[bookmark: _Hlk129677414]Instructions For Take-Home Exams with Attachment Upload Using Exam 4
	Exam Type: Remote
 Exam Mode: TAKEHOME 
· All Students are strongly encouraged to read Exam4 Frequently Asked Questions.
· All Students are required to complete Practice Exam(s) in each of the exam modes.
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1. This tutorial will be helpful if you have a Takehome exam that requires a document upload, i.e. Excel file. The upload feature will not be present on the practice exam because, so few exams use this option. Do not attempt to “practice” a document upload on your actual exam before you plan to start your actual exam. 
2. To begin, open Exam4 from your desktop. Check yes to question, “Do you want to allow this app to make changes to your device?”

3. In image 1.0, you are at start-up screen #1. You can select Prepare to start new exam.






Image 1.0
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4.At start-up screen #2 in image 2.0, you must enter your Exam ID twice for confirmation.
Protected Info field will help administration locate your exam answers if you entered your Exam ID incorrectly. Students will enter their date of birth MM/DD/YYYY
Select the desired course or practice exam from the drop down menu. 
You must make this selection twice for confirmation. Select Next. 
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5. A pop-up window will appear. Carefully confirm the exam selection and Exam ID like in image 3.0. Check the box to re-confirm in the bottom corner. Select OK.


Image 3.0

[image: A screenshot of a computer screen

Description automatically generated with low confidence]Image 4.0
6. A pop-up window titled Exam Preparations will appear. This is where important information is shared before starting an exam. Highlighted is the notice to include an attachment at the end of your exam. Select Continue. 




7.  At start-up screen #3, you can now set exam timer, font size, and font contrast preferences seen in image 5.0.
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Description automatically generated]The countdown timer is optional for students. If students select this option, and upon the time-limit ending for the exam, the Exam4 software will not shut down, but the exam will be recorded as late. Accommodated students should use their adjusted time (original exam duration + accommodated time) for the timer. Note that you can also set optional alerts for time remaining. 
Students can select the preferred font size and font contrast. 
Students can auto-insert answer separators for exam questions. Selecting this option now means that formatting with defined lines will appear once the student starts their exam. Do not worry if you don’t know the number of questions as you’ll have a chance to enter answer separators during the exam. Once you’ve selected your preferences for start-up  screen #3, select Next.
	Image 5.0

                            
[image: Graphical user interface, text

Description automatically generated]Image 6.0
8. At start-up screen #4, you must read the notice of instructions carefully seen in image 6.0. 
Once you’ve agreed to the Honor Code, and have read the crash recovery procedures provided on our Exam FAQ website, check the box in the bottom right-hand corner. Select Next.
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9. In image 7.0, start-up screen #5 will confirm Exam Mode. Your exam mode will autofill during the actual exam. The practice exam allows students to enter each exam mode to allow students to 1) test each mode on their PC and 2) get students comfortable with each mode. 

Check Box to confirm Exam Mode and click Next. 





Image 7.0 
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Description automatically generated]Confirm exam details. You can go Back if you need to make changes. 

When instruction is provided, or you are ready to take your remote exam, click Begin Exam seen in image 8.0.








Image 8.0
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11. Once your exam has begun, a pop-up window will appear as seen in Image 9.0. This is where your exam instructions will appear. To view the exam questions select the Resources tab to the right of the instructions tab. Select hide to close this window.
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12. If you selected Hide to close your instructions, you can access them again under Exam Info then Remote Exam Info. 
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Description automatically generated]Once you are ready to submit your TAKEHOME exam, select End Exam then End Exam now. 






Image 12.0

14. A pop-up window will appear. Check the box to confirm, then select OK. 
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Image 13.0

15. A pop-up window will appear with the options to either Suspend Exam or End Exam and Submit. 
If you are not ready to submit your Takehome Exam, select Suspend Exam. This will pause your exam and permit you to resume it later. Your document will be autosaved and you will exit the Exam4 Software. 
Takehome exam FAQ:
My takehome exam is 5 hours. Can I work on it 2 hours today, take a break, and use the remaining 3 hours at a later time? 
Answer: Once you begin your Takehome exam, in this case, you have 5 hours to complete and submit the exam. The 5 hour limit begins as soon as you begin the exam and will continue running regardless of how many times or how long you choose to suspend the exam. i.e., if you open the exam and suspend it for 4.5 hours, then you will only have 30 minutes to work on the exam and submit it, or it will be counted late. 
DO NOT SELECT ‘END EXAM AND SUBMIT’ UNLESS YOU ARE FINISHED. 
See below for instructions concerning submission. 
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16. Once you’ve selected ‘End Exam and Submit’, you will be prompted to add an attachment. Click Add File and select your Exam answers from your computer. 
[image: Graphical user interface, text, application, email

Description automatically generated]







Image 16.0

17. Once you have selected your Exam answers, you should see the filename in the dialog box. Confirm it is the correct file(s) and select OK. 
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18. Click Submit Electronically. 
[image: Graphical user interface, text, application, email

Description automatically generated]
19. Once you select Submit Electronically, you will see the Exam Submittal Successful box in image 18.0. You must select ‘I understand’ and click OK.






Image 18.0
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Image 19.0
20. After clicking OK, click Exit Exam4, then click Exit Exam4 now. 
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21. Click, “I’m Sure’ and click Exit Exam4 to close the software in image 20.0.

[bookmark: _Hlk129677275][image: 80][image: 80]Registrar  |  lawexam@wm.edu  |  Updated 3/14/2023

image4.png




image5.png
£ Exam Preparations

Freparations

Prior to starting your exam, please review your exam start and end dates, time limit, and
submission deadlines.

Due Local time 8:00 PM on 14 Jun 2023
(Dficial time 12:00 AM on 15 Jun 2023 UTC)
Local time accuracy dependent on system setings Assumes immeate exam star.

Atschment  One Expected (max 100 KB) Continue.

Fomalls) pdf..doc..dock..1t..od..tat.zip..xlsx





image6.png




image7.png




image8.png
Extegrity Examd.

Set optional countdown timer
{dorft wony, twon' shut down.
LI

Hous  Minutes

Set optonal dlerts).

5 minutes remain
16 minutes temain
1 hour remains

Autoinset answer separator for T queston.

Timer unavailable by
administrative request.

s




image9.png
Extegrity Bcamd.

William and Mary Marshall-Wythe School of Law

Honor Code: Extegiity License Agreement
ot e o th s of you nltlrts hoor coe, i splcable,

and ot e to e e of the Enegity Lcense Agreement ororCodo
as provided on the examd.com website. HonerCodk

Examd Security Check Help
I you compute i the check, record the vilation number
and goto evamé.com/supportfor help.

Ifyou compute crashes duing the exam, carefuly ollow
the instuctions provided by your insitution. DO NOT tum off
ot restat the compuler unless expressly drected to do .

.




image10.png
Extegrity Examd

William and Mary Marshall-Wythe School of Law

Chaase an Evam Mode to indicate which Type selected Exam Mods here
Kind of exam you ae taking TAKEHOME

CLOSED

Closed-computer sxem
ND acoess to athe data on ths PC
Typicalfor most exams.

oPEN
Opervcomputer exam Check bos to confim Exam Mods is
Access o cther data on this PC TAKEHOME
Option: NETWORK adds access to
the local netwark and/or Iteret

TAKEHOME
Use onl fortakehome exams




image11.png
Extegrity Examd.

Vet thefollowing infamatian.

tem Please confim.

Instiution ‘Willam and Mary Marshallythe Schoalof Law
Anorymous Exam D 123456

EvamMade. TAKEHOME

Couse. Tots - Apil_TAKEHOME

Duration [None entered]

Protected rfo opti... [None entered]

Wait for the instruction to begin your exam.

1fyou ae taking a emote exa, follow the witen instructons.





image12.png




image13.png
Extegrity Exam 4

EndExam Save Edit Format

answer-to-Question-_1_

Exam Info_ Multiple Choice Tools _Help

Exam Information

Insttuctons  Resources.

This is where the exam instructions will be.

Due 12:00 AM on 20 Mar 2023 UTC
Pl an 13 Mar

Tots - Apil_TAKEHOME

Timer

W nser Answer

in e




image14.png
Extegrity Exam 4.
EndExam Save Edit Format | Examlinfo | Multiple Choice Tools Help

Exam Document





image15.png
Extegity Exam 4
EndExam | Save Edit Format Exemlinfo Multiple Choice Tools Help

MEnd o NovuutttEFaN





image16.png
Extegrity Exam 4

EndExam Save Edit Format Examinfo Multiple Choice Tools Help

answer-to-Question-_1_

End Exam

Are you sure you want to end your exam now?





image17.png
Suspend or Submit

Your exam has been saved
Dort submitthe exam until you are completely finished writing.

Only the first submittal will be delivered to your exam administrator.

Suspend Exam

1fyou want 0 be able o re-open the exam fle and
firish witing laer cic.ths button, then choose Suspend Exam
File> Exit from the menu.

End Exam and Submit

If you have completely finished witing the exam.
cick this buton, then chooss a submitalopion on End Exam and Submit
the next screen





image18.png
! Attachments

‘AddFie.

Remave Fie.

Fikname.

Size(KE)  Type Location

X Conce

Atschment Expected (up to 2 files, max 100 KB each)
Format(s) _pdr..doc.docx. itf..odt. .t zip. 4lsk





image19.png
! Attachments

‘AddFie. Remave Fie.

Fikname. Size(KE)  Type Location
Tots_Apil_Takshome_TE.. & MS Excel dss) CAUsershcrisoobstOneDiive - Willam & Many.

Atachment Expeoted (up to 2 files, max 100 KB each)
X Carcel Fomalf) -pf.doc..doex..nf..od..tx.zip. xisx





image20.png
Submit Electronically

I you have been instucted to use Examd's uitin
electoric subital function, cick here > Submit Electronically

Save to USB Flash Drive

Make sure the LISE flash dive has been insered inta
the USB por, then cick here > Save to USB Flash Drive





image21.png
Exam Submittal Receipt X

Exam Submittal Successful

The receipt below was generated by the server that coliects exars.
The timestamp indicates when the exam was delivered

A copy ofthe eceipt has been stred inthe C:\ExamdD folder on this laptap. It s yur respansiity to
provide this recept fle f requested by your exam adminlrator. Exam Users: you can view eceipts n
the Examd stattup screen. Exam2 users: logi to your account to confim e subital.

ELECTRONIC SUBMITTAL SUCCESSFUL """

Filename: 123455_230314_TortsapriTAKEHOME_NA_TAKEHOME_4632 - 0:m2
Timestamp: 2023/03/14 - 084750

File size: 16 KB v

"Elunderstand
v ok





image22.png
Extegity Exam 4

Exit Examé | File and Save Options.
Bxit Examé Now

Tots - Apil_TAKEHOME

Corfimator

© win





image23.png
Exit Examd.

Are you sure...

Are you sure you have folowed al nstuctions about subiting your exam,
‘and have sither subnited slectionicaly, saved o a storage device, save to
another location, o1 tured in your Confimeton Number a5 instucted?

X Corcel rr—





image1.png
Extegrity Exam4.

ScreenShield

Prepare to start new exam

(O Select existing exam
Resubmi an exsting exam.
Restat an interupted exam.
Confim an exam subita by viewing the receipt




image2.png
Extegrity Exam4

William and Mary Marshall-Wythe School of Law

Anonymous Exam ID Frotected nfo optional)
123486

Anonymous Exam ID (confim)

Course
Tots - Apil_TAKEHOME <

Course (corfim)
Tots - Apil_TAKEHOME v





image3.png
Re-confirm Information

Re-confirm carefully...

Anorymous Exam D

123456

Couse.

Torts - April_TAKEHOME

X Goback

Check bat ta re-corfim

0K





image24.png
W

WILLIAM & MARY
T1.AW SCHOOT,




