in the below image. 
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For Section A (quick-fire questions) we recommend that candidates use the 

numbered list function. Click on the numbered list button on the ribbon above the 

white box (enclosed in the red box in the below image) to insert a numbered list, and 

the box will expand as you type into it. After typing each code simply hit the return 

key on your keyboard to continue adding to the list. This ensures that your code 

sequencing is clear, i.e. the first code in your list will be the primary diagnosis or 

procedure.  

 

For Section B (case studies), you may set your answer out as two numbered lists 

OR you may create a table to arrange your codes. Whichever format you choose you 

must make clearly indicate which list or column contains your ICD-10 (diagnosis) 

codes and which contains your OPCS-4 (procedure) codes. The order the codes are 

listed in must reflect the required sequencing, i.e. the first code will be the primary 

diagnosis or procedure.  

A table has been drawn with columns clearly marked for ICD-10 codes and OPCS-4 

codes to ensure this is clear for marking. You can copy & paste the table into the 

white box, as shown in the images below: 

 

Highlight the table by clicking and 

holding down the left mouse key, then 

drag your cursor across the table to 

highlight all the rows and columns. 

Right click and select copy (or press 

Ctrl + C) 

https://www.techradar.com/how-to/how-to-copy-and-paste-on-windows-10
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An example of how to set out your answer using two numbered lists is shown below. 

  

Click anywhere in the white answer 

box, right click, and select paste 

(or press Ctrl + V) to insert the 

copied table. You can now click 

into a cell to type your answer, you 

can also use the Tab key to quickly 

move between the different cells 

without using the mouse. 
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Creating tables 

 

You can create a table using the appropriate tool located on the ribbon as shown 

below. Clicking on this icon allows you to draw and insert a table of any size by using 

your mouse cursor to highlight the required number of columns and rows. The size 

needed for a case study is 7 x 2.  

 

You should include a header row, as shown in the image below, to clearly label your 

columns as either ICD-10 or OPCS-4 to ensure this is clear for marking. 
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Using tables ï additional controls 

 

This section provides some additional explanation of other functions relating to table 

creation in the LMS. It is not anticipated that these would be used during the exam. 

However, they are included here for your reference. if you intend on creating your 

own tables then having a basic overview of these function may be helpful. 

 

 

 

 

 

Tip: Click in the box in the upper left corner to highlight the entire 
table (this will change the shaded outline from yellow to blue). You 
can then copy the table by holding Ctrl and pressing C on your 
keyboard. You can then paste the table into the white answer text 
box for the next question by holding Ctrl and pressing V on your 
keyboard, or by right clicking and selecting paste. 

 

Click this 

button to 

insert, delete, 

and highlight 

columns 

Click this button to insert, 

delete, and highlight rows 

Click this button to 

merge and split 

cells. You 

shouldnôt need to 

use this function 

during your exam 

Click the return 

arrow symbol at the 

top of the table to 

insert a line above 

the table 

Click the return 

arrow symbol at 

the top of the 

table to insert a 

line below the 

table 

Click the box at the 

upper left corner to 

highlight the entire 

table, you can 

quickly copy or 

delete the table 

using the Delete or 

Backspace key. 
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Additional resources ï Paper 1 (practical) 

 

Throughout Paper 1 you will be able to access the following additional exam 

resources: 

¶ Coding Clinic Ref 88: Coding of co-morbidities 

¶ DCS.X.5: COAD/COPD, chest infection and asthma with associated 

conditions 

¶ PCSA2: Pain relief procedures 

These can be accessed by clicking on the links at the bottom of the left-side pane, 

you may need to scroll down to locate them. 

 

Please note that access to the National Tariff High Cost Drugs List & the National 

Tariff Chemotherapy Regimens List is only provided where these resources are 

required to answer an exam question. Therefore, should these documents not be 

included then this indicates that they are not required. You will not need to bring 

your own copies with you.  
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Paper 2 - Theory 

The screen layout for Paper 2 is the same as for Paper 1. There are no specific 

requirements for formatting of answers, candidates will not need to use the different 

controls for font or type face settings. The bullet or numbered list controls can be 

used but are not essential. 

In Section D candidates have a choice of questions to answer. For each subsection 

(D[1]ïD[4]) the available questions are displayed in the left pane. When typing your 

answer into the text box, ensure that you mark clearly which part of the question (A 

or B) you have chosen to answer, as shown in the image below: 

 

Changes to Section D (Paper 2 ï Theory) 

 

During the practice exams for Section D you were asked to confirm which part (A or 

B) you had chosen to answer for each of the questions in this section (D1ïD4) by 

means of a multiple choice question. Following feedback received from users that 

highlighted that this was an unnecessary step, we have removed this requirement for 

the exam on June 22nd. Therefore, you will no longer be required to complete this 

step and instead you should type your answer into the box provided and label your 

answer to indicate which part you have selected. 
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Multiple Choice Questions 

 

Submitting Your Answers 

To submit your answer, simply select  after selecting an answer for each 

question. Please note that any answers entered into the answer box will be stored 

but your answers will not be submitted for marking unless you click the  

button. If you need to revise any answer which you have previously submitted then 

you can do this by amending your answer and clicking on the  button 

again. This will save your most recent answer and submit this for marking. 

  

For multiple choice questions 

(MCQs) the list of available answers 

will be shown instead of the white 

text box. Simply click on your chosen 

option(s), which will highlight this in 

light grey to indicate you have 

selected this as your answer. Click 

all that apply and submit your 

response to move on to the next 

question. 
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Skipping Questions 

Skipped questions are questions that you have not submitted an answer for. You 

may have navigated past the question without answering it, or you may have 

answered the question but not submitted your answer. 

If you advance through the questions without selecting and marking the question, the 

quiz will notify you that you have skipped X amount of questions. In practice mode, 

you will not be able to submit the quiz unless you first submit all of your answers. 

In exam mode, you will be able to submit your quiz even if you have skipped 

questions. Once you have selected 'Finish' quiz, a warning box will prompt you with 

the number of questions you have skipped. You will be able to submit your quiz 

anyway or cancel and navigate back to those questions to submit them. 
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Finishing Your Exam 

Once you have finished your attempt you will be taken to the above screen 

confirming that your answers are all saved. From here you can click to go back 

to your home screen. Following completion of your exam you should log out of your 

account and close the browser application. 

 

Please note that mock tests on the platform will not be marked by IHRIM and no 

examination feedback will be provided. The platform does not offer an automated 

marking facility. 

  


