Instructions For Take-Home Exams Using Exam 4

Exam Type: Remote
Exam Mode: TAKEHOME

v" All Students are strongly encouraged to read Exam4 Frequently Asked
Questions.

v" All Students are required to complete Practice Exam(s) in each of the exam
modes.

1. This tutorial will be helpful when beginning your Practice Exam and when beginning your real
exams. Once Exam4 is installed, and you are ready to open Exam4 to begin your Practice Exam
or your real exams, begin by clicking on the Exam4 software on your computer.

2. You must check yes to question, “Do you want to allow this app to make changes to your
device?”

Extegrity Examd 3. Inimage 1.0, you are at start-up screen
#1. You can select Prepare to start new
exam or Select existing exam.
EXTEGRITY

In most scenarios you are going to click
Prepare to start new exam unless you are
working on a suspended Takehome exam
or meet one of the criteria listed below
Select existing exam.

1 > Start or save Screens higld

@ Prepare to start new exam

(D) Select existing exam
- Resubmit an existing exam.
- Resgtart an intermupted exam.
- Canfirm ah exarm submittal by viewing the receipt.

Mext > Begin Exam
= WD gy
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Extegrity Exarnd )
4 At start-up screen #2 in

image 2.0, you must enter
your Exam ID twice for

EXTEGRITY .
confirmation.

Protected Info field will help
administration locate your
exam answers if you entered
your Exam ID incorrectly.
Students will enter their date
2 > Exam ID; Course or exam title of birth MM/DD/YYYY

Anonymous Exam ID Pratected info [optional] Select the desired course or
123455 ||| practice exam from the drop
Anonymous Exam 1D fizanfirm)] down menu.

[123456 |

You must make this selection
twice for confirmation.

Course
Torts - April_TAKEHOME o Select Next.

Course [confirm])
Tarts - April_TAKEHOME e

-

Image 2.0

Re-confirm Information o

Re-confirm carefully...
5. A pop-up window will appear.

Anonymous Exam 1D

Carefully confirm the exam
i selection and Exam ID like in
Course image 3.0. Check the box to re-
Torts - April_TAKEHOME confirm in the bottom corner.
Select OK.

Check box o re-confirm

¥ Goback ak.
Image 3.0
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! Exam Preparations

Preparations

This space is used for information needed before an exam begins. This may be blank if

there is no additional information needed beside the instructions, which are provided when
the exam begins.

Due Local time 8:00 PM on 19 Mar 2023
[Official tirne 12:00 &M on 20 Mar 2023 UTC)

Local time accuracy dependent on zuztem sethings. Aszumes immediate exam start,

Attachment Expected [up to 2 filez, max 100 KB each]

Continue
Farmat(z) .pdf..doc, docx,.rtf,_odt,_txt,_zip,_xlsx

Image 4.0

6. A pop-up window will appear. As noted in Image 4.0, it may or may not have additional
instructions for the exam. If there are different file types to be attached, they will be listed here.

Not all takehome exams will allow for documents to be uploaded as this is determined by faculty.
Select Continue.
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Extegrity Examd

7. At start-up screen #3, you can now set
exam timer, font size, and font contrast
preferences seen in image 5.0.

EXTEGRITY

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

Set optional countdown timer Set font size and contrast exam will be recorded as late. Note that you
® Small @ Standard

3 > Exam time; Font size and contrast

[don't wearry, it won't shut down).

T = = can also set optional alerts.

O Medium (_'Reduced
o Large () — Students can select the preferred font size

Set optional alert(s). o XTI, and font contrast.

5 minutes remain

15hf0“$l:::;ii“;ai" Students can auto-insert answer separators
Autorinsert answer separator for 1 question. for exam questions. Selecting this option
admnishative requast. = 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.

Hours  Minutes

Image 5.0
& Once you’ve selected your preferences for start-
up screen #3, select Next
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Extegrity Examd

4 > Notice of instructions

Honor Code; Extegrity License Agreement

“'ou agree to the terms of your institution's honor code, i applicable,

and you agree to the terms of the Exteqrity License Agreement
az provided on the examd.com website.

Exam4 Secunty Check Help
|f wour computer fFailz the check, recard the violation number
and go to examd. comdsuppart for help.

Crazh Recovery Procedure

|f wour computer crazhes dunng the exam, carefully fallow
the instructions provided by your institution. DO MOT turn off
ar regtart the computer unless expressly directed to do 2o

XTEGRITY

Honor Code

Got it? Check here.

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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Extegrity Examd

E wpir
M Check netwark connection

5 > Exam Mode

Chooze an Exam Mode to indicate which
kind of exam wou are taking.

CLOSED

- Clozed-computer exam

- M0 access ta ather data on this PC
- Typical far most exams

OPEH

- Dpen-computer exarn

- Access to other data on this PC

- Optior: HETWORE. adds access to

the lacal netwark. and/ar Intermet

TAKEHOME
- Uze anly for takehome exams

EXTEGRITY

Type zelected Exam Mode here
TaKEHOME

Check bow ba canfirm Exam Mode iz
TakEHOME

Exam Mode is reported on esam printouts

o
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9. Inimage 7.0,
start-up screen #5
will confirm Exam
Mode. In most
scenarios during a
real exam, the Exam
Mode will
automatically load
once the correct exam
was selected. The
example here is for
TAKEHOME.

Check Box to

confirm Exam Mode
and click Next.

Image 7.0
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Extegrity Exam4 10. Confirm exam
details. You can go Back
if you need to make

XTEGRITY [RREES

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

n

6 > Almost ready to begin exam
Werify the following information,
Item Pleaze confirm...
Institution William and Mary Marshall-\wuthe School of Law
Anonemouz Exam 1D 123456
Exam Mode TAKEHOME
Courze Torts - Apnl_TAKEHOME

Diwration [Mone entered)
Frotected info [optio..  [Mone entered]

W ait for the ingtruction to begin your exam. Walt!

If wau are taking a remate exam, fallow the written instiuctions.

Image 8.0
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Extegrity Exam 4

EndExam Save Edit Format Examinfo  Multiple Choice Tools Help

Bnswer—to-Question— 1

Exam Information

e

Inshuctions  Resources

This is where the exam instructions will be. TAKEHOME Exam Mode

Dus  12:00 AM on 20 Mar 2023 UTC
8:00 P or 19 Mar 2023

Image 9.0

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. Select hide to close this window.

Extegrity Bxam 4
EndExam Save Edit Format ExamInfo  Multiple Choice Tools Help

. Exam Document
Answer-to-Question-_1_

Remote Exam Info.

4

TAKEHOME Exam Mode

Image 10.0

12. If you selected Hide to close your instructions, you can access them again under Exam Info ->
Remote Exam Info.
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Extegrity Exam 4
End Exam Save Edit Format ExamlInfo Multiple Choice Tools Help
End Exam Now Alt+F4

I

TAKEHOME Exam Mode

Image 11.0

13. Once you are ready to suspend or submit your TAKEHOME exam, select End Exam -> End
Exam now or use the shortcut Alt + F4.

Extegrity Exam 4
EndExam Save Edit Format Examinfo Multiple Choice Tools Help
Znswez— to-Question-_1_

End Exam LI'

Are you sur you want to end yaur exam now?

TAKEHOME Exam Mode

[ Canfim

oK
To clear a stay menu, iy Enter, AT ab or CirkAl-Tah

Image 12.0
14. A pop-up window will appear. Check the box to confirm, then select OK.
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Suspend or Submit

Your exam has been saved.
Don't submit the exam until wou are completely finished writing.

Only the first submittal will be delivered to wour exam administrator,

Suspend Exam

If wou want ko be able to re-open the exam file and
finizh writing later, click thiz button, then chooze Suspend Exam
File » Ewit fram the menu.

End Exam and Submit

If you hawve completely finished witing the exam, X
click thiz button, then chooze a submittal option an End Exam and Submit
the nexst screen,

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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Extegrity Examd

16. If you previously
SSSRSICENR N sclccted ‘Suspend Exam’ on a
Takehome exam and are
ready to resume and submit,
open the Exam4 Software.
Once opened, scroll until you
find the proper exam, select
1> Start or save S eroarGhiold it, and hit Begin Exam.

(_) Prepare to start new exam

(®) Select existing exam

Open Exam Files in Explarer...

ExamlD_Datef v T PAMDOD)L_Course_NA_StartCode_Random#t

123456 230307_PracticeExamPemote_MA_TARKEHOME_2181.sm2
123456_230307_PracticeExamPemate_MNa_TAKEHOME_BEGE3. #m2

123456 230307_PracticeExamPemote_MA_TARKEHOME 9791 umz2

123456_230308_T ortsAprlTAKEHOME _MA_TAKEHOME _EI25. 4m2
123456_230309_PracticeEraminClazs_Ma_ExaM4SUPER_7034. 4m3

123458 230309F'rachceE:-tamInEIass NAEX&M%UF’EH 7369, 4m 3

2 : D

2 _
123456_230310_T ortshpilT AKEHOME_MA_TAKEHOME 4258 w2

Wiew Exam Submittal Beceipt Save bz Submit Electranically

Image 14.0
:
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J Attachments

Add File... Remaove File...

Filename Size [KEB] Type Location

Attachment Expected [up to 2 files. max 100 KB each)
x Cancel Format(z] pdf..doc,.docx,  rtf,_odt, txt,. zip,_xlex

Image 15.0

17. Once you’ve selected ‘End Exam and Submit’, and if your takehome exam faculty have allowed
the option for students to upload documents (Word or Excel) a pop-up window will appear. If this
applies to your exam, select Add File and select your Exam answers from your computer.

_! Attachments
Add File.... Remave File...
Filenarne Size [KB) Type Location
Tarts_April_Takehome_TE... 8 WS Ewcel [lsx) C: A\l zershomjacabsh O nelrive - William & Man
Attachment Expected [up to 2 filez, max 100 KB each] 1
mage 16.0
x Cancel Farmat(z] pdf,_doc, docx__rtf_odt,_txt,_zip,_xlsx ~/ Ol g

18. Once you have selected your Exam answers, they should appear where the highlighted example
does. Confirm it is the correct file(s) and select OK. Note that this window will only appear if
your faculty have allowed for document uploads. Otherwise, your exam answers will be typed
and retrieved from the exam platform when you restart a suspended exam.
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Save Options >

Submit Electronically

If pou have been instructed to use Examd's built-in ) )
elzctronic submittal function, click here » Submit Electronically

Save to USB Flash Drive

Make zure the USE flazsh drive has been ingerted into )
the USE port, then click here » Save to USB Flazh Drive

Cancel

Image 17.0

19. Note the options to Submit Electronically or to Save to USB Flash Drive in image 17.0. Most all
will use Submit Electronically.

Exam Submittal Receipt >

20. Once you select
Submit Electronically,
students will see Exam
Submittal Successful

_ box in image 18.0. They
The receipt below waz generated by the gerver that collects exams. . thei
The timestamp indicates when the exam was deliverad. ?an reVle'W CIr exam
information. They must

Exam Submittal Successful

A copy of the receipt haz been stored in the C:\E=am40 folder on this laptop. [t iz pour responsibility to C 1 S
provide this receipt file if requested by pour esam administraton. Examd users: you can view receipts in click ‘I understand’ box
the Examd startup zoreen. Exam: uzers: login to your account bo confirm file submittal. and click OK.

ELECTROMIC SUBMITTAL SUCCESSFUL ===

Filenarne: 123456230314 _TartztprlTAKEHOME_MA,_TAKEHOME 4892 - 0.xme
Timestamp:; 202303414 - 08:47:50

File size: 16 KB w7

| understand

v Ok Image 18.0
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Extegrity Exam 4
Exit Exam4 | File and Save Options
Exit Exam4 Now

TAKEHOME Exzam Mode

Exam Complete

Image 19.0

21. After clicking OK, students must click Exit Exam4, then click Exit Exam4 now.
Exit Examd *

Are you sure...

Are pou sure you have followed all instructions about zubmitting vour exam,
and have either submitted electronically, zaved to a storage device, saved to
another location, ar turned in your Canfirmation Hurmber az instructed?

I'm zure
XK Cancel ' Exit Examd

Image 20.0

22. Students must then click, “I’m Sure’ and click Exit Exam4 to close the software in image 20.0.
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