
Student Instructions for
Remote Proctored Exams

Make sure your computer can handle the demands of the exam4
software and computer camera running simultaneously. Opening
multiple windows or applications during the exam may slow down
your device or cause technical issues, especially on laptops with
limited memory or processing power. To avoid disruptions, close
any unnecessary programs. Staying aware of your system’s
capabilities will help ensure a smoother exam experience.

Note: this guide was based on the operation of a Mac computer. Exam4 should function
largely the same on a PC as on a Mac, but there might be slight variations on the display
and prompts.

Disable sleep mode on your computer.

Before you begin...

Run a network
connectivity check.

Have your GWorld card handy.

Make sure your camera is working.



Now... let’s begin!

Select “Prepare to start new
exam.” Click “next.”

Type in your exam ID. Your exam ID can be found in Exam Scheduler.
Select the applicable exam from the pull down menu. In this case,

“Practice Exam ON.” Then click “next.”



Verify that the information is
correct. Check the box to re-

confirm. Click “Ok.”

Read the instructions.
Click “Continue.”



Set a timer for the duration of
your exam. Please note that

setting the timer and alerts will
not shut down the program. It is

your responsibility to manage
your time and end your exam
after your assigned time has

elapsed. Click “Next.”

Read the Notice of
Instructions and Honor Code.

Click the check box in the
bottom right corner when

done. Then click “Next.”



Type in your exam
mode. Check the box
on the left to confirm

the exam mode entered
is as assigned for this

exam. Click “Next.”

Check the box to re-
confirm the exam mode.

Click “Ok.”



When you reach this screen,
WAIT. The exam questions will

not be available until your
scheduled start time. When

that time comes, click “Begin
Exam”. You will have a 10

minute grace period to take
the verification photos.

At this point, your camera
will activate. Click “Ok” to

allow it.



Grab your GWorld card. Hold
it up to the camera so it is

legible and within the
rectangle.

Click, “Take Photo.” Retake
the photo as needed, to
ensure it is clear and in

frame. 

Select “Clear view of your
face.” Center your face in
the oval and select “Take

Photo.” Retake if necessary.



Now that you’ve taken
both photos, select “Use

Photos.”

Your exam has now
begun. Take a moment to

read the instructions.

Select “Resources.” Click
“Open” to view the exam

question document.



The exam questions document
will open within the Exam4

window. Please note that you
may not download or screen

capture the exam. You can
click “Side by Side” to view the
exam questions and the word

processing area
simultaneously.  

This is what the side by side
view looks like. You can hide
the exam questions at any
time by selecting “Hide.”

Type you answers in the
main body of the program.

Click on the tool
bar in the upper

right.



To check your word count,
click “Show Document

Statistics.”

To re-open the exam
question document, click
“Show Exam Document.”

Click “Insert Answer
Separator” to create a divider

between your answers. 

Click the “Multiple Choice”
button to activate the

multiple choice feature.

When you are ready to
submit your exam, click

“End Exam” and then
“End Exam Now” in the

upper left corner.



Click “Submit Electronically.”
Note that you must be

connected to Wifi to submit
your exam.

Success! Your exam has been
submitted. When you are done
reading, check the box next to

“I understand.” Click “Ok.”

Close out of Exam4 by
clicking “End Exam4” and
then “End Exam4 Now.”

IF YOU RECEIVE A RED “ERROR
ON EXAM SUBMITTAL” message,

follow the guidance in the
dialogue box. You will be given a
10 minute grace period to log in

and submit your exam.


