Guide to using the Online Exam/Paper Management System
Thank you for taking the time to familiarize yourself with the Online Exam/Paper Management System.  Through this online system you will be able to upload your papers and in-class exams as well as upload and download your take-home exams.  
Please see below for the appropriate section.  
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Logging onto the Online Paper/Exam Management System
In order to download or submit any of your papers or exams, you must first log into the system.

To do so, please visit https://www.law.georgetown.edu/exams/.  You will need to enter your Net ID and GOCard number.

Please note: Before beginning your exam, be sure that you have downloaded the Exam Template from the Registrar’s Office website (https://www.law.georgetown.edu/registrar/templates.htm). 
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Exam/Paper Management System - Authenticate

Plesse enter your NetID and UID/GOCard number below. Pleass note that we are ssking for this information in order to ensure
the integrity and confidentislity of the evalustion system. Any personally identifisble information is removed from your
evaluation responses.

The username is the NetID, that is, the part of your email address ta the Ieft of @law.georgetawn edu. Your UID is the 3-digit
number located on the front of your GOCard, and usually starts with 8 or 9
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After you login, you will see the Welcome Page.  
· Click the “Enter the Online Exam/Management System” link to see a list of your current courses.
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From here you will be able to upload and download your take-home exam as well as submit your papers and in-class exams.

In-Class Exam Submission Instructions
After the exam video plays, the proctor will ask you to line up with your GOCard to receive your printed exam, and will then instruct you to check into your exam online.
1. On the Home page, find the exam you are taking today and click “Check In”
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2. Confirm you have selected the correct course, and click “Check In”
The proctor will keep the official time for the exam.  
Checking into an in-class exam does NOT start your time.

3. Close your Web browser and wait for the proctor to signal when you can begin work
Type your exam using Word in the exam template provided by the Registrar.
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Begin Exam - Confirmation Page

Welcome, Exam/Paper Management for Summer 2009.

PLEASE READ THE INFORMATION BELOW CAREFULLY BEFORE PROCEEDING:
» You are about to check into

> Scheduled start time is Jul 14 ‘\

» The exam has 2 scheduled duration time of 2 hours. Verify course name

Please click the button below to check into this exam. The exam proctor wil signal when it is time for you to start.

- <— 2. Click Check In
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Removing Personal Identifying information
You must remove personal identifying information from your exam document.  Failure to remove any personal identifying information is an exam violation which will be referred to the Ethics Counsel.  Instructions for removing this information from Microsoft Word 2010 and older versions are given below.  Students who use any other word processing software are responsible for determining how to remove this personal identifying information through his/her word processing software. Exams must be submitted in either Word (.doc or .pdf format).

Take these steps to insure no personal identifying information is included in your document:

	Word 2010
1. Click on File ribbon, click on the Info tab, click Prepare for Sharing/Check for issues and select Inspect Document. A Document Inspector window will open.
2. Click Inspect.
3. Click Remove All in the section for Document Properties and Personal Information. DO NOT click Remove All next to Header, Footer, and Watermarks. Then Close.
4. Click the SAVE button, saving your exam to your hard drive.
5. Close the exam document.

	Word 2007
1. Click on the Microsoft Office Button, click on the Prepare menu, and select Inspect Document. A Document Inspector window will open.
2. Click Inspect.
3. Click Remove All in the section for Document Properties and Personal Information.  DO NOT click Remove All next to Header, Footer, and Watermarks. Then Close.
4. Click the SAVE button, saving your exam to your hard drive.
5. Close the exam document.

	Mac Word
1. From the Word menu, select Preferences.
2. Click on the Security icon.
3. Under Privacy options, ensure that Remove personal information from this file on save is checked, then click OK.
4. Click the SAVE button, saving your exam to your hard drive.
5. Close the exam document.

	Word 2003 and Older
1. From the Tools menu, select Options.
2. Click on the Security tab, and ensure that Remove personal information from file properties on Save is checked then click OK. 
3. Click the SAVE button, saving your exam to your hard drive.
4. Close the exam document.


Uploading your In-Class exam
When the proctor calls time, or if you finish early:
1. Save and close your document

2. Open your Web browser and go to:
http://www.law.georgetown.edu/exams/
The system may ask you to log in again with your NetID and GOCard number.

3. Find the exam you are checked into and click the link.
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Verify that you have selected the correct course.

4. Click “Browse…” and attach your exam.
A window will open, letting you find the file on your computer.

If your assignment requires you to submit more than one document, you can use the additional lines to do so.
5. Click “Submit Final Exam Files”
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Submit Exam Files

Welcome, Exam/Paper Management for Summer 2009.

PLEASE READ THE INFORMATION BELOW CAREFULLY BELOW PROCEEDING:
» You are about to submit

(- sroressiona responsisrurry
+ Scheduled start time is 3 -

» The exam has 2 scheduled duration time of 2 hours. Verify course name

» You started this exam on Jul 14 at 03:19 PM EST.

FINAL EXAM SUBMISSION INSTRUCTIONS:

» Save and close your exam document.

» Click on the "Browse" button to browse for the exam document you would like to submit and select the file you want to
Upload. If your exam requires more than one document to be submitted, repeat this step for each file.

» Once you have selected all of the files you are submitting, please click on "Submit Final Exam Files button.
» Depending on the size of the final exam files you are uploading, it can take p to a 10-15 minutes to upload the content to

the Registrar Offce. Please be patient.
<« 4. Click Browse.

5. Click Submit Final
B — Exam Files

» Note: once you press the button your exam file(s) wilfB8 uploaded and your final exam will be considered
submitted. You will not be able bmission.

SubritFiel Exar Fies

[
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When the file upload is complete, you will see the message “Your exam was submitted successfully.”

6. Write the Exam Confirmation Code on the front page of your exam questions and hand them in to the proctor.

You can find this code again on the Home page if you accidentally close the window.
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Welcome, Exam/Paper Management for Summer 2009.

YOUR EXAM WAS SUBMITTED SUCCESSFULLY.
Please note and write down the exam confirmation code shown below.

Exam Confirmation Code: HG841C
Return to the main Exam/Paper Management page.
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Take-Home Exam Instructions
After logging into the Online Exam/Paper Management System, you will see a list of your current courses with your Exam Number and the dates and times of your upcoming exams and paper due dates.  
(Note:  A course that has a midterm that has not yet been completed will only show the midterm and not the final exam; once the midterm is completed, the course will show the final exam.)  
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Last Server Time: 10/14/10 at 05:07 PM EDT

Welcome, Logout
Term Professor Exam Type Exam Status
Intro to Transfer Pricing: (LAWG-883-10) Final Exam Number: 12345
FAL2010 Magee, John 8. i) NOT-STARTED
Sharon, Craig A.
Stark, Sanford W. (req)

SRT. 12/09/10 at 06:00 PM EST
0.00 hour exam

Tax of Debt Instmnts and Sec Trn: (LAWG-980-10)  Final Exam Number: 12345

FAL-2010 Beeman, Ray. ] Take-home exam dates
Keinan, Yoram have not been set.

Tax Treaties: Interp and Applica: (LAWG-897-08)  Midterm Exam Number: 54321

FAL-2010 Fleeman, M. G. el NOT-STARTED

(reg)
SRT. 10/30/10 at 02:30 PM EDT
2.50 hour exam

US Income Tax: Pol

ies and Prac: (LAWG-763-10) Midterm Exam Number: 54321

FAL-2010 Cohen, Stephen B. ] CHECK-IN

(reg) 7.00 hour exam
SRT. 10/13/10 at 09:00 AM EDT
END. 10/16/10 at 05:00 PM EDT





Above, you can see that the “US Income Tax” midterm is available to download because of its active hyperlink.  To check-in to this exam, click on the link (note that both the “SRT” and “END” lines are part of the same link – you need not click on one or the other).  
Clicking on the “Check-In” link will NOT start the time for your exam.

Exam Instructions:  Before starting your exam, you may view the exam instructions by clicking on the “Check-In” link for your exam, and then clicking on the “Exam Instructions” link on the next screen.  
Viewing/downloading the exam instructions from the “Check-In” screen will NOT start the time for your exam.
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» You are about to start your US Income Tas

» This take-home exam must be started and submitted between 10/13/10 at 09:00 AM EDT and
10/16/10 at 05:00 PM EDT

» Your exam must be submitted within the 7 hour time limit or by the end of the submission window.
» Current server time is 10/14/10 at 05:12 PM EDT (ceload).

» Review the exam instructions.  “fgmm—

» Your time will begin once you dlick the "Start Exam” button below.

Policies and Prac take-home exam.





[image: image10.png]5402 Administrative Sanctions

[The Ethics Counsel may establish, in consultation with the Assaciate Deans, schedules of grade reductions and/ar
community servics for administrative violations other than late submission of take-home exams. Late submission of take-
home exams will be subject to the following penalty scale: Take home exams that are submitted from 6 to 15 minutes
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receive a two-step reduction (e.q.. from A to B+); exams submitted 31 to 45 minutes late will receive a three-step
reduction (e.a., from A to B); exams submitted 46 to 60 minutes late will receive a four-step reduction (e.q.
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instructor determines that the exam is entitled to a passing arade. Under this scale, there is a 5-minute arace
eriod, and the maximum reduction for any lste exam that receives a passing arads will be a D. There will be no
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starting your take-home exam online
1. After reviewing the exam instructions, go back to the Check-In screen and read the Honor Code (above).
2. Check the box that you have read and understood the Honor Code.  Please be aware that you will not be able to begin your exam until you have acknowledged that you have read the Honor Code and checked this box.

3. When you are ready to start the exam, click the “Start Exam” button at the bottom of the page.

NOTE:  Clicking on the “Start Exam” button WILL start the time for your exam.

After you click on the “Start Exam” button, you will be brought to a screen from which you can download and/or print the exam questions.  You should type your answers in the blank exam template. Save frequently to your hard drive!
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> Plesse follow the links below to download the exam questions for the US Income Tagoicies and Prac take-home exam:
> Exam questions (fle 1/1): taketomeQuestions 2010C76310.0a
> Your exam must be submited within the 7 hour time limit or by the end of the submission window.
> This take-home exam must be submitted before 10/15/10 at 12:21 AM EDT for it o be on time.
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The download screen (above) will display the last server time and the amount of time that you have left to complete and upload your exam as of the time that the page was loaded.  To refresh the time, click the “Refresh Server Time” button.
You may return to this page at any time during your exam by logging back into the system.  Find the appropriate course and click on the “In-Progress” link for your exam.
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Remember to save your exam answers frequently!
Submitting your Take-Home Exam Online
1. Save your final exam answers.  When you have finished your exam, be sure that you have saved a copy to your hard drive and that you have made note of the file name and location of your document(s).
2. Please ensure that you have entered your exam number (not your name or GOCard number) into your exam header.  
3. You may not identify yourself in any way to the professor as the author of an exam until the grades are published.  Therefore, you must remove personal identifying information from your exam document.  Failure to remove any personal identifying information is an exam violation which will be referred to the Ethics Counsel.  Instructions for removing this information from Microsoft Word 2010 and older versions can be found on page 5 of this document.  Students who use any other word processing software are responsible for determining how to remove this personal identifying information through his/her word processing software.  

4. Click on the “Submit your Final Take-home Exam” link at the bottom of the page.
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5. On the next screen, click on the Browse button, and attach your exam answer file(s).  
6. Once you have attached your exam answer file(s), double-check that you have attached the correct file(s) from your hard drive.

7. Click on the “Submit Final Exam Files” button to submit your exam.  You must submit at least one file containing your exam answers and may attach up to three files for submission, as applicable.  You may only submit your final exam answers once.  
Once you have submitted your exam answer, you may NOT amend it.
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» You are about to submit your US Income Tax: Policies and Prac take-home exam files.
» This take-home exam must be started and submitted between 10/13/10 at 09:00 AM EDT and 10/16/10 at 05:00 PM EDT
» Within the submission window, you have 7 hours to complete and submit this exam.

» You started this exam on 10/14/10 at 05:21 PM EDT.

» Your exam is due at 10/15/10 at 12:21 AM EDT (7 hours 56 min 01 sec left to upload exam).

» Current server time is Oct 14 05:24 PM EST (reload).

FINAL EXAM SUBMISSION INSTRUCTIONS:
» Save and close your exam document.
(Please be surs that you have made note of the name and location of your document.)

» Click on the "Browse" button to browse for the exam document you would like to submit and select the file you want to
Upload. If your exam requires more than one document to be submitted, repeat this step for each file.

» Once you have selected all of the files you are submitting, please click on "Submit Final Exam Files” button.
» Permitted file types are doc, docx, pd, rtf, b, gif, jpa.

! (required)

not be abie to revise or resubmit your exam file(s).
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NOTE:  Once you have submitted your exam answers, do not open the file on your hard drive until final grades have been posted.  
If the Registrar’s Office has any difficulty printing your exam answers, you will be contacted and asked to provide a verifiable copy from your hard drive. The Registrar’s Office will accept your backup copy ONLY if the time and date stamp correspond to the time and date of the exam.
Confirmation
Once you click on the “Submit Final Exam Files” button, you will receive a confirmation that your exam was successfully submitted.
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» You just submitted your US Income Tax: Policies and Prac take-home exam files.
» You started this take-home exam on Oct 14 at 05:21 PM EST.
» You submitted this take-home exam on Oct 14 at 0

Exam Confirmation Code: 41UHXV

7 PM EST.

Return to the main Exam/Paper Management page.




You may now log out of the system.

When you log into the system after having submitted your exam, you will see the date, time, and confirmation code of your exam submission on the screen that lists your current courses.  For mid-terms, this will be displayed for a short time after the mid-term, but will then be reset before the final exam.
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If you click on the “Submitted” link for your exam, you will see your submission information, including the name of the file that you submitted.
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Final Paper Submission Instructions
To submit a paper for one of your classes, please log into the system and locate the appropriate course among your class schedule.  Your paper should be saved and closed on your computer.
NOTE:  Please ensure that the final paper to be submitted does not include extraneous markings (i.e. track changes) before uploading to the Online Paper/Exam Management system.  The paper submitted to the online system will be forwarded to your professor as submitted.
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1. Click on paper link
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Verify that you have selected the correct course.

2. Click “Browse…” and attach your paper
A window will open, letting you find the file on your computer.  If your assignment requires you to submit more than one document, you can use the additional lines to do so

3. Click “Submit Paper Files”
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Submit Paper Documents

Welcome, Exam/Paper Management for Summer 2009.

PLEASE READ THE INFORMATION BELOW CAREFULLY BELOW PROCEEDING:

Verify course name

» Save and close your paper document.

» Click on the "Browse" button to browse for the paper document you would like to submit and select the file you want to
upload. If your paper requires more than one document to be submitted, repeat this step for each file.

» Once you have selected all of the files you are submitting, please click on "Submit Paper Files" button.

» Depending on the size of the paper files you are ploading, it can take up to a 10-15 minutes to upload the content to the.
Registrar Office. Please be patient.

T [Bmee] e | 4= 2. Click Browse

3. Click Submit Paper Files
S — /
» Note: once you press the button your paper file(s) be uploaded and your paper will be considered

submitted. You will not be able Submission.

‘Submit Paper Files. Reset Form
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When the file upload is complete, you will see the message “Your paper was submitted successfully.”  The Exam/Paper Management Home will display a record of the date and time of your submission for future reference.
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‘Exam/Paper Management System - Paper Submitted Successfully

Welcome, Exam/Paper Management for Summer 2009.

YOUR PAPER WAS SUBMITTED SUCCESSFULLY.

Paper Number Confirmation Code: 77477
Return to the main Exam/Paper Management page.
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