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How-To 

Before You Begin 

Before following these procedures, download your exam. See: Examplify: Downloading an Exam  

Procedures 

Starting an Exam 

1. Open Examplify.  

o On a Windows device: The Examplify icon should be installed on your desktop. If not, select 

the Windows button, and then search for Examplify.  

o On Mac devices: Go to the Finder, select Appli cations, and then locate the Examplify icon.  

2. If prompted to log in, enter your institution ID and login credentials. 

3. On the left side of the screen, under DOWNLOADED , select the scheduled exam. 

4. Review the on-screen information, such as the time limit and any security restrictions, so that you know 

what to expect in this exam. 

Important: If you are taking this exam remotely and the ExamID and ExamMonitor icons appear, 

see: Examplify with ExamID and ExamMonitor 

5. Enter the exam password that was provided by your instructor (or exam manager). Note that the 

password is case-sensitive and must be entered exactly as shown. 

6. Select Start Exam. 

7. If you are prompted to close Microsoft applications, we recommend that you go to each application to 

save any work in progress and then exit the application. The return to Examplify and reselect Start 

Exam.   

8. If prompted to wait before you begin, be aware that all activity will be logged, and it is important that 

you meet the requirements for this exam.  

o In an on-site exam, follow the instructions from the on-site proctor. 

o In a remote exam, follow any instructions that you received from your instructor or exam 

manager about when to begin the exam. 

o When ready, select the Continue button. Then select the check box and select Start Exam.  

9. Take and submit this exam. Refer to the remaining sections of this article. 

  

Exam-Level Controls and Options 

¶ Question Numbers in the left panel: On the left side of the screen, you will see the numbers that 

correspond to each question. An answered question appears filled in, and the current question will have 

a blue outline.  

¶ Flags: If allowed by the exam manager, you might be able to flag a question that you want to return to 

before you submit you exam. If this option is available, the options button will appear above the 

question text, as illustrated.  
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After you flag a question, a flag will appear on the question number in the left panel.  

Note: If the exam manager disabled backward navigation, this feature will not be available. 

¶ Exam Controls menu: Near the top right corner of the screen, Exam Controls menu offers three options 

(if enabled by the exam manager):  

o Hide Exam: Hides the exam but keeps the Examplify application running. 

o Suspend Exam (for timed exams): Stops the exam, the exam timer, and any alarms. Typically 

enabled for practice exams and low-stakes assignments, this option allows you to pause an exam 

and return to it later without any time penalty. 

o Submit Exam: At any point during the exam, you can select this option to end the exam and, 

upon confirmation, upload it.  

¶ Tool Kit menu:  Near the top right corner of the screen, this menu offers additional options. Depending 

on the settings that were enabled by the exam manager, this menu might include various options. 

 
o View exam level attachments and notices. 


