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Exam Day Check List (The Green Sheet)
Exam4 Software Instructions

Step 1: Preparation — Before you Begin the Exam:
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Plug in your laptop, do not rely solely on your battery even if it’s new and completely charged.

Close or quit all unnecessary applications.

Start Exam4 by double-clicking on the Exam4 icon.

Select Prepare to start new exam and then click Next.

Check your network connection by clicking on the box beside Check network connection.

Enter your Code Name. You must enter your code name twice (i.e. in two fields).

Select your course from both lists. Be sure to select the correct course and section. Click Next, then re-

confirm your exam selection if it is correct, otherwise Go Back and fix it.

If you set the timer, note that it starts counting after the security check has completed. Set the time

accordingly. T Do NOT view your exam questions or begin typing until instru

Step 2: When the invigilator says “Begin Your Exam”:
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If your exam has a mandatory reading period, you may not type during that time. You will be provided
with scrap paper to make hand-written notes during this time. If the exam is in OPEN mode you may
scroll through your permitted documents.
When advised to proceed, you may begin typing your answers. I , by clicking the option to the
right of the screen. Whether you use it or not, be sure to clearly number your answers.
M If you encounter a multiple choice question on your exam, please just type the answers in (do NOT use
the built in multiple choice selector tool).
M If you choose to run the spell check, it must be done during the exam time not after the exam has ende

Step 3: When the invigilator says “Stop Your Exam”:

N NEEEM™

NN

Stop typing. Select End Exam then End Exam Now from the menu.
Click the checkbox to Confirm and click OK, end exam. The text on your screen will turn blue.
Click Submit Electronically.
You will see a window that says “Exam Submitted Successfully”. Click the checkbox linked to |
understand. Click OK.
If you are not able to Submit the Exam electronically, it is because you have lost your network
connection. Exit Exam4 then re-establish connectivity. Once you are reconnected, return to Exam4 by
double clicking on the icon on your desktop. Click Select existing exam, select the exam you just wrote.
Click Submit your exam electronically.
A window should now indicate that 100% of your exam has been stored. Click Close.
Go to File and Save Options on the menu. Select Exit. Check I'm sure and then click Exit Exam4.
If you are still unable to submit the exam, seek assistance from the technical support staff in the exam
room.

Please turn over, Standardized Exam Procedures are on Other Side
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Exam Day Check List (The Green Sheet)
Standardized Exam Procedures for All Students

(These instructions will also be on page 2 of your exam cover page)

General Exam Room Instructions

1. Arrive at least 15 minutes prior to the scheduled start time of the exam.

2. Sign into the exam room by signing the signature sheet at the front of the room when you arrive. Sign out
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