
Examplify Exam Instructions 

Downloading Exams (DO THIS PRIOR TO EXAM DAY) 

Watch for email notifications to download exams. 
 
Establish an Internet connection. 
 
Double-click the Examplify icon on the desktop for Windows users or single-click the icon in your 
Applications folder or Dock for Mac users to launch Examplify.  
 
If you do not see the exam you are scheduled to take, click the Refresh Exam List button.  Select an 
exam from the list, and click Download Exam.  Download all exams as soon as they are available. 
 

 

Preparing for an Upcoming Exam 

Check that your computer's date and time are accurate. 
 
Arrive at the exam room at least 15 minutes early. 
 
Charge your laptop battery and bring your power cord. 
 
Before upgrading your current OS, check against Examplify's current minimum system requirements 
to ensure compatibility with the new OS. 

Starting an Exam 

Once the exam or exams have been downloaded to your machine, the next step will be to select 
the exam you will be taking from the left side of the dashboard. 

1. Locate the scheduled exam in the list. 

2. Review the details and settings enabled by your professor. (Note, these settings cannot 
be changed at this point.) 



3.  Enter the exam password. This password will be written on the board at the front of the exam 
room. (Note, this password is case-sensitive, and will need to be entered exactly as 
shown.) Click Start Exam. 

 
 

 If the exam is secure, and any Microsoft applications are open, you will be asked to close out of 
those programs before starting the exam. We recommend saving any work, then manually 
closing out of any Microsoft program. 

 

 

4.  If instructed, you will need to wait at this yellow screen. 

5.  When instructed, check the box so that you may start the exam.  

 

 



6.  Once you have been instructed to begin your exam, click the green Start Exam button. Or, 
click Cancel to return to the list of exams if you have chosen the incorrect exam. (Note, activity 
conducted during this exam will be logged. ExamSoft or your exam administrators may review 
this information at any time for audit purposes to verify exam integrity.) 

  

Exam Controls and Options 

1. On the left-hand side of the screen, you will see the numbers that correspond to each 
question. An answered question will be filled in and the current question that you are on, will be 
outlined in blue. You can also click the Next and Previous buttons at the bottom of the screen to 
navigate.  

 

 

2.  To Flag a question, click on the area, 'FLAG QUESTION.' Flagging a question is useful for exam 
takers that wish to come back and review or complete the question before exiting the exam.  

 

 
3. Along the top row, you will see the Exam Controls option. Within this menu, you will see three 

possible options; Hide Exam, Suspend Exam (for non-secure exams only) and Submit 
Exam. Hide exam will hide the entire exam, but leave the Examplify application running. 
The Suspend Exam option will stop the exam, exam timer, and any alarms to allow the Exam 
Taker to return to the exam at any time to complete. The Submit Exam option will prompt the 
exam taker to confirm this action. 



4. Also along the top row, you will see the Tool Kit. You will have the ability to display pre-
assessment notices, set an alarm, utilize the zoom feature for question text, as well as a 
highlighting tool, and clicking the Calculator icon will display the calculator. 

 

5.  To set an alarm, click the Alarm icon, and select “Add Alarm.” Within the popup window, you 
will be able to set an alarm “From this point in time,” or “Before end of time.” You may add 2 
alarms to run at the same time. 

 

6. Along the bottom row, you will see the Exam Taker Support phone number, as well as the 
Examplify version number. You will also see the current question number displayed out of the 
total number of questions on the exam. The left-facing arrow will return you to the previous 
question. The Next button will take you to the next question.  

 



 Student Exam View 

For Essay questions, you will be able to change the font size and type, have the option to copy & 
paste text, and use the spell check feature. 

For exams with character limits, you will see the character count between the question and the 
answer window. 

 

Computer Freezes 

If Examplify, your keyboard and/or mouse stop responding, do the following: 
 
Turn off your computer (press & hold the power button but if that fails, pull the power cord & battery). 
 
Turn the computer back on. 
 
Once the computer restarts, you will be given the option to re-enter the exam approximately where 
you left off (answers are saved at least every 60 seconds). 

Post Exam Actions 

Once you have completed all the questions, you can now exit the exam. 

1.  Open the Exam Controls option, and select to Submit Exam. 

2.  The application will exit out of the exam view, and you will be presented with a warning that you 
are closing out of the exam. 

3.  To confirm, select the checkbox to confirm that you are ready to upload the exam file, and then 
select to Upload Exam. 

Note:  You MUST upload your answer file immediately after exiting your exam.  If you experience 
any upload issues, you MUST report those issues immediately to the proctor. 



 

4.  If the upload was successful, you will see a green confirmation screen. Once you have 
reached this screen, your exam has finished and you will not be able to enter back into this 
exam. 

If you are unable to connect to the Internet in the exam room, select ‘Upload LATER’ option and 
you can now turn off your computer.  Please tell the proctor you will upload your answer file at a 
later time that same day.  Once you have an Internet connection, simply click the Examplify icon 
and Examplify should open and upload your exam. 

 

 

Miscellaneous Notices 

ExamSoft and the Washburn Law School assume no responsibility for interruptions whether isolated 
or widespread. You assume all risks of using a computer to take your exam. 
 
All examinations and computer testing materials are the property of the Washburn Law School. Their 
removal will be reported to the Student Honor Code. 
 
Any examinee who continues typing or writing after the "STOP TYPING" announcement has been 
made will be reported to the Student Honor Code. 
 


