
Exam4 Installation and Practice Exam Instructions 
 

Installation: 
 
1. Save and close any open files or programs on your computer before you install Exam4 
2. Direct your browser to http://exam4.com and click on Law Schools (top left-hand corner). 
3. Select N for New York and then select Pace University School of Law from the list. 
4. Fill out the registration form with your personal information, select your ƭŀǇǘƻǇΩǎ operating 
system and click on continue. 
5. Click on Download Exam4 and follow the download instructions to install. 
 
Take a practice exam: 
 
1. Save and close any open files or programs on your computer before you start Exam4. 
2. Double click on the red άŜέ on your desktop.  Click Ok to begin. 
3. Select prepare to start new exam and click next. 
 

 
 

http://exam4.com/


5. Enter your 4 digit exam ID twice, (the Exam ID that you receive after completing your 
SCATESΦ  CƻǊ ŀƴȅ ǉǳŜǎǘƛƻƴǎ ŀōƻǳǘ ȅƻǳǊ 9ȄŀƳ L5Σ ǇƭŜŀǎŜ ŎƻƴǘŀŎǘ ǘƘŜ wŜƎƛǎǘǊŀǊΩǎ ƻŦŦƛŎŜ) insert 
your Pace Law School User ID ONLY (ex. Js12345w) and select your course from the available 
list twice and click next. 
 

 
 
6. Check box to re-confirm correct information entered. 
 

 



7.  All selections on this page are optional and can be filled in or left blank.  If you setup the 
countdown timer and time runs out, the Exam4 software will NOT shutdown.  You can change 
ǘƘŜ Ŧƻƴǘ ǎƛȊŜΣ ŀǎ ǿŜƭƭ ŀǎΣ ǘƘŜ ŎƻƭƻǊ ŀƴŘ ŎƻƴǘǊŀǎǘΦ  !ƭƭ ŜȄŀƳǎ ǿƛƭƭ ōŜ ǇǊƛƴǘŜŘ ƻǳǘ ōȅ ǘƘŜ wŜƎƛǎǘǊŀǊΩǎ 
office in standard font size and double-spaced, no matter what option you select below. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



8. Once you have read and understand the information regarding the honor code/security 
check and crash recovery, check off the box next to Got it? and click next. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



9. Check box to confirm and click next. On exam day, your Exam Mode will either say CLOSED 
or OPEN LAPTOP depending on what exam you are taking. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



10. On this screen, confirm that all of your exam information is correct (Exam ID, Course name 
and Pace Law School User ID).  Make sure your laptop is plugged in and charging (top right 
should be green).   
 
***On a Windows computer this screen and other screens in Exam4 may look slightly different 
but contain the same information*** 
 

 
 
 
 
 
 
 
 
 
 
 

 
 



11. Select a camera or leave the default camera if it is working properly.  Click OK.   
 

The exam taker must have a laptop with a functioning web camera to take the exam in 
Exam4. The web camera must remain on, uncovered and with a front view of the exam taker 

for the entire exam time. 
 

 
 
 
 
 
 
 
 
 



12.   Place your whole Pace ID inside the rectangle provided on the screen.  Do not use your 
ŘǊƛǾŜǊΩǎ ƭƛŎŜƴǎŜ ƻǊ ŀƴȅ ƻǘƘŜǊ ŦƻǊƳ ƻŦ L5Φ  Select take the photo. 
 

 
 
13. Your Pace ID should now be displayed on the right hand side or underneath.  If it is not 
clearly visible, you can clear it and take the picture again. 
 

 
 
14. You will now need to take a photo of your face.  Click where it says, clear view of your face.  
Make sure your face is visible inside of the oval and click on take photo.  Again, if your face is 
not clearly visible, please clear it and re-take the picture. 
 

 



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

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

  
 
 
*** APPROVED REMOTE EXAM TAKERS ONLY -  See steps 17 ς 18 on how to retrieve and open 
your exam in the Exam4 software.  All IN PERSON EXAM TAKERS can skip to step 19 as a hard 
copy of your exam will be provided to you in the Examination room.***  
 
17.  Please type in the Document ID.  For remote exams, this will be listed on the top of your 
final exam and under assignment information in classes.pace.edu.  For instructions on how to 
retrieve your exam ID from classes.pace.edu, please click here.  Please select Fetch after typing 
in your document ID.   For the practice Exam only, type in Practice1234 to retrieve your 
practice exam.  For in-person 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

