Examdlnstallation and Practice Exam Instructions

Installation:

1. Saveandcloseany open files or programs on your computer before ywiallExam4

2. Direct your browser tnttp://exam4.comand click on Law Schools (top #afind corner)
3. SeleciN for New York and then seleBface University School of Lawom the list.

4. Fill out the registration form with your personal information, select your LJ{opelrafng
systemand click orcontinue.

5. Aick on Download Exam4 and follow the download instructions to install.

Take a practice exam:

1. Saveandcloseany open files or programs on your computer before you start Exam4.
2. Double click on the redl Soh your desktop. ClicdRkto begin.
3. Selecprepare to start new exanand clicknext.
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1 > Start or save ScreenShield

o Prepare to start new exam h

Select existing exam

- Resubmit an existing exam.

- Restart an interrupted exam.

- Confirm an exam submittal by viewing the receipt.



http://exam4.com/

5. Enter you#d digit exam IDtwice, (the ExamID that you receive after completing your
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your Pace LawSchool User ID ONI(#x. Js12345w) and select yaarursefrom the available

list twice and clickiext.

4

Release > 21.2.6
Expires > 10 Dec 2021

Pace University School of Law

2 > Exam ID; Course or exam title

Exam ID Pace Law School User ID
1234 js12345w

Exam ID (confirm)
1234

Course
Practice Exam - EMS - OPEN NETWORK o]

Course (confirm)
Practice Exam - EMS - OPEN NETWORK <

6. Checlboxto re-confirm correct information entered.

Re-confirm carefully...

Exam ID

1234

Course

Practice Exam - EMS - OPEN NETWORK

ﬁ v Check box to re-confirm

Go Back OK



7. All selections on this page are optional and can be filled in or left bldyku setup the

countdown timer and time runs outhe Exam4 softwarevill NOTshutdown. You can change
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office in standard font size ardbuble-spaced no matter what option you select below.
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3 > Exam time; Font size and contrast

Set optional countdown timer Set font size and contrast

(don't worry, it won't shut down).
Small ® Standard

Hours Minutes Rieck v “
[Reversed |

* Large

XL

Set optional alert(s).




8. Once you have read and understand the information regarding the honor/szmleity
checkandcrash recoverycheck off the box next tGot it?and clicknext.

Release >

Pace University School of Law
4 > Notice of instructions

Honor Code; Extegrity License Agreement

You agree to the terms of your institution's honor code, if applicable,
and you agree to the terms of the Extegrity License Agreement as
provided on the exam4.com website

Exam4 Security Check Help

If your computer fails the check, record the violation number and go
to exam4.com/support for help.

Crash Recovery Procedure

If your computer crashes during the exam, carefully follow the
instructions provided by your institution. DO NOT turn off or restart
the computer until expressly directed to do so.

Got it? v Check here.




9. Check boxo confirm and clickiext. On exam day, youfxam Modewill either sayCLOSED
or OPEN LAPTQpending on what exam you are taking.
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5 > Exam Mode

Choose an Exam Mode to indicate which Type selected Exam Mode here
kind of exam you are taking.

CLOSED

« Closed-computer exam

+ NO access to other data on
this device

- Typical for most exams

OPEN Exam Mode access

OPEN Check box to confirm Exam Mode is
« Open-computer exam OPEN LAPTOP + NETWORK V]
. Access to other data on this device Exam Mode is reported on exam printouts.
- Option: NETWORK adds access to
the local network and/or Internet

TAKEHOME

- Use only for takehome exams




10. On this screen, confirm that all of your exam information is correct (Exam ID, Course name
and Paceaw School User ID). Make sure your laptop is plugged in and charging (top right
should be green)

***0On a Windows computer this screen and other screens in Exam4 may look slightly different
but contain the same information***
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6 > Almost ready to begin exam...

Verify the following information

Institution Pace University School of Law

Exam ID 1234

Exam Mode OPEN LAPTOP + NETWORK

Course Practice Exam - EMS - OPEN NETWORK
Duration None Entered

Pace Law School User ID  js12345w

Wait for the instruction to begin your exam. Wa it!

If you are taking a remote exa aw the written instructions.

egln xam




11. Selecacamera or leave the defautameraif it is workingproperly. Click OK.

The exam takemust have a laptop with a functioning web camera to takee exam in
Exam4.The web cameranustremain on, uncovered and with a front view of the exam taker
for the entire exam time.

FaceTime HD Camera (Built-in) ¢

v

Your institution requires photographic monitoring during
this exam. Files are encrypted, only viewable by the exam
administrator, and subject to the institution's privacy
policy.

Cancel Ok



12. Place youwhole PacelDinside the rectangle provided on the screebo notuse your
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[ N ] Take Both Photos

Take Both Photos

Take Photo ‘—

Clear

© Legible view of Clear view of

your Photo ID your face
Cancel

13.YourPacelD should now be displayed on the right hand sadenderneath If it is not
clearly visible, you can clear it and take the picture again.

‘ene® Take Both Photos

Take Both Photos

Take Photo

Clear

O Legible view of Clear view of
your Photo ID your face
Cancel

14. You will now need to take a photo of ydace. Qick where it says;lear view ofyour face
Make sure your face is visible inside of the @ra click ortake photo. Again, if your face is
not clearly visible, please clear it andteke the picture.

® @ Take Both Photos

Take Both Photos

Take Photo

Clear

Legible view of © Clear view of ‘
your Photo ID your face

Cancel



15.Once you click on use photos, your exam will beghil exams wilbnly begin at scheduled
start times.

® o Take Both Photos

Take Both Photos

Take Photo

Clear

Legible view of © Clear view of
your Photo ID your face

Cancel Use Photos

16.You will now be in the main essay screen of Exam4.

*** APPROVED REMOTE EXAM TAKERS &k ¥teps 1¢ 18 on how to retrieve and open
your exam in the Exam4 software. AN PERSOEXAM TAKERAnN skip to step 19 aghard
copy of your exam will be provided to you in the Examination rodr.

17. Please type in th®ocument ID For remoteexams thiswill belisted on the top of your

final examandunderassignment informatiom clasespace.edu For instructions on how to
retrieve your exam ID from classes.pace.edu, pledise here Please seledtetchafter typing

in your document ID Forthe practice Exaronly, type inPractice1234o0 retrieve your

practice exam.For inperson exams, the proctor will provide a hard copy of your exam in your
exam room.


https://law.pace.edu/sites/default/files/registrar/How-To-Print_Your_Remote_Exam4_Exams_in_Classes.pdf

