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ExamSoft and Examplify

EXAM 
SOFTWARE
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• Go to https://ei.examsoft.com/GKWeb/login/buffalolaw

• Login under the “Exam Takers” section and enter your UBIT name and password (see image 
below). 

• This password will be different than your UBIT password.  You should receive an email from 
ExamSoft with your username and password, if you cannot find your password, please 
contact Records & Registration. 

• You do not need to put @buffalo.edu after your name to login
• See Slides 37-38 for information about changing your password. 

Registering Examplify
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Download Examplify
• Click on Examplify tab at the top of 

the page that populates after logging 
in

• Check your system requirements 

• Click Download 

• Examplify software will begin 
installing on your computer

• After installation, launch Examplify
and you will be prompted to register.

• Search your downloads or 
computer if you have any trouble 
finding the program after it has 
been downloaded. 
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When prompted, insert the 
Institution ID: buffalolaw and click 
"Next". 

On the following screen, using 
the login ID and Password you 
were provided, complete the 
required fields then click “Sign 
In”.
Username is your UBIT name, and 
the password is different from your 
UBIT password

You will receive an email 
confirming your registration. 
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Exams will be listed 
here when they are 

ready to be 
downloaded 

Select the exam you 
want to take and click the 
arrow next to the exam 

OR 
Select the exam and click 

Download Exam 

If you do not see 
your exam, use 

the “Refresh 
Exam List” 

Navigating Examplify
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Your 4-digit exam ID. This is 
how we keep exams 

anonymous. You will get a 
new one each academic year. 

Click enter when you 
are ready to begin 

the exam. Exam setting will vary 
based on Professor 

preference. R&R will let you 
know the security settings of 
the exam prior to exam day. 

Navigating Examplify



‘-

1414

Starting an Exam
Click “Enter” when you are ready to begin your exam. After clicking enter the following notices 
will appear; click next to navigate through each notice. 

Honor CodeTech Support Information

1 2
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Starting an Exam
If your exam has an attachment, this window 
will appear showing you how to access the 
attachment and view the exam notices 
(shown on slides 17-19) after beginning your 
exam. 

4

3
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Starting an Exam

5

Check the box stating you are authorized to 
begin your exam and then click “Start Exam” 
and you can begin! 
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Viewing Exam Questions 
To see your exam and the questions, click on Exam Controls: 
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A drop down will come up once you click on Exam Controls. Click on 
Exam Attachements to view your exam questions. 
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A window will pop up showing your exam questions. This window can be resized and 
opened and closed as often as you need. 

If your exam is in person/classroom based, you will be given a hard copy of the exam 
questions, however, you can still view the questions via the exam attachment. 
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Printing/Saving Exam Questions*
*For takeout exams ONLY 2. Click on the gear shift at 

the top of the window that 
comes up after you click on 
Exam Attachment from the 
Exam Controls menu. 

3. This will pull up the 
option to print.  When you 
click print, your exam 
questions will be 
converted to a PDF and 
opened in a separate 
window. From there you 
can print the questions 
our or save them to your 
computer. 

1. Follow the steps for viewing your exam 
questions. Slides 17-19. 
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Taking an Essay Exam 
Below is a screen shot of what you will see when taking an essay exam. It will show that there is only 
one question in the exam. You will answer all the essay questions in one place. The software will show 
that there is only one (1) question in the exam regardless of how many essay questions are in your 
exam. You will answer all the essay questions in one place. Answers are saved every 10 minutes on 
your computer’s hard drive. 
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For example, your exam contains 3 essay questions. You would type the 
responses to all 3 essay questions in the box for question 1. See example below. 
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When you have completed the exam and are ready to submit it, click on the 
Finish button. Follow the steps for Submitting your Exam, slides 31-32. 
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Taking a Multiple Choice Exam 
Multiple choice exams will be answered directly in Examplify. Questions will be 
preloaded in the software so that you can view the questions and answer 
choices directly in the software. An example of what you would see is below. 
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Click the answer you think is the correct answer, make sure that you see the check mark 
next to the answer. 

For example, in the screen shot below if the answer to question 1 is choice B, select B. You 
will see a check mark saying you have selected choice B. Make sure you see a check 
mark! 
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Using one of the two options shown below, you can skip around between questions and 
move through the exam however you choose. Answers are saved every 10 minutes on 
your computer’s hard drive. 

Click “Next” to go to the next question. 

Click on the 
numbers 
on the left 
side of the 
screen to 
move to a 
different 
question. 

1

2
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Once you have finished answering all the questions and are ready to turn in your 
exam, click on the finish bottom. The finish button will only show on the last 
question of your exam. Follow the steps for submitting your exam, slides 31-32. 

Note: you can navigate through questions but 
using the previous button as well! 
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Taking a Multiple Choice and Essay Exam
Multiple Choice questions will always appear first, followed by your essay being the last question. 

Below is an example of what you would see when taking a multiple choice and essay exam.

Example, you have an exam that consists of 7 questions TOTAL; 5 multiple choice questions and 2 
essay questions. Examplify will show that there are a total of 6 questions, see image below. 
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Using the example of the 7-question exam, questions 1-5, will be your multiple choice questions. Follow the 
steps for answering multiple choice questions, slides 24-27. 

Question 6 in Examplify is where you will type your essay response. Continuing with the example of a 7-
question exam, the last two questions (questions 6 and 7) would be your essay responses. The answers to 
both questions 6 and 7 would be answered in the number 6 question spot. You will separate your answers 
by numbers, please see the example below. 

1-5: Multiple 
Choice Questions

6: ALL essay 
responses would 
be typed here. 
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When you have completed the exam and are ready to submit it, click on the 
Finish button. The finish button will show on the very last question of your 
exam. Follow the steps for submitting your exam, slides 31-32. 
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Submitting your Exam  
You will follow these directions for all types of exams. 

Once you have clicked finish, the following screen will show up. Click the 
box next to the statement saying, “I confirm that I have completed my 
exam” and then click Submit Exam. 
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You will see the screen below IF your exam has uploaded correctly. If you do 
not see the green Upload Complete screen, make sure you are connected to 
WiFi. 

If not, please contact Records and Registration or Law IT to troubleshoot.
Once the exam has uploaded, click on Return to Dashboard to exit the exam. 

You should also receive an email from Examplify stating that your exam has 
been uploaded.
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Viewing the Word/Character Count of your Essay Exam
As you are typing your answers you will see at the bottom of the screen a 
character count, circled below. This is where you will see your character count 
for your entire essay response. 
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To view a breakdown of your character count and word count click on the 
paper icon next to “Essay Answer” 
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Once you click the paper icon a window will come up showing your words and 
characters. 
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To view the word count for a specific question or section, simply highlight the 
question/section, then click on the paper icon, and in the window that pops up, 
look at the “Selection” row to see the word and character count for that selection. 
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• Go to https://www2012.examsoft.com/ui/examtaker/et_softest.aspx

• Login using your UBIT name, and the generated password provided 

• Once logged in hover on your name in the upper right-hand corner and 
click My Account 

Changing your ExamSoft Password
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Put in your new 
password here. 

Note: Our office can 
see these so please 

keep them 
appropriate. 

Click Update Information when 
finished. 



‘-

39

• Download Examplify: https://ei.examsoft.com/GKWeb/login/buffalolaw

• Exam Policies: https://www.law.buffalo.edu/registrar/exam-policies-
procedures/policies-proceedures.html

• Law IT Zoom: https://buffalo.zoom.us/j/95845496130 or by phone +1 
646 558 8656 (use code: 958 4549 6130)

• Examplify FAQ: https://www.law.buffalo.edu/registrar/exam-policies-
procedures/taking-exams/examplify-information.html

• Accessibility Resources: 
https://www.law.buffalo.edu/current/accessibility.html

• Records & Registration page: https://www.law.buffalo.edu/registrar.html

Useful Links: 


