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Extegrity Exam4 User Guide 
Getting Started 

The first time you open Exam4 it will recommend that you take a practice exam. It is 
recommended and expected that you do this well before your first exam in order to 
familiarize yourself with the new software and to ensure you don’t have any 
problems with software conflicts or violations.  Take your practice exam in CLOSED 
mode. The account you log into your machine with, has to be an administrator for 
Exam4 to function correctly! 

The reminder screen at launch will be removed after you take a practice exam. 

On this screen, simply click OK after you have read about the Security Check and 
practice exam information. 

Step 1 – Start or Save: On the next screen, you will want to choose “Prepare to start new exam”.  
If you need to upload a previous exam, save another encrypted copy, or view your 
exam submittal receipt, then you can “Select existing exam”. You will not be able to 
view or edit any previous Closed or Open mode exams. 

It is a good idea to run the network connection check at this point as well. To do so, 
ensure you are connected online and click the “Check network connection” button 
near the top of this screen. It will run a quick check and verify connectivity.  

In most cases, you may simply select Next > on this screen. 

Step 2a – Exam ID; Course: The following screen is for your Exam ID and Course information. Carefully type your 
4-digit Exam ID number into the 2 boxes provided.

Then choose your course from both lists. If you are taking a practice exam, please 
select Practice Exam. If you are taking an actual exam, please choose the course you 
are taking the exam for. 

You may take as many practice exams as you wish. 

Once you have verified your Exam ID and course, click Next > 

Step 2b – Reconfirm Info: Double-check your Exam ID and Course and check the box to re-confirm. 

Click OK. 
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Step 3 – Font Size/Customize: On the next screen you can set the font size, text color and contrast. All of the things 
on this screen are completely optional for your exams. The timer option has been 
disabled due to an inordinate amount of problems. The official start, stop, and 
reminder times are given from your proctor. 

The font size is on-screen display only. (All tests print in a standard font and size.) 
For legibility, you may select the Large font option and/or a different color contrast. 

In most cases, you can simply click Next > on this screen. 

Step 4 – Notice of Instructions: On the next screen, agree to the terms of the Honor Code. This is very important for 
the integrity of the exam process. 

The Security Check Violation Help box should be left blank unless you receive an 
error. If you get an error code, please see the Troubleshooting section below. If you 
cannot resolve the problem, please come to the Technology Office in IH235F. 

Please read the Crash Recovery Procedure as well. If your computer crashes during 
the exam, find a proctor immediately. DO NOT turn off or restart the computer until 
an IT staff member instructs you to do so.  

Once you have read that information, check the “Got It?” box and click Next > 
Step 5a – Exam Mode: The next screen is to choose your exam mode. You must type the mode: Closed, 

Open, Open + Network, or TakeHome in the box provided near the upper right of the 
gray-shaded area.  

• For in-class exams your proctor will tell you the appropriate Exam Mode to
use for the specific course.

• In TakeHome mode, you have full access to data on your computer as well as
the Internet. Copy/paste from other programs is only possible with
TakeHome mode. You may also exit and reenter your exam.

Step 5b – Exam Mode Warning Double-check your selected mode. Your proctor will provide this information to you. 
If you’re unsure, ask the proctor. 

Again, if you’re taking a Practice Exam, use Closed mode. 

Check the box to re-confirm your mode and click OK 
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Step 6 – Verification of 
Information: 

This final screen before you enter the exam interface is to verify all the 
information you provided during the set up. Please double-check your Exam ID and 
Course information as they are crucial to the success of the exam process. 

If something is incorrect, use the < Back button to correct that information. 

This is the screen you should be on before you receive your exam packet from the 
proctor. If your exam is a TakeHome, then wait on this screen while you retrieve 
your questions from the Exam4 website.

Once your proctor has instructed you to begin, then you click the  Begin Exam 
button. 
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Within the Exam4 Environment 
 Before Exam4 starts, it will run a security check every time. This is normal. The first

time through, it can take anywhere from 10 seconds to a few minutes depending on
your system and the number of files on your computer. Subsequent scans are quicker,
and generally take less than 30 seconds to complete. If you get an error after the scan,
jot down the error number. You can review solutions to the problem with the Security
Violation Help mentioned in Step 4 above. For more help, please see the
Troubleshooting section below.

Once you are in the Exam4 environment, you will have a large white area (see below) to type the answers to your exam 
as well as a long black area on the right. At the top there is a menu bar with some extra options including Spell Check 
and Special Characters (under Tools). 

SEE BELOW FOR MULTIPLE CHOICE QUESTIONS
Start typing the answer to your first exam question under the “Answer-to-Question_1_” text. Once question 1 is 
complete, you should go to Tools > Insert Answer Separation and type a 2 (etc.) in the blank. This is especially important 
if you have a word limit per question. The word count will be sorted by Answer. 

To see a running word, line, and character count, you can select Tools > Show Document Statistics. This will open a small 
window in the black area on the right side with a live total of words, lines, and characters per question as well as a total 
word count. We recommend leaving this off during your exam and turning it on as needed. For spell check, go to Tools > 
Check Spelling. It does not put the red, wavy line underneath like Word does. It is recommended you only check spelling 
once you complete your exam and have time left. 
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Under the Format menu, you have the standard Bold, Italic, and Underline as well as Left, Center, and Right justification. 
From this menu you can also insert Special Characters such as © ¶ §, etc. 

Your exam is automatically saved every 10 seconds. A full backup of your entire exam progress is backed up every 120 
seconds. This is indicated by the green meter in the top of the black area under the clock. Each small green bar is an 
incremental backup, and once it turns bright green, then a full backup is made. If you still wish to save your progress, 
you may make an extra backup at any time. Go to Save > Extra Backup Now, and an exact copy of your exam will be 
backed up again. If you are used to hitting Ctrl+S while typing, this works for the extra backup as well. 

Under the Edit menu, there are the standard Cut (Ctrl+X), Copy (Ctrl+C), Paste options (Ctrl+V). You can only copy / 
paste text WITHIN the current exam for exam modes: open, open network and closed. There is also an Undo (Ctrl+Z) 
and Redo (Ctrl+Y) option under Edit as well. 

When you are finished typing your exam, go to End Exam > End Exam Now. This will prompt you to confirm you are 
done with your exam. Check the Confirm box and click OK, end exam. This will finalize your exam for you.  

A Save Options window will appear with a variety of choices. Unless you are taking a Take Home, you will always select 
Submit Electronically. You may connect with the wired Ethernet cable (recommended) or wireless connection. You 
should have tested your connection before taking the exam as described in the Getting Started section above. If for 
some reason, your exam will not submit electronically, notify your proctor. 

 If you are having problems submitting your [practice] exam, please see the
Troubleshooting section below.

Once you have submitted your exam, it will give you a green confirmation receipt. This receipt is kept on your hard drive 
as proof of your submission. Check the “I understand” box and click OK.  

After that click the Close button and then go to File and Save Options from the Exam4 menu and select Exit. Check the 
“I’m sure” box and then the Exit Exam4 button. This will take you back to your desktop for normal computer operation. 



6  Last Updated on Monday, October 17, 2022

Multiple Choice Questions
Not all exams will have a multiple choice component.
Once you have begun your exam click Multiple Choice from the top of your screen.

• The multiple choice questions for your exam will be in the packet provided by the proctor.
Unless specifically instructed, you will NOT need a Document ID to Fetch your questions.

• Once you have answered your first question clicking the Next button will take you to the next question.
• Once you have completed your answers click the hide button.
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Troubleshooting / Error Codes 
Problems Submitting your exam electronically (Error 12: No Network) 
In most cases, the best option is to wait a full minute or two and try again. Return your exam materials to the proctor, 
gather your books and belongings, and then come back and try again. In Closed and Open Laptop modes, you are 
intentionally blocked from Internet and network access so it may take a couple minutes to reconnect. If you are still 
having issues, you can press the Window logo key and connect to the internet using your normal procedure and then try 
again. If you’re using the wireless, ensure you are connected to Eduroam or IU Secure and not IU Guest. You will not be 
able to submit your exam while connected to IU Guest.  On a Mac, you can go to the AirPort "Tornado" at the top and 
verify you are on Eduroam or IU Secure and then try again. If you are still having a problem submitting, please notify your 
proctor and they will instruct you on what to do next. 

Tab is your friend. 
If your cursor disappears for some reason, pressing the Tab key will bring it back. In some cases, try Alt+Tab as well. 
 Error Codes

If you receive an error code immediately after the security check, jot the number down, and exit the software. Open 
Exam4 again and fill-in information until ‘Step 4 – Notice of Instructions’. Enter the error code in the Violation number 
box and click Help. A Security Helper window will appear and give a brief explanation of the violation. 

Within that window may be an Exam4 Security Tool button. Click on that to scan your computer for specific problems. 
Click on the “Secure my computer so I can use Exam4” button. It will run a scan of your computer for specific violations 
related the error code you entered. The tool will disable those programs for you. Once you are done with all exams for 
the semester, you can return to this tool and restore the programs for use again. To do so, click the “Restore my 
computer, I have taken all my exams” button. 

If you are still having difficulty with Exam4, please stop by the technology office in IH135B any time Monday through 
Friday between 8:00 am through 8:00 pm during the exam period. You may also call during those hours at (317) 27-
ITNOW or (317) 274-8669. Exam4 technology support is available 24/7 through http://www.exam4.com/support/.  

http://www.exam4.com/support/
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