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	Procedure for Students Taking an Exam Using Respondus Lockdown Browser


Introduction

There are two sets of instructions in this handout:
1. Take exam in a UNCG computer lab.

2. Take exam off campus or using a wireless connection.

Note: If you are off campus or using a wireless connection, you must have the lockdown browser on your computer in order to take the exam.

Get the lockdown browser: http://www.respondus.com/lockdown/informationb.pl?ID=517814163
Note: You will not be able to enter the exam without the lockdown browser.
Take exam in a UNCG computer lab
1. Reboot and login to the computer lab computer. (Reboot is required.)
2. Open the Lockdown Browser (lock icon on the desktop).
3. If a Choose Server window displays, select UNCG-Labs and click OK.

4. Login to Blackboard.

5. Click the course link and navigate to your exam.

6. Click the exam link and OK.

7. Under password, select No and click Continue.

8. Click Submit.
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	Be sure to click the Submit button when you are done with the exam. (The Save button will not submit the exam.) Then, click OK.

Be sure to logout of Blackboard.
Be sure to logout of the computer.


Take exam off campus or using a wireless connection

Be sure you have installed the browser and opened it to be sure it works ahead of the exam.
1. Login to your computer.

2. Open the Lockdown Browser (lock icon on the desktop).

3. In the Choose Server window, select Bb@UNCG and click OK.

4. Login to Blackboard.

5. Click the course link and navigate to your exam.

6. Click the exam link and OK.

7. Under password*, select No and click Continue.

8. Click Submit.

*If your instructor has set a password for the exam, s/he will tell you what to enter.
Tips for taking the exam

· Save each question and be sure to click OK in the little window that pops up. Then, if you get locked out, your answer will still be there. (You can always change your answer and save again.)

· Note the Time Elapsed in the top right corner of the lockdown browser. (If you are using Firefox, this will not display.)
· Click the down arrow on the Question completion status. You will be able to see which questions you have yet to answer.
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