McGILL UNIVERSITY — FACULTY OF LAW
REMOTE EXAMPLIFY INSTRUCTION GUIDE
FINAL EXAMS

Exam Preparation:

Download and install Adobe Acrobat reader free of charge.
You should have access to an Internet connection.
Download and install Examplify as described in the next paragraphs.

Take a Mock Exam before your first scheduled exam to test the performance of your computer,
internet signal, and Examplify, as well as to familiarize yourself with Examplify features.

Prepare your desk, computer, stationery, snacks, water, etc. and be seated to take your exam 20
minutes before the exam start time. Locate your desk at a spot where Internet/WiFi signal is
strong.

Download your Exams on Examplify one hour to 30 minutes before the scheduled start of the
exam.

Wait for the SAO Email containing the exam-sheet password. It is sent by 15 minutes before the
start of the exam. This password is different from your ExamSoft access password (e.g.
lawABCD (undergraduate students) or lawGRABCD (graduate students)). It is different for each
exam.

Examplify for Windows and Mac Version 2.5 is now available for download! You will be
required to update to the 2.5 version before exams.

The following steps will guide you through installing Examplify as well as downloading and taking an

exam.
1.

2.
3.
4.

Close down all software applications, leaving only the desktop.

Go to: http://www.examsoft.com/mcgill

Check Examplify Minimum System Requirements

Log In — Enter your 9 digit McGill Student ID Number and your assigned password. The password
is your current Term-Specific Exam Code (previously known as exam number) prefaced by the
lower case word law e.g. law#### (no spaces, no hyphens). If you are a graduate student your
exam code is GR-AAAA, and your password is lawGRAAAA. Midterm exam codes are numeric
and are used for midterm exams; final exam codes are alpha and are used for final exams.

Note: first year students will use final exam codes to identify December examinations.

1|Page



http://www.examsoft.com/mcgill
http://university.examsoft.com/h/i/329302026-examplify-minimum-system-requirements

Click LOGIN.
If you have forgotten your password, contact the SAO
**DO NOT CHANGE YOUR PASSWORD**
**DO NOT USE THE FORGOT USER ID/ PASSWORD MENU** ExamSoft does not have McGill
Law student email addresses; the email functionality is not enabled for our law school.

Exam Takers
MeGill 1D Password:

Login Do not use this functionality;

[ Remember Me / it is disabled for our Law
Lost Mc@ill 1D or Password?

[ videos & Support @ Info

5. From the 2" panel on the left, click DOWNLOAD

Install & Register Examplify
1 Click "Download"
2. Click "Run’ when prompied to Run or Save the fie
3. |f your browser does not prompt you to 'Run’ or 'Open’ the file, Click Save and run the file from the
ocation you saved it to.
*Note: Please make sure you have an active Internet conneciion when you run the file.

S ] o

The Faculty of Law, McGill University Examination Agreement will appear; read and
click | ACCEPT

Disclaimer e

Faculty of Law, McGill University - Examination Agreement

The Examination Agreement involves questions designed to confirm that students agree to the terms
of the laptop policy.

The following are the components of the Examination Agreement:

1. I recognize that the software in use during examinations is a 3rd party application, and that neither
MeGill University nor the Faculty of Law is responsible for its proper functioning.

2.1 confirm that I have read and understood the instructions provided on the ExamSoft website.

3. I confirm that the laptop I will use during exams meets the minimum requirements by the software
and that the laptop has access to the McGill wireless network.

4. I confirm that once [ have completed this agreement, [ will download and install "Examplify"
software. I will follow the tutorial and test the software in “real time” prior to use in an exam N.B.
During the testing of the software. students are strongly encouraged to leave the software open for
more than half an hour within the confines of their home (or wherever they plan to complete the
exam)

5. I confirm that I understand that non-compliance with numbers 1 through 5 of this agreement may
result in technical 1ssues which may result in the loss of time to complete the exam.

6. If the laptop [ am using fails during the exam,_ [ will alert the SAO right away and reach out to
ExamSoft help line for support.

7. I understand that, should it be necessary, ICS staff is available to trouble-shoot any difficulties
encountered with the approved software (a 31d party application). I will be asked to sign an IST
Customer Services-Computer Repair Waiver acknowledging that ICS staff will not be held
responsible for any theft. loss or damage (to hardware or software) occurring during the diagnosis or
repair of a personal computer or laptop, or for anv loss of data, regardless of when 1t was lost

8. T understand that if found in viclation of this Examination Agreement, I may be subject to
discinlinarv actions. ~]

9. For students using a MacBook Pro with Touch Bar: [ confirm that [ have disabled the Touch Bar
on my MacBook Pro before beginning an exammation.

If vou encounter any difficulties, contact the Student Affawrs Office.
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6. Once the file is downloaded to your computer, run the install file. The Examplify Setup Instant
Shild Wizard will appear and will guide you through the installation process.

Examplify - InstallShield Wizard

0 This setup will perform an upgrade of 'Examplify'. Do you want

to continue?

7. Examplify-InstallShield Wizard will prompt a restart.

Examplify - InstallShield Wizard

Update Complete

The InstaliShield Wizard has updated Examplify to version
2.5.0.

Your computer must be restarted. Please
save any open files and close all other
programs before continuing.

Click Finish to restart your computer and complete setup.

< Back Finish Canced

Launch Examplify from your desktop:

Mac
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1.

2.

Once Examplify is launched the Software License Agreement window appears, read the
agreement to the bottom. Select | Agree.

Software License Agreement

enforceable, and the remainder of the Agreement shall
remain in full force and effect.

13 PRIVACY:
ExamSoft’s collection, use, and disclosure of personal
data is described and governed by its Privacy Policy,
available at https:/learn.examsoft.com/privacy-policy.
Where such consent is permitted by applicable law, by
\_=/ Exa m pl |fy installing or using the SOFTWARE or by providing
ExamSoft any personal data in connection with your
egistration for and use of the SOFTWARE, you consent to
the terms of the Privacy Policy.

| Agree

Student can change the menu language from English to French, note that this will not change
the content of the exam. It can be found on the upper rig

7 Examplify

O X
@ 100% 15:09

Switch Account
(EN) ENGLISH -

Choose An Account

3. When prompted for Institution ID, type McGill and you will see “McGill University Faculty of Law

(mcgill)”, then Click Next.

Add New Account

McGill University Faculty of Law (mcgill)

\v=/ Exa m p | | fy Enter the Institution ID sent Y o find your

& Ba

nstitution
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4. On the Account details page, enter in the credentials you were provided, McGill ID and exam code.
Click SIGN IN to complete registration. You may now download exams.

Sign In

¥ Examplify

& Bac

EXAM WRITING:

e Under “My Exams” on the left-hand side of the screen, look for the name of the
exam you are taking and select it then click on it. Now, click “Download Exam” and
wait until the download is complete.

B Examplify — x
B 100% 11:47

& Examplify  student Mcgill-333111999 - MoG 1 Faculty of Law HOME MENU v NOTIFICATIONS

My Exams Mock_Remote_Examplify_002_Midterm_Fall_2020_SAO

Download this exam file o prepare for your exam. Only download exams to the computer you will use to take the exam
READY FOR DOWNLOAD

Mock_Remote_Examplify_002_Midterm_
Fall_2020_SAQ

Ready For Download
Download Exam

e

) Refresh Exam List ©1998-2020 ExamSoft Werldwide, Inc. All Rights Reserved Version2.4.0 Expiration 06/30/2019

5|Page



e Enter the exam password that was e-mailed to you bythe SAO 15 minutes before the
start of the exam. (Note: this password is case-sensitive and must be entered exactly
as shown). It is different from your ExamSoft/Examplify access password.

B Examplify x

01100% 11:50

& Examplify Student McGill-333111999 - McGil Faculty of Law HOME MENU v NOTIFICATIONS M

My Exams Mock_Remote_Examplify_002_Midterm_Fall_2020_SAQ

EXAM NUMBER
DOWNLOADED

Mock_Remote_Examplify_002_Midterm_

Fall_2020_SA0Q

Exam File Downloaded Please entar the exam password to start this exam.

EXAM PASSWORD

Remeove Exam Download

Exam Sattings

& A\ <

Nom-Secure WiFi Off Navigate
Exam Details Exam Tocls
Instructor - Spell Check OFF
Posting ID % 1905967 Copy & Paste OFF
Calculators OFF
£) Refresh Exam List ©1998-2020 ExamSoft Worldwide. Inc. All Rights Reserved Version2.4.0 Expiration 06/30/2019

: = i 11:50 AM
H L Type here to search = b @ ® pnpppn B

e The “Exam Controls” screen will appear, indicating that the exam includes an
attachment and instructions where it can be found under the drop-down menu,
“Exam Attachments”. This attachment is the exam question sheet as you will see
later. Click “Next”.

This exam has an attachment containing
useful or important information.

You can view the attachment at any time by
selecting Exam Controls, then selecting
Exam Attachments.
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e The screen, “Please wait until instructed to start” will appear. Please disregard this
statement to start your exam by clicking “Continue.”

Do Not Start Until Instructed

Do not click continue unless you have been
Instructed 1o start your exam

e Next, please check the box “I am authorized to start my exam,” at 09:30 for
morning exams or 14:30 for afternoon exams (not before please) then click “Start
Exam”.

Return To Waiting Start Exam

By clicking the Start Exam button, yeu will be
1f you have not been instructed to start your directed to your exam.
exam, please go back 1o the previous page.
@ ! om sutherized 1o start my exam
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& Examplify” Mock Remote_Fxamplify_002_Miditerm_Fall_2020_SAO | STUDENT MCGILL (333111 EXAM CONTROLS v TOOLKIT 3

FILTER >

~

O,

NOTE: Once you have entered the exam responses writing screen, you will have the
ability to “toggle” between your computer notes, the exam attachment, and your
response area.

Now, access the exam question sheet by clicking on “Exam Controls” on the “Exam
Controls” menu, then “Exam Attachments” on the drop-down menu.

.

1]
TOOLS QUESTION ATTACHMENT

Question 1 v FLAG QUESTION see

Question #1 attachment I

Please, open the exam question sheet by clicking "Exam Controls". In the drop
down menu, click on "Exam Attachments". A pop-up window will open. Click on
the Printer icon to open the question sheet in PDF format.

Essay Answer B 0/100000 characters

Arial ~ 12pt - B U [T X x
-

'
[
(1]
([}
£

r

iI= =

i=

CLOSE TOOLKIT

10F 1QUESTIONS ~ WVERSION 2wW.4.0 m

A post-it window of the exam will appear on your screen. Open the exam
questionnaire in your PDF reader by clicking on the “Print” icon.

The exam question sheet will appear in PDF format. It is advisable to save it in your
computer. Your access to Internet will be blocked once the exam sheet is
downloaded (i.e. effective this screen).

8|Page



FILTER >

A

©

TH Inxp115965012821148936XX.pdf - Adobe Reader - O x
File Edit View Window Help * ONTRO 00
open | & | AR R | Tools . Fill & Sign | Comment
Sign In TOOLS QUESTION ATTACHMENT
» Export PDF
McGILL UNIVERSITY - FACULTY OF LAW
EXAMINER INSTRUCTION FORM » Create PDF n #1 attachment
COURSE: Remote Examplify Mock Exam » Edit PDF i
SECTION: 001 TERM:  Winter .
EXAMINER: Professor paCombinaRoy
CO-EXAMINER:  Professor "
v Send Files i
DATE: August 2020 TIME: 14n30 SPrint
DURATION: 3 Hours
DEADLINE: Upload your exam-responses via Examplify by August at 17h30 Adobe Send %
WEIGHT: 5% of the total grade in the course Send and track large files online. s e
NATURE: AUGUST Deferred Final Exam MODE: One Sitting Send File: + Add File e
TYPE: REMOTE EXAMPLIFY - Open Book
B 1nxp115965012621148936XK...
CAUTION:

McGill Universify values academic integrity. Therefore, all students must understand the meaning and
consequences of cheating, plagiarism and other academic offences under the Code of Student Conduct and
Disciplinary Procedures.
You are nof alfowed to consulf or communicate with any other person during your examination, to edit overtime
on your i to obtain ized ir it g your inafion, fo fake an i
for another student, to divuige the contents of the examinafion questions to anyone after the examination, fo
incorparats in your responses material written by other persons, to copy word for word or in substance the
work of another without propery crediting the original author and work, fo submit work prepared in
collaboration with another examinee, andlor fo reveal fo a professor your ideniity in conneiion with an
ination which is graded anony
Remats Exampify examinations ars indvidual exercises and confidentiality of questions and answers must be
maintained. While writing the exam, students are nat aliowsd fo use cell phones, Emails, and any type of
verbal or writien communications with other examinees or any other persons, on the computer used io write
the or other ible io &

GENERAL INSTRUCTIONS:

You will have the ability to switch between your exam questionnaire, electronic notes stored on the
computer you use to write your examination, and your essay responses area in Examplify.
for starting the exam at the time

Your exam will be timed. You are above. You

1file /95 KB

Create Link

» Store Files

CLOSE TOOLKIT

e Please type your answers in the space provided. There is a timer at the top of your
screen. (Please note: It is your responsibility to start and end your exams on
time. Your exams must be uploaded by the exam end time and will not allow for a “late
start/end time”). All your answers must be typed in the white responses area. Make
sure to write the questions and/or parts numbers you are answering as headings
before typing your responses to each question and/or part.
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A Examplify

100% 12:008%

FE xamplify Mock_Remate_Examplify_002_Midterm_Fall_2020_SAO | STUDENT MCGILL (333111¢ XAM CONTROLS TOOL KIT E
FILTER > TOOLS QUESTION ATTACHMENT
~ Question 1 v FLAG QUESTION sss
. e " Question #1 attachment
Please, open the exam question sheet by clicking "Exam Controls". In the drop 1 pages
down menu, click on "Exam Atftachments". A pop-up window will open. Click on
the Printer icon to open the question sheet in PDF format.
Essay Answer [E 124 /100000 characters
e, UNIVERBTY - RASULTY S8 LaW
Arial ~ 12pt ~ B U J ¥ x E E =ZEE (Q = S—
EE =EE 6~
Question 1:
| am tping my answers here
Question 2 - Part a
All answers to all exam questions must be typed in this area only. aQ Q
v

CLOSE TOOLKIT

10F 1 QUESTIONS  VERSION 2W4.0 m

Once you finish the exam or the exam duration has expired, submit your exam by
clicking on “Exam Controls” then “Submit Exam.

W7 Examplify - 0O X

100% 12:058

& Exa mp\ ify Mock_Remote_Examplify_D02_Midterm_Fall_2020_SAO | STUDENT MCGILL (333111999), Ex; TOOL KIT i
FILTER » Exar Attachments o STION ATTACHMENT
~ Question 1 v FLAG QUESTION eoe
¢ Hide Exam
Please, open the exam guestion sheet by clicking "Exam Controls". In the drop b
down menu, click on "Exam Atftachments”. A pop-up window will open. Click on Submit E
the Printer icon to open the question sheet in PDF format. ubmit Egam
Essay Answer B 124 /100000 characters
MaSaL UNER STy FASULTY OF La
xasings nrauszn raa
Arial ~ 12pt - B U J ¥ x, E = =E 0O =
E i EE N ¢
Question 1
| am tping my answers here
Question 2 - Part a
All answers to all exam questions must be typed in this area only. 5% Q
v
CLOSE TOOLKIT
10F 1QUESTIONS ~ VERSION 21/4.0 m
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After that, you will be asked to confirm the completion of your exam. If you are
certain that you would like to submit your exam, check the box and click “Submit
Exam”. You will have the chance to go back to your exam and do any editing
ONLY if you finished your examination before the end of the exam duration.
However, if the exam time is over, you must click the checking box and “Submit
Exam” without any other choice.

Return To Exam Submit Exam

By clicking this button, you will be By submitting the exam, you will not be
directed back to the exam. able to return to the exam

1eusfirm that | hive completed my sxam

m

Please, be very patient here. It might take time to process this step where Examplify
is formatting your response file, re-connecting your computer to the Internet, and
uploading your answers.
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Please Wait

Preparing your answer file

Uploading answers

& Examplify

= When the exam upload is completed, you will receive the following confirmation
page. Do not close your computer or Examplify unless you receive this scree. Take
a screen shot of it and save the shot until your final grades are posted on Minerva.

0 16% 21:35

Exam: Mock_Remote_Examplify_002_Def_August_2020_SAOQ, Exam Taker: STUDENT MCGILL (202007015}, McGill ID: XPXP

Upload Complete

Your answer file has uploaded
successfully.

Mock_Remote_Examplify_...

Leave Feedback

Return to Dashboard

» Finally, click “Return to Dashboard”, then “Home Menu” followed by “Logout...”.
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