* DO NOT BREAK EXAM SEAL UNTIL TOLD TO DO SO *



Exam Number
After the exam, YOU MUST PUT YOUR GREEN TEST BOOKLET INTO THE BOX provided in the exam room. DO NOT REMOVE THE GREEN BOOKLET FROM THE EXAM ROOM. Your 4-digit exam number on the cover of this test booklet serves as your signature to the Honor Code.
Honor Code Reminder:  Under the Honor Code, the submission of any academic work constitutes 
a representation on the student’s part that such work has been done and 
submission is being made in compliance with all applicable provisions of the Code.
If using Examsoft, you must type "begin" and press enter BEFORE you break the seal to your paper exam copy. 
COURSE NAME
Final Examination

Professor XXXXXX
Month X, 2009 — X:15 X.m.
Time Limit:  X hours (XXX minutes)
· Please read ALL instructions.  The exam proctor will not read them out loud.

· If you think you are missing information, or if you think there is a mistake in a test question, you may not ask anyone, including the professor and other students, for assistance.

· Turn your computer on.  Check that the power cord is securely connected and the laptop is not running off battery power.
· Remove all disks from your computer, and turn off all cell phones, PDAs, and CD players.
· Disable your screensaver and power options per instructions on the next page.

· Double-click the SofTest icon on your Windows Desktop and select Launch SofTest.

· If you wish to save an additional BACKUP copy of your answers, you will need a floppy disk, USB drive, or a CD.  Insert into drive and click Preferences at the bottom of the SofTest screen.  Select which letter represents the media you wish to use, then click TEST DRIVE to make sure Examsoft can read the drive.  Click OK.

· Click Find Exam.  Double-click the exam file for the exam that you are taking now.  If you do not have that file, connect to ExamSoft and download it now. 

· Exam Name and Exam File Location fields should now be filled in.  If you do not have text in those fields, alert the proctor immediately.

· If not already filled in, enter your 4-digit Final Exam Number in the Student ID Field.

· Enter this password in the Exam Password window   password   .

· Click Begin Exam.  The computer will reboot into SofTest’s secure mode.
· Read each Notice Window carefully and click OK to advance to the next window.  STOP at the last notice window with the RED STOP SIGN.

· WAIT until the Proctor says to type “begin” and click the “Begin” button BEFORE you break the seal of your paper exam copy. 

· When you are finished with your exam, exit SofTest using the EXIT procedure on the next page.

Exiting SofTest

· Select File then Save and Exit or click Exit Exam button.

· Click Close Exam.

· When the yellow screen appears, click Exit.

· IF you want to create a backup disk in addition to the copies automatically saved on your hard drive, insert your backup disk and click YES. If you want to use a backup medium other than a floppy disk, you must have set your preferences BEFORE you started the exam.
· Continue with screen instructions to reboot your computer.

· Your laptop will automatically restart ExamSoft and tell you there is a file to upload.  If you have a wireless connection, answer YES. If you don’t have wireless, get to a wired connection ASAP and connect to the Internet. Double-click the SofTest icon and answer yes to the upload question.
· If you never get a message that your answer file has been successfully uploaded after the exam, see the directions below to copy it to a floppy disk, CD, or USB drive.

· Please pay close attention to your email for the next several days in case we have difficulty retrieving your file from ExamSoft. You will receive instructions on how to upload manually or email the test file.

· When you are finished with the exam, YOU MUST PUT YOUR GREEN TEST BOOKLET INTO THE BOX provided in the exam room. DO NOT REMOVE THE GREEN BOOKLET FROM THE EXAM ROOM. 
Your 4-digit exam number on the cover of this test booklet serves as your signature to the Honor Code.
Disable Screen Savers
· Right click somewhere on the desktop

· Select Properties
· Select Screen Saver tab
· From the drop-down menu, select None, then OK
Turn Off Power Settings
· In the Screen Saver window or the Power category of the Control Panel, select Power
· Select Never from each of the drop down menus (Turn off Monitor, Turn off Hard Drive, Hibernate, Sleep, and System Standby.  Remember to change these back to the original settings after your last exam.
Fix Computer Freezes or Other Bizarre Behavior
If your keyboard, mouse, and/or touchpad stop responding during the exam, or the cursor goes bonkers, or anything else unusual happens:

· Turn off your computer (press and hold the power button). If it won’t turn off, disconnect the power cord AND pull out the battery.  Let the laptop sit for about 30-60 seconds. Plug in power cord and battery.
· Restart computer.
· When the SofTest Exam Restart window appears, select the Restart button.  You will be returned to within 59 seconds of where you left off.

Make a Copy of Answer File (floppy disk, CD or USB drive)
· Go to My Computer
· Open the following folders under the C: drive (local disk)

· Program Files

· Examsoft

· Softest

· Archive 

· Find today’s answer file.  Copy and paste onto a CD, floppy disk or USB drive.  The exam file will look similar to: 060508Faculty-Class-Semester1358.xmd  (YearMonthDayInstructor-ClassName-SemesterExamID.xmd).

· If you do not see today’s exam under the Archive folder, look under the Backup and Temp folders.  Still have problems?  Take your laptop to Cindy Gibbons in the Dean’s Suite, Room 326H.
· Floppy disk, USB-/flash-drive or CD must be turned into Cindy Gibbons in the Dean’s Suite, room 326H.  Be sure to label it with your exam number, the course name, and Professor’s name.
· .IPods cannot be read.
