MEMPHIS

CeciL C. HUMPHREYS SCHOOL OF LAW

Fall 2020
Exam4 Download and Practice Instructions

This document provides you with detailed instructions (with screenshots) for each step of the
Fall 2020 Final Exam Process, from downloading and installing the Exam4 software to
submitting your completed exam. Although the steps may be unfamiliar at first, you will have
the opportunity to complete practice exams so that you are comfortable with the process. You
must complete at least one practice exam. You may complete as many as you need to feel
comfortable with the proceed. We are also providing an FAQ document along with these
instructions.
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You must have a working laptop.

o Supported operating systems can be found at the following link, and include:

=  Windows 10 (Home, Pro, Edu, and Enterprise) (including "Spring 2020 Update
(v2004)")

=  Windows 8.1 (Home, Pro and Enterprise)
= macOS 10.15.x Catalina
® macO0S 10.14.6 Mojave
= mac0S 10.13.6 High Sierra (*Support ends August 1, 2021)
o NOT YET SUPPORTED (Do NOT upgrade until certification is announced):

= Hardware using Apple's new M1 Processor (support announcement from
Extegrity to follow)

o Make sure your system is fully up to date with relevant security patches before the
exam. Users who do not perform routine system updates before the exam may
experience unexpected reboots when the system attempts to update mid-exam.

o Perform an antivirus scan on your system prior to your exam

Because we are using a cloud-based version of Exam4, you do not need to be connected
to the University of Memphis wireless network. You DO, however, have to be connected
to the Internet for your practice exam AND exams to submit properly.

If you have a previously installed version of Exam4, you MUST UPDATE to the latest
version before taking your exams. You can check this by launching the software and
looking at the date next to the “Expires” field. If the expiration date has already passed
on the software, then you will NOT be able to use it take your exams. You must
download the latest copy of the software the instructions that follow.

Extegrity Examd

EXTEGRITY

University of Memphis School of Law

If you are having trouble with your system prior to exams, please email
LawIT@memphis.edu AS SOON AS POSSIBLE BEFORE YOUR EXAM DATE.



https://www.exam4.com/support/article/1
mailto:LawIT@memphis.edu

INSTALLING THE EXAM4 SOFTWARE

1. Navigate to https://www.exam4.com/search?s=memphis.

2. Click on the “University of Memphis School of Law” link.

B Extegrity Exam4 | Search Results X 4

&« C Y & examd.com/search?s=memphis

Q. Search Results

FETEiE Law Schools

= Law Schools University of Memphis School of Law !

&8 Bar Exams

Business Schools

University of Memphis - Fogelman College of Business and Economics
© What is Exam4?

@ Support

A Licensing

3. Complete the registration form, selecting the Operating System which you will use for
the exam.

University of Memphis School of Law

Fall Midterms

— .

Please register before downloading.

Don't worry — This information will never be made available to third-parties, and we won't use it to spam you. Rarely,
may be used to contact you with important alerts about Examé. It may also be used to verify your status as a qualifying

examinee

Registration FOrm i reis are requires

First Name Last Name
Email Address Confirm Email Address
Class Year

Operating System
OS not showing up? See if I's supported o

O windows 10 () Mac OS X 10.10 Yosemite
© Windows 8.1 (O Mac OS X 10.9 Mavericks

O Windows &

© Windows 7

Submit & Proceed to Download

By downloading and instaling Examé, you agree to the terms of the Extegrity license agreement. &

Need help? Contact Exam4 User/Tech Support
Your school or office’s tech people or a computer-savvy classmate, colleague or friend may also be
able to help you quickly, too.


https://www.exam4.com/search?s=memphis

4. After registration, you will see a screen with instructions for downloading the software.

University of Memphis School of Law

Fall Exams

€1 Law schools ' & Download Exam4 for Windows & l h—
(# Bar exams

By installing Extegrity Exam4 software you agree fo the terms of the Exiegrily license agreement .

Search_.

Information Install or re-install
If you are re-installing, new copies of Exam4 will overwrite the old automatically. It's OK to

© FAQ +S
O iUz suRpon download as many times as you need to.

? Institutional Inquiries

Expiration date
Expiration dates vary by institution and are shown on the first screen when you launch Exam4.

Your exam administrator will advise you when it is time to re-download and re-install.

Need help? Contact Exam4 User/Tech Support
Your school or office’s tech people or a computer-savvy classmate, colleague or friend may also be

able to help you quickly, too.

5. After downloading, you will need to install the software and take a practice exam to
confirm that it is working.

PC Installation

Double-click on the installation file and follow the onscreen instructions.

‘B Extegrity Examd Setup

License Agreement

Please review the license terms before installing Extegrity Exam4.

Press Page Down to see the rest of the agreement.

EXTEGRITY LICENSE AGREEMENT FOR STUDENTS AND
PROFESSIOMAL LICENSING EXAMINEES

By installing Extegrity Exam2 ™/Exam4 ™ software you agree to become
bound by the terms of this agreement:

LICEMNSE - Extegrity Inc. grants students attending an academic
institution currently evaluating Extegrity software under the terms of the
FXTEGRITY |IGFNSF AGRFEMFNT FOR ACANFMIC INSTITHTIONS

If you accept the terms of the agreement, dick I Agree to continue. You must accept the
agreement to install Extegrity Exam4.

Fullsoft Install System v2.45

I Agree ] ’ Cancel




‘B Extegrity Exam4 Setup

Choose Components
Choose which features of Extegrity Exam4 you want to install,

Check the components you want to install and uncheck the components you don't want to
install. Click Install to start the installation.

Select components to install: Main (required) B
Start Menu Shortouts
Desktop Shortout
Space required: 5.4MB
< Back ” Install ] ’ Cancel

‘B Extegrity Examd Setup

Completing the Extegrity Exam4
Setup Wizard

Extegrity Exam4 has been installed on your computer,
Click Finish to dose this wizard.

Run Extegrity Exam4




Mac Installation

@ Exam4

Drag Exam4 to the Applications folder.

EXTEGRITY

“Exam4” is an application downloaded

8 from the Internet. Are you sure you want t
p open it?

Firefox downloaded this file today at 2:22 PM.

Cancel Open




We STRONGLY recommended that you do SEVERAL practice exams in the different Exam
Modes (CLOSED, OPEN, OPEN+NETWORK and TAKEHOME), as well as On-Screen Viewer and
Download-Print. You will see two Practice Exams available when you log into the software —
one for the On-Screen Viewer method of delivering exam materials and one for the
Download/Print method of delivering exam materials.

For remote exams, Exam4 has two parts: the Exam4 software, which you have now
downloaded, and the Memphis Law Exam4 website (https://memphiscloud.exam4.com:20763/).
Regardless of the Exam Mode or the method of delivering exam materials, you will access both
parts. You will use the website to obtain access to the exam materials. You will use the
software to prepare and submit your exam answer. The process of accessing exam materials is
slightly different depending on the method of delivery, so we have provided practice exams for
both methods and noted the difference in the instructions below.

1. Launch the Exam4 software.

2. Click on “OK.”

Action Required . l 2.8 J

LI. EXTEGRITY

Welcome to Exam4
Please take a practice exam...

Make sure your laptop passes the Exam4 Security Check with this version of Exam4.
Take a practice exam far enough in advance of your real exam so that Extegrity's
User/Tech Support team can help resolve any issue that may appear.

To take a practice exam, pretend you're taking a real exam. Step through the startup
screens and read the instructions, they should provide all the necessary information.
On the 2nd startup screen, enter an Exam ID into the two Exam 1D slots (follow
institution-specific instructions, when given; if none, use any number, for example: 123)
and select "Practice Exam” from the Course list. On the 5th startup screen, enter

Exam Mode CLOSED.

Security Check Violation Help can be found on the 4th startup screen. If you need more
assistance, note the exact violation number and report that number plus a reasonable
amount of additional detail via our User/Tech Support query form on examd.com

This reminder will be removed after you take a practice exam.



https://memphiscloud.exam4.com:20763/

3. Select "Prepare to start new exam" and click Next.

I EXTEGRITY

ion [l

University of Memphis School of Law

1 > Start or save ScreensS hield

@~ Prepare to start new exam

i~ Select existing exam
- Reszubmit an existing exan.
- Restart an interrupted exan.
- Confirm an exam submittal by viewing the receipt.

4. Enter your Exam ID (twice), then select one of the Practice Exams as the Course (twice
again). (Your options will be “F20 Practice Exam w On-Screen View” and “F20 Practice
Exam w Download-Print.” Then click “Next.”

FOR PRACTICE EXAMS ONLY, use your Exam ID + an uppercase letter of the alphabet.
E.g., if your Exam ID is 123, use 123A for your first practice exam. Then use 123B for
your second practice exam and so on.

NOTE: When taking an actual exam, you will select the Course that has the course
name, section number, and professor name corresponding to the exam you are taking.

Extegrity Exam4

L

Release > 14.6.9
Expires > 09 Jan 2015
Check network connection @

University of Memphis School of Law

2 > Exam ID; Course

Enter your Exam ID for this exam.

Exam ID 00000
One more time... Protected info (optional)

Exam ID 00000

Choose the course for this exam from both lists.

Course F14 Practice Exam

Course F14 Practice Exam

| BEGIN EXAM




5. When the “Re-confirm carefully...” box appears, confirm your ID and Course selection,
then click “Check box to re-confirm,” and click on “OK” to move forward.

Extegrity Exam4

Re-confirm carefully...

Exam ID

00000

Course

F14 Practice Exam

1. —*l Check box to re-confirm

Go Back

2.1

Exam ID 00000
One more time... Protected info (optional)

Exam ID 00000

Choose the course for this exam from both lists.

Course F14 Practice Exam

Course F14 Practice Exam

BEGIN EXAM

6. On this screen you can set some preferences (font size, alerts, etc). The “typing window
font size” will control the size of the text in the Essay Module. It can also affect the size
of the Essay Module window, so you may want to test the different font sizes. Click
“Next” to move forward.

NOTE: We STRONGLY discourage you from using the Countdown Timer. In the past, the
Countdown Timer has caused students’ computers to freeze.

Extegrity Exam4d

University of Memphis School of Law
3 = Exam time; Font size
Sat typing window font size.

Sot optional countdawn timar © standard font
{don't worry, It won't shut down). Large fant

Hairs Minutes Largest font

Sot typing window text color & contraat,

Set optional alert{s). 0 Srandard (black en whita)

Auto-Insert answer separator(s) for
1 - quaestion(s).

BEGIN EXAM |



7. After reading the instructions below, put a check on "Got it? Check here" and click Next.

NOTE: We have provided alternate instructions for the unlikely event that your
computer crashes in the Frequently Asked Questions document provided along with
these instructions.

EXTEGRITY

University of Memphis School of Law

4 > Notice of instructions

Honor Code: Extegrity License Agreement
*f'ou agree to the terms of your institution's honor code, if applicable, and vou agree to the terms
of the Extegrity License dgreement as provided on the examd. com website.

Security Check ¥iolation Help
If wour computer fails to pass the initial Examd S ecuiity Check, an alert popup will indicate
a violation number. Record the number and go to examd. com/support for assistance

Standard Crash R v P d

If your computer crashes during the exam, call a proctor immediately [or carefully follow
alternate instructions if provided by your institution). DO MOT turn off or restart the computer
until expressly directed to do so

Gotit? [~ Check here

8. The next screen will ask to you choose and confirm the Exam Mode. (See the FAQs for
more information about Exam Modes.) This allows you to complete practice exams
using different modes. Type the exam mode into the box, check the box to confirm, and
click “Next.”

NOTE: For your actual exams, the Exam Mode will be pre-selected, but you will still
confirm.

EXTEGRITY

University of Memphis School of Law
5> Exam Mode
Choose an Exam Mode to indicate which Tupe selected Exarn Mode here
kind of exam wou are taking. OPEN

CLOSED
- Closed-computer sxam OPEM Exam Mode access

-NO access to other data on this PC LAFTOF [dafault]
- Typical for most exams

NETWORK
OPEN

- Open-camputer exarm Check bos to confirm Exam Mode is
- #cess to other data on this PC OFEM LAPTOF + NETWORK I~
- Option: METWORK adds access to Exam Mode is reported on eram printouts

the local netwaork and/or Internet

TAKEHOME
- Uze only far takehome examns

=

10



9. For all Exam Modes except Closed, the next screen will ask you to re-confirm the Exam
Mode. Check the box to re-confirm and click “OK.”

Extegrity Examé

Exam Mode Warning

i Re-confirm Exam Mode: OPEN LAPTOP + NET

*fou have chosen an Exam Mode that allows access to resources on this
computer. If you are not entitled to this level of access. you risk disciplinary
action and/or hanor code wiolation

Exam Mode is reported on exam printouts,

q
X Choose other Exam Mode

- Access to other data on this PC OPEM LAPTOP + NETWORK. ¥
- Option: NETWORK. adds access ta Evam Mode is reported on exam printouts.
the local network and/or Intemet

TAKEHOME
- Use only for takehome exams

OBTAINING ACCESS TO YOUR EXAM MATERIALS (I.E., THE EXAM QUESTIONS) ON THE EXAM4
WEBSITE

10. To obtain access to your exam materials, navigate to
https://memphiscloud.exam4.com:20763/.

11. In the list of Available Takehome Exams, click on the appropriate practice exam, either
“F20 Practice Exam w On-Screen View” or “F20 Practice Exam w Download-Print.”

C Available Takehome Exams

C F20 Practice Exam w On-Screen View

C F20 Practice Exam w Download-Print

11


https://memphiscloud.exam4.com:20763/

12. Read any instructions provided on the next screen. Enter your Exam ID and Password
(provided by the Registrar).

Click “Continue.”

Takehome Exam: F20 Practice Exam w On-Screen View

OUniversity of Memphis School of Law

The Registrar will provide your Exam ID and

Exam Preparations Password by email.

FOR PRACTICE EXAMS ONLY, use your
Exam ID plus an uppercase letter of the
Read truct ded here.
Facany Nstuctons provechere alphabet. Change the letter for each new
practice exam attempt (e.g., 123A, 123B,
123C).

Please enter your Examinee ID and Password T B (B ariare) e el b fm ceme
Your institution or instructor will provide these. Exam ID entered in the Examé4 software.

‘ Exam D Password

13. If you're ready to begin the exam, click “Start Exam.” For timed exams, time will begin
running after you click this button. Time will stop running when you submit your exam.

Takehome Exam: F20 Practice Exam w On-Screen View

JUniversity of Memphis School of Law

Confirm Exam Start

Once you click the Start Exam button, you will have 1 hours to submit your answer,

\ The total time permitted for the exam will be
Cancel / Go Back m included here. This includes the remote-exam
logistics time. If you receive atime
accommodation, it will be reflected here.

12



14. Read any instructions provided here.

For exams delivering the exam materials via the On-Screen Viewer, the next page will
provide you with a Document ID. Write it down or print the page out. The Document ID
is case sensitive. You will use it to open the exam questions in the Exam4 software.

Takehome Exam: F20 Practice Exam w On-Scree

ZUniversity of Memphis School of Law

Exam Question & Instructions

This exam is using the on-scresn viewsr to deliver exam materials. You will need the below
Document |0 to access the exam materials through the Examd software.

Write down this Documnent ID: Practice Print this out or write it
down and double-

Coublz-check it The Document ID is case sensitive. .
check it! You'll need

After you click "Begin Exam” in the Examd software: this to open the exam
questions in the Exam4
- Click "Exam Document” in the top navigation bar. software.

- Enter this Document 1D in the text box.
- Click "Fetch” to upload the exam.

Your instructor nas also attached this file:

~ Due Date

18 May 2020 3:32 PM

T be

zron 18 May 2020 2:02 PM

~ Submit Your Answer in Exam4

Launch Examd, and use the same Exam D you entersd on this page earlier.
After finishing the exam, choosz “Submit Electronically™.

I
m

Meed the software for this exam? Download it

13



For exams delivering the exam materials via Download/Print, the next page will provide
you with a file to download. (Figure 2) Clicking on the file will open it in a new window.

From there, you should download it or print it.

Takehome Exam: F20 Practice Exam w Downl

ZUniversity of Memphis School of Law

Exam Question & Instructions

This exam is using the download/print opticn to deliver exam materials. Click on the file linked below

to download the exam matenals.

Your instructor has also attached this file:

¢ Click on the file to
Sample Exam.pdf download the exam.

Z Due Date

18 May 2020 3:32 PM
sx3m began on 18 May 2020 2:02 PM

WWE MECOrgea tnat your

ZSubmit Your Answer in Exam4

Launch Examd4, and use the sams Exam |0 you entered on this page earlier.
After finishing the exam, choose “Submit Electronically”

Meed the software Tor this exam? Downlo

14



15. Return to the Exam4 software. Confirm that the information shown on the screen is
correct and click “Begin Exam.” For CLOSED mode exams only, Exam4 will run a Security
Check. Your screen may go blank for a few seconds. See the FAQs for more information
about the Security Check.

Extegrity Examd

EXTEGRITY

University of Memphis School of Law

6 > Almost ready to begin exam...

“erify the fallowing information,

Itermn Please confirm...

Institution University of Memphis School of Law
Exam 1D 1

E=am Mode OFEM LAPTOF + METWORE
Course F20 Practice Exam

Duration [Nane entered]

Pratected info [optio...  [None entered]

All examinees,. wait for the instruction to begin pour exam.

Wait!

16. After you click “Begin Exam,” the exam answer window will open.

For exams using Download/Print, you are ready to begin your exam answer. For essay
and short answer questions, you will type your answer directly into the Essay Box. For
multiple-choice questions, you will use the Multiple-Choice Module, as discussed in the
next step. For the Practice Exam, you may type anything you want into the box; there
are no questions to answer in the Practice Exam. Your work will be saved automatically
every 10 seconds. You may also use the "Save" option on the toolbar.

This is the Essay Module. Type BEX3M4

your essay and short-answer
responses here.

(FTHeHED | vam Moo

B R N S T T R S OO S SR T I UI VI N AT W Y L P WP URN S ST SESREN T S p——

15



For exams using the On-Screen Viewer, you need to open the exam questions in Exam4.
Click on “Exam Document” in the top navigation bar. Then type the Document ID into
the open box and click “Fetch.” This will open the exam document in Exam4.

Extegrity Exarm 4

End Exam Save Edit Format Exam Document Multiple Choice  Takeho

nd e Sevw  Edt Format B gl Choece

= TN . oy 3 3
Answer-to-Question Answer-to-Question- 1 _

DocumentiD PN I

Type the
Document ID
(from the
website) here.

B T T ey

Click “Side-by-side View” at the bottom of the screen to split the screen between the
exam document and the Essay Module (or Multiple-Choice Module).

Extegrity Exam 4

End Exam Save Edit Format Exam Document Multiple Choice  Takehome Info  Tools  Help

Answer-to—Question— 1

Document D R D

This is the side-by-side view of the exam document and the Essay Module. (The exam
document will always be on the right in side-by-side view.) For essay and short answer
guestions, you will type your answer directly into the Essay Box. For multiple-choice
guestions, you will use the Multiple-Choice Module, as discussed in the next step. For
the Practice Exam, you may type anything you want into the box; there are no questions
to answer in the Practice Exam. Your work will be saved automatically every 10
seconds. You may also use the "Save" option on the toolbar.

Extegrity Exam 4
EndExam Save Edit Format Exam Document Multiple Choice Takehomelnfo Tools Help

Answer-to-Question-_1 Demo

Sample Exam Question Booklet
Sample Law School

Summer 2020

Instructions;

This exam is three (3) hour exam and wil be taken Using Examd. You would put other instructions here as needed

Perhaps what outside items are allowed for the exam, other instructions and or no Instructions at all

Questions:

1) This i the first question of the exam. Yau must answer it campletely and correctly to gain credit. This is about a poem

and you need give me your opinion about what it means. Analyze each stanza and give a summation of what the author
P 8,58 0 0, AR A -

16



17. If your exams will have multiple-choice questions, practice using the Multiple-Choice
Module. Click “Multiple Choice” in the top navigation menu to access the module. Click
“Hide” to return to the Essay Module. The Multiple-Choice Module works the same for
On-Screen Viewer and Download/Print, except that the exam document will only appear
on the right side for exams using the On-Screen Viewer. You can go back and forth
between the essay and multiple-choice windows, but to end the exam, you must “hide”
the multiple-choice window. If your exam has multiple-choice questions, but the
Multiple-Choice Module is not active, just type your responses in the essay box.

EndBxam Save Edit Format Exam Document Muttiple Choice Takehomelnfo Tools Help

Answer-to-Question- 1

Sample Exam Question Booklet

Multiple Choice Answers Document ID Sample Low School

Summer 2020

Instructions;

This exarm is three (3] hour exam and will be taken using Examd. You would put other instructions here as needed
A B C D E F Perhaps what outside ftems are allowed for the exam, other instructions and or no Instructions at all

TRUE  FALSE

Clck 0 rumber or Nest bulto 1) This s the first question of the exam. Yau must answer it completely and correctly to gain credit. This is about a poem

and woud nead gueme auroplnion ahoutwhatit means Analyze each stanza andabveasuavnationofshat e author.

Click "hide" to refurn to the Essay Module and
fo access other menus (including End Exam).

The “Q” column on the left is the question number and the “A” column is your response.
To move between questions, you can:

o use your computer’s up/down arrow keys; OR
o click on the “Next” arrow; OR
o click on the question number for the question that you want to answer.

More information about how the Multiple-Choice Module works is on the next page.

17



Multiple-Choice Module continued . ..

End Exarm  Sawe Edit Format Exam Document  Multiple Choice Takehome Info  Tools  Help

Answer—to—{QOusestion— 1

Multiple Choice Answers Document ID

A B (C) (D

TRUE FALSE

] rurnber or

To select an answer, click the radio button that corresponds to the answer of your
choice. As long as you’re on the same question, you can change your answer by
selecting a different button or clicking “< Clear” to remove your answer. Answers are
locked once you progress to another question. You can change any multiple-choice
answer after it is locked by clicking on the question number and clicking “< Unlock.”

Extegrity Exam 4

End Exam  Sawe Edit Format Exam Document Multiple Choice Takehome Info  Tocls Help

Answer—to—QOusestion—_ 1

Multiple Choice Answers Document ID

A)B (C)(CD

TRUE FALSE

wimber or Mext butt

18. Spell Check: Exam4 has a built-in spell check feature that is currently enabled; however,

it is not an “auto-correct” — it will not correct words as you type them, it will only
perform a spell check when you go into the “Tools” menu and start the spell check tool,
as in the image below:

Show Spell Checker CLOSED Exam Mode

= Y Spelling and Grammar

3. Correct
three — | —
misspelled —— =

words

18



ENDING YOUR EXAM & SUBMITTING YOUR ANSWER

19. After you’re finished with your exam, you will end the exam and submit it.

The process for ending and submitting the exam is slightly different for exams using the
TAKEHOME mode than it is for exams using the other Exam Modes. So, we’ve provided
separate instructions for each.

Ending/Submitting Exams with CLOSED, OPEN, or OPEN + NETWORK Modes

A. Click “End Exam” in the upper navigation bar. Then click “End Exam Now.”

Extegrity Exam 4
End Exam @ Save Edit Format Exam Docu

End Exam NGI;M
2)

B. A box will appear asking if you are sure you want to end the exam. If you are
finished with your answer, check the “Confirm” box and click “OK.”

End Exam

Are pou sure you want bo end pour exam now?

|~ Confirm

Cancel

To clear a stray menu, ty Enter, AT ab or

C. Onthe next screen, click “Submit Electronically.”

Save Options X

Submit Electronically

If you have been instructed to use Examd's built-in B B
electronic submitkal function, click here » Submit Electronically

Save to USB Flash Drive

Make sure the USE flash drive has been inserted into
the USE port, then click here >

Cancel

19



D. Your system will then attempt to submit your completed exam to the server. If the

process is successful, you will see a message stating that your exam has been stored
on the server. Click “OK.”

Submit Exam Electronically

Informati
Sefve nformation .

Completed Ok, . .
2 Your file has been stored on the server.

xCancel | . g "5 I Cloze |

You should now see the green “Success” box! Check “l understand” and click “OK.”

Exam Submittal Receipt X

Exam Submittal Successful

The receipt below was generated by the server that collects exams.
The timestamp indicates when the exam was delivered.

A copy of the receipt has been stared in the C:\Examdl folder on this laptap. It is your responsibility to
provide thiz receipt file if requested by your exam administrator. Examd users: you can view receipts in
the Examd startup screen. ExamZ uzers: login to your account to confirm file submittal.

~
ELECTRONIC SUBMITTAL SUCCESSFUL

Filename: 1_201118_F20&dminl se0nly2_MNa,_ExAMAGLOVE_3888 - 0.xm3
Timestamp: 2020/11,/19 - 00:08:30
File size: 4 KB

IT IS CRITICAL THAT YOU TEST THIS WITH A PRACTICE EXAM. If the practice exam
submission process fails, then your practice exam has been completed but not|
turned in. It is possible that the issue is caused by your system not being connected
to the Internet. Check your connection and try to submit again. If the issue does not
resolve, contact IT for assistance at LawlT@memphis.edu BEFORE the exam period.

20
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Ending/Suspending/Submitting Exams with TAKEHOME Modes

A. Click “End Exam” in the upper navigation bar. Then click “End Exam Now.”

Extegrity Exam 4
End Exam Save Edit Format Exam Docu
z = End Exam-_u_o Alt+F4

B. A box will appear asking if you are sure you want to end the exam. If you are

finished with your answer, check the “Confirm” box and click “OK.”

End Exam

Are pou sure you want to end your exam now?

[ Confirm

Cancel

To clear a stray menu, by Enter, AlE-T ab oy

On the next screen, you’ll see two options: “Suspend Exam” or “End Exam and
Submit.”

If you still have time available and want to continue writing later, click “Suspend
Exam.” You may then close Exam4 by going to "File and Save Options," selecting
"Exit," and confirming that you wish to close the program. Your time will continue
to run until you submit the exam.

If you are finished writing the exam and ready to submit, click “End Exam and
Submit.”

Takehome Exam - Suspend or Submit X

Suspend or Submit

*Your exam has been saved.

Click "Suspend Exam" if you would
like to re-open the exam file and finish
Only the first submittal will be delivered to your exam administrator, writing later.

/

Don't submit the exam untilyou are completely finished writing.

Suspend Exam

If pou want to be able to re-open the exam file and
finish writing later, click this buttan, then choose
File = Exit fram the menu.

Suspend Exam

Click "End Exam and Submit" if you
o~ are finished with your answer and

End Exam and Submit f ready to submit.

If pou have completely finished writing the exam,
click thiz buttan, then choose a submittal optioh oh
the next screen.

End Exam and Submit
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D. After you click “End Exam and Submit,” click “Submit Electronically.”

Save Options X

Submit Electronically

If you have been instructed to uge Examd's built-in _ B
electronic submittal function, click here > Submit Electronically

Save to USB Flash Drive

Make sure the USE flash diive has been inserted into P T
the USE port, then click here > 553"3 to USB Flash D"ve,

Cancel

E. Your system will then attempt to submit your completed exam to the server. If the

process is successful, you will see a message stating that your exam has been stored
on the server. Click “OK.”

mit Exam Electronicall

nformation X

Stalus

Completed OF. p—
o Your file has been stored on the server.

x
.
0 I
Exam .
Wait 0K waps
less
K Cancel trarsmin, ; tor. Clase |

F. You should now see the green “Success” box! Check “l understand” and click “OK.”

i

Exam Submittal Receipt =

Exam Submittal Successful

The receipt below was generated by the server that collects exams.
The timestamp indicates when the exam was deliverad,

# copy of the receipt has been stored in the C:AE xam40 folder on this laptop. [t is your responsibility to
provide this receipt file if requested by your exam administrator. Examé users: you can view receipts in
the Exam4 startup sereen. Examz users: login to your account to confim file submittal

-~

ELECTROMIC SUBMITTAL SUCCESSFUL

Filename: 1_201118_F20&dminldse0niv2_MNA_EXAMAGLOYVE 3288 - 0xm3
Timestamp: 2020411419 - 00:08:30

File size: 4 KB ~

[~ i understand |

o OK I

IT IS CRITICAL THAT YOU TEST THIS WITH A PRACTICE EXAM. If the practice exam

submission process fails, then your practice exam has been completed but not|

turned in. It is possible that the issue is caused by your system not being connected
to the Internet. Check your connection and try to submit again. If the issue does not
resolve, contact IT for assistance at LawlT@memphis.edu BEFORE the exam period.

Be sure to do practice exams for all Exam Modes applicable to your exams and
for the On-Screen Viewer and Download-Print options.
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