
EXAM DAY PRE‐EXAM CHECKLIST 
 
 Bring your laptop’s power cord, and verify it is securely connected to your laptop and the 

power indicator light shows that your laptop is receiving power.  

 Arrive in exam room 30 minutes prior to exam to open your Examplify exam file to the 
starting screen. 

 Verify that the date and time are correct on your laptop. 

 Remove CDs\DVDs and flash drives. 

 A Laptop Exam Assistant will be in laptop exam rooms. He or she will give you a paper 
bluebook during the exam if you need one. You must be ready to handwrite all or a portion 
of your exam if necessary. You will not receive extra time for laptop problems. 

 Bring a sticky note with your SMU ID number, exam PIN number, ExamSoft password, 
and your Windows/Mac  account password on it—in the event you need assistance 

 Your exam PIN number is automatically entered in the exam ID blank when opening 
a Examplify exam answer file template—DO NOT CHANGE IT! 

 We highly recommend that students disable anti-virus, anti-spyware and your firewall 
before starting Examplify.  We also recommend disabling applications that open 
automatically during your computer’s startup.  If you forget to disable these and start 
Examplify, DO NOT attempt to stop Examplify from starting, or you will have to 
handwrite your exam. 

 Remember to re-enable your anti-virus and anti-spyware software and firewall after 
the Examplify exam. 

 Launch Examplify.  Select your Exam File and type the Exam Password written by the 
laptop exam assistant on the whiteboard and click “Start.”   

 Note:  The exam information will be automatically entered for you after selecting 
your Exam File.  DO NOT change the number in the “ID (Exam ID)” blank (this is 
YOUR unique Exam PIN number that identifies you, and it is correct). 

 After Examplify starts, it will be in Secure Mode. Remain at the Examplify screen with the 
four capital letters until the professor, proctor or assigned staff member begins the exam. 

 Your computer will not restart when starting the Examplify exam or when exiting 
Examplify. 

 When instructed to start your exam, type the capital letters in the four blanks and click the 
Start button. 

 If you encounter any computer related problems during the exam, let the Laptop Exam 
Assistant know immediately. If the problems are not resolved quickly, it is your 
responsibility to obtain a paper bluebook and handwrite your exam. 


