£
=
s
<
%
6
o
S
=
=
o
A
s
<
%
a3

2
AL

| University at Buffalo
Y8 | School of Law



University at Buffalo

YR | school of Law

Registering Examplify

* 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.

¥ ExamSoft

SUNY Buffalo Law School

Exam Takers
UBIT Meme: T Password:

Login

[ Remember Me

Loet UBIT Mame or Passward?

El Videos & Suppor @' Info
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\'!'/ ExamSo’t‘ Examplify Hidtory Support

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.

| ——remmm—

Getting Started with Examplify

@ Check Your Minimum System Requirements

PC Users ==

Mac Users ==

@ Install & Register Examplify
1. Click "Download”

Run' when prompted to Run or Save the file
3. If your browser does not prompt you to ‘Run’ or ‘Open’ the file, Click Save and run the file from the
ocalion you saved it lo

*Note: Please make sure you have an active Internel connection when you run the hile

Examplify Registration Instructions =z

@ Setup Your Notifications
SMS/Text Messages

This feature will enable sending ExamSoft confirmation messages to your US cell phone using the

SMS/Text messaging option provided by your phone carrier. Carrier charges may apply

Cell Phone Number: @ Select Carmrier.. v Save

Email Notifications

The email address listed below is where Examplify notifications such as registration and upload

confirmations will be sent

Email: smokoncz(@buffalo.edu

10

© 2022 ExamSoft Worldwide LLC. All Rights Reserved. | Last Revision:
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Add New Account

When prompted, insert the
Institution ID: buffalolaw and click
"Next".

buffalolaw|

SUNY Buffalo Law School (buffalolaw)

above.

'
I
I
I
I
I
I
I
\ 4

On the following screen, using

the login ID and Password you Sign In
were provided, complete the ———
required fields then click “Sign e - _ __ |- 7

In”.

Username is your UBIT name, and o

the password is different from your
UBIT password

You will receive an email
confirming your registration. 11
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Navigating Examplify

& Examplify

HOME MENU v

NOTIFICATIONS M

® MyExams

/ Down
READY FOR DOWNLOAD

Mock4_MultChoice

oad this exam file to prepare for your exam, Only download exams to the computer you wi

use 1o take the exam

Multiple downleads available. You last upleaded this exam on 4/20/2022, 3:16:11 PM

Mock4_MultChoice
Ready For Download i
Last Uploaded On: 4/20/2022.3:16:11 PM

o |

Select the exam you

Mocka_MeltChoice_Essay
RadyForOowked % TNl \‘ .. want to take and click the
Mook pras. s - RN arrow next to the exam
Last Uploaded O 4 o OR
M Select the exam and click
Exams will be listed Download Exam
here when they are
ready to be
downloaded
If you do not see
your exam, use
R “ the “Refresh
/ Exam List”
\ 4
©) Refresh Exam List & 1998-2022 ExamSoft Worldwide LLC. All Right

12
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Navigating Examplify

& Examplify

01 100% 15:00

HOME MENU v NOTIFICATIONS _‘_

My Exams

DOWNLOADED

Mockd_MultChoice
Exam File Downleaded
Last Uploaded On: 4/20/2022, 3:16:11 PM

READY FOR DOWNLOAD

Mockd_MultChoice_Essay
Ready For Dewnioad
Last Uploaded On: 4/20/2022, 2:38:11 PM

Mock_Exam3_Essay
Ready For Download
Last Uploaded On: 4/20/2022, 3:54:52 PM

Click enter when you

are ready to begin

the exam.

O Refresh Exam List

Mock4_MultChoice
Last uploaded on 4/20/2022, 3:16:11 PM

UBIT NAME

Please press Start Exam to start this exam

7 Remove Exam Download

Exam Settings

& =

Non-Secure WiFi On

Exam Details
Instriictor Professor Habberfield

Pesting 1D # 1748757

©1998-2022 ExamSoft Worldwide LLCAll Rights Reserved.

Your 4-digit exam ID. This is

how we keep exams

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

_____ .
e d
-
Navigate
Exam Tools
Spell Check ON
Copy & Pasts on
Calculators (o]
Highlignting QFF
X

Exam setting will vary
based on Professor
~~e Preference. R&R will let you
know the security settings of
the exam prior to exam day.

911907

Version 280 Expiration 08/31/2022
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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.

@Exam Notice @Exam Notice

If you expenience technical difficulties while taking this exam, or have trouble uploading contact
¥ e 9 pl 9 1 affirm that | will not give or receive any unauthorized help on this exam and that all work will be my own.

1 will complete this exam in a fair, honest, respectful, responsibie, and trustworthy manner. This means that | will
complete the exam as If Ihe professor was walching my every action. I will act according [0 the professor's
instructions, and | will neither give nor receive any aid or assistance other than what is authonized. | know that
LawIT. the integniy of this exam and this ¢iass is up to me, and | pledge nol (o take any action thal would break the
trust of my classmates or professor, or undermine the faimess of this class.

Law Records Office: 716-645-2060

+ Zoom support meeting ID 958 4549 6130 https.//buffalo.zoom.us/j/95845496130

+ Telephone support line +1 646 558 8656 Meeting ID: 958 4549 6130

* Google Hangout Text — Monday-Friday / 9am-5pm Live Support: law. it live@gmail.com
+ SMS Text — Monday-Friday / 9am-5pm Live Support: 716-222-9905

ExamSoft Support:

866-429-8889

DO NOT CONTACT YOUR PROFESSOR!

Tech Support Information Honor Code
14
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Starting an Exam SN

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.

EXAM CONTROLS I
Exam Attachments o
Exam Notices o

Hide Exam

Submit Exam

This exam has an attachment containing useful or Do Not Start Untll Instructed

important information. Do not click continue unless you have been

instructed 10 star your exam

You can view the attachment at any time by selecting
Exam Controls, then selecting Exam Attachments.

Continue
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Starting an Exam

Return To Waiting Start Exam

By clicking the Start Exam button, you will be

If you have not been instructed to start your directed to your exam.
exam, please go back to the previous page.

| am authorized to start my exam.

Check the box stating you are authorized to
begin your exam and then click “Start Exam”
and you can begin! 16
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Viewing Exam Questions

To see your exam and the questions, click on Exam Controls:

B 100% 12:01

& Examplify Mock_Exam3_Essay EXAM CONTROLS v TOOLKIT #
Question1 ¥ FLAG QUESTION eee
~

: Please type the answer to Question 1 below.

Arial v 12pt ~  Formmat = ¥ Ih b & ~ K

Essay Answer B 0/100000 characters

10F 1 QUESTIONS  VERSION 2WE.0 m 1 7
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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.

" Examplify _ a %
0 100% 12:03
v=, Examplif\i Mock_Exam3_Essay TOOL KIT E
el Sxam Atiachments o
Question1 Vv FLAG QUESTION
~
O Please type the answer to Question 1 below. Exam Notices ()
Hid= m
Artal * 12pt ~* Formatw X h B & »~ R
Submit Exam
W

Essay Answer [B 0 /100000 characters

10F 1QUESTIONS  VERSION 2WED
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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.

" Examplif

E
0 100% 12:06
=4 ExampEify EXAM CONTROLS TOOL KIT E
ILTER 3 Exarn Attachments
Question1 V¥ FLAG QUESTION Bxam Attachments o
A
Please type the answer to Question 1 below. Exam Notices ( )
@ é @ Exam Attachment b4 (e Eiarn
Avial ~ 12pt = | Format~ 1] BEe®J View Highlizht Q @ [
£ ol - = Submit Exam
Mock Exam

For most take-out exams your exam guestions will appear here if you
do not receive a paper copy.

A

Essay Answer B 0 /100000 characters

10F 1QUESTIONS ~ VERSION 2W.8.0

_ N 19
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Printing/Saving Exam Questions*

- =

*For takeout exams ONLY g

=~a 2.Click on the gear shift at

4

1. Follow the steps for viewing your exam
questions. Slides 17-19.

é

@J Exam Attachment

1N B @@ 8 View

Highlight

Mock Exam

For most take-out exams your exam guestions will appear here if you
do not receive a paper copy.

& Print L

({ Dark mode

X
&

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

Exam Controls menu.
?

\ 4
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. -
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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.

8 100% 12:01

EXAM CONTROLS v TOOLKIT §

& Examplify Mock_Exam3_Essay

FILTER )
Question1 ¥ FLAG QUESTION

~

: Please type the answer to Question 1 below.

Arial - 12pt = Fomai= ¥ h B & ~ M

Essay Answer B 0/100000 characters 21
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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.

i 100% 15:51
4 Examplify Mock_Exam3_Essay EXAM CONTROLS v TOOLKIT &
FILTER »
Question1 v FLAG QUESTION
~

o Please type the answer to Question 1 below.

Arial ~  12pt >~ Fomat» 3 [ B & 2 H

This is where you will type the responses to all the essay questions.
Please label them acceordingly, for example:

1.) this is where you would write the response for questions 1

2.} this is where you would write the response for question 2

3.) this is where you would write the response for question 3

Essay Answer B 298 /100000 characters

10F 1 QUESTIONS  VERSION ZW.E0 Finish

22
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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.

100% 15:51
=4 Examplify Mock_Exam3_Essay EXAM CONTROLS TOOLKIT $
FILTER »
Question 1 V¥ FLAG QUESTION
~

o Please type the answer to Question 1 below.

Avial -~ 12pt ~ Formatr ¥ [h B & ~» H

This is where you will type the responses to all the essay questions.

Please label them accordingly, for example:
1.) this is where you would write the response for questions 1
2.} this is where you would write the response for question 2

3.) this is where you would write the response for question 3

Essay Answer [ 298 /100000 characters

10F 1 QUESTIONS  VERSION 2W.80

23
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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.

B 100% 15:01

4 Examplify Mock4 MultChoice EXAM CONTROLS v TOOLKIT &

Question1 ¥ FLAG QUESTION

@ Please select the answer to Question 1 below.

Answers A-E

N/ A Choice a ©
©,
= B Choiceb ©
x"'\‘
()
&\\_//
.-"r;‘\l C Choice ©
&/
D Choiced ©
E Choicee ©

10F 5 QUESTIONS  VERSION 2W20 “ 24
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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!

0 100% 15:03

¥ Examplify EXAM CONTROLS TOOLKIT 3

FILTER »
Question1 Vv FLAG QUESTION

I Please select the answer to Question 1 below.

Currently Selected : B

(/ \]
2
N A Choice a ©
(3 )
o [B Chaice b ( -
f’" \;
N
=
N C Choicec o
(=
2
D Choiced ©
E Choicee ©

10F5QUESTIONS  VERSION 2W.ED m 2 5
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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.

@l 100% 15:03

& Examplify Mock4_MultChoice EXAM CONTROLS v TOOLKIT &

FILTER >
Question1 FLAG QUESTION

I Please select the answer to Question 1 below.

Currently Selected : B

/-iyf) A o -
RO
e @B >
a o g:} C Choicec @
Click on the '/
numbers D Choced .
on the left
side of the B Chocee @
screen to
move to a
different S

question.
1 OF 5QUESTIONS  VERSION 2WE10

A
(2] /
Click “Next” to go to the next question® 6
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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.

@ 100% 15:08

¥ Examplify EXAM CONTROLS v ToOLKIT §

FILTER »
Question5 Vv FLAG QUESTION

I Please select the answer to Question 5 below.

Answers A-E

kf/‘} A Choice a ©
( ?j]
— B Choiceb ©
4 /}
@ C Choicec ©
D Choiced ©
E Choicee ©
% - -7 T su
A N
7/ ' .
50F SQUESTIONS  VERSION 2W.8.0 / Previous Finish
) ——
Note: you can navigate through questions but 27

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.

100% 13:27

& Examplify Mock4_MulChoice Essay EXAM CONTROLS TOOLKIT §

Question1 Vv FLAG QUESTION
Please select the answer to Question 1 below.
Answers A-E

A Choicea Q

Jolo}

o
w )

B Choiceb ®

S N

ZimN
(=)

C Choicec (5]

\6)

)

=
o

Choice d Q

;
| 08
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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.

 Examplify

1 100% 14:29

& Exa mplify Mock4_MultChoice_Essay EXAM CONTROLS TOOL KIT E

FILTER >
Question6 FLAG QUESTION

6 Please type the answer to Question 1 below.
f/_ ™~ Arial -~ 1zpt ~ fomatr M O B & ~ H
2 ]
. H Y /
1-5: Multiple S
. . S This is where you will type the responses to all the essay questions
Choice Questions AN
l\ Y, Please label them accordingly, for example:
o 8 this 1s where you would write the response for question 6
[\i} 7 ) this 1s where you would write the response for question 7 |
N
-0
-

{
6: ALL essay
responses would
be typed here.

Essay Answer B 237 /100000 characters

6 OF 6 QUESTIONS  VERSION 2W.28.0

29

Previous Finish
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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.

" Examplify — *
0 100% 14:29
4 Examplify sHanNON okoNCZAK (smokoncz) Mockd4_MultChoice_Fssay EXAM CONTROLS v TOOLKIT $
FILTER >
Question6 Vv FLAG QUESTION
~

o Please type the answer to Question 1 below.

N Arial ~  12pt v Formair ¥ O BB & ~ R
{2
N
e This is where you will type the responses to all the essay questions.
f “.
l\i/.' Please label them accordingly, for example:
N &.) this is where you would write the response for question 6
\
4 | : ; ;
s 7.) this is where you would write the response for question 7 |
N
\
(s)
b,

Essay Answer B 237 /100000 characters

6 OF 6 QUESTIONS  VERSION 2W.B10

Previous Finish

30
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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, “l confirm that | have completed my
exam” and then click Submit Exam. Raal

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 1o the exam.

~
> | confirm that | have completed my exam.

. W )

31
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You will see the screen below /F 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.

Upload Complete

Your exam file has uploaded
successfully.

Leave Feedback
Return to Dashboard

32
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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.

~ Examplify - g 4

0 100% 11:28

& Examplify a EXAM CONTROLS  + TOOLKIT §

FILTER >
Question 1 ¥ FLAG QUESTION
~

n Please type the answer to Question 1 below.

Arial - 12pt ~ |  Fomaiv 3 [h B & » K

This is where you will type the responses to all the essay question.
Please label them accordingly, for example:
1.} this is where you would write the response for question 1

2.) this is where you would write the response for question 2

10OF 1QUESTIONS °F

v
6&'«& B 237 /100000 characters 33
1
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To view a breakdown of your character count and word count click on the
paper icon next to “Essay Answer”

 Examplify

B 100% 1128
& Examplify  SHANNON OKONCZAK (smokoncz)

Mock_Exam3_Essay

EXAM CONTROLS v TOOLKIT 2
AR >
Question1 FLAG QUESTION e
~
I Please type the answer to Question 1 below.
Arial > 12pt Format ~ X Db & ~ KW A
This is where you will type the responses to all the essay question

Please label them accordingly, for example:
1.) this 1s where you would wnite the response for question 1

2 ) this is where you would write the response for question 2

v
Essay Answer B 237 /100000 characters
10F 1QUESTIONS  VERSICN 2w 80 \
N\

Essay Answ 7 /100000 characters

34
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9000000000000 00000000000000000000000000000000090090000000000 0000000000000

Once you click the paper icon a window will come up showing your words and
characters.

0 100% 11:4
& Examplify  sHANNON 0KONCZAK (smokoncz) Mock Exam3 Essay EXAM CONTROLS v TooLKIT $
FILTER )
Question 1V FLAG QUESTION
~

I Please type the answer to Question 1 below.

Arial - 12pt ~ | Fomat~ 3 O B & ~ | H

This is where you will type the responses to all the essay question.
Please label them accordingly, for example
1.) this is where you would write the response for question 1

2.) this is where you would write the response for question 2

w/o
words chars spaces

This Essay 43 237 194

Selection 0 0 0

Essa A B 237 /100000 characters

1 OF 1 QUESTIONS

EEN s
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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.

" Examplify - X
0 100% 11:56)
r—4 Examp[ify SHANNON OKONCZAK (smokoncz) Mock Exam3_Essay EXAM CONTROLS v TOOL KIT E
FILTER >
Question1 Vv FLAG QUESTION
Fal

n Please type the answer to Question 1 below.

Arial ~ dzpt ~ Fomatr ¥ O B & 2 H

This is where you will type the responses to all the essay question.
Please label them accordingly, for example:
kB Ithis is where you would wrile the response for question 1 <

~

2.) this is where you would write the response for question 2

~
N
N
\
\
\
\
\
|
|
1
/
/
/i
word h s paM:e: p: /
7
”

Essay Answef S 237 /100000 characters

1 0F 71 QUESTIONS  WERSION 2W8.0

3
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Changing your ExamSoft Password

» Go to https://www?2012.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

Update account information and set up text messaging alers.

37
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My Account Settings

Update Account Information

UBIT Mame: I SMS:
Exam 1D Number [ Instituticn SUNY Buffalo Law Schoal
Last Mame: [ ] Regstration Date:
Flrsl Name: I Registation not current. Download and
Commerits: ) =
register the iztest copy of Examplify.
Emtl |
Examplify Version:
- lew Pa 1
e D New Password @ Riadisralion #
/
/ Verily Password:
/
I
\
» Update Information
Put in your new ;4
password here. SMS/Text Messages /
/
This feature will enable sending confirmation messages from ExamSoft to '_.'uur/US cell phone using the SMSMext messaging oplicn provided by your phone carrer.
. . Carrier charges may appiy.
Note: Our office can 5 -
Cell Phone Number: Select Camrier_ w || Sayd Settings
see these so please * i
/
keep them /
; /
appropriate. ©

/

// Click Update Information when
finished.

38
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Useful Links:

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

 Exam Policies: hitps://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

39



