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SofTest Overview 

ExamSoft Support Contact Information:  

1.866.429.8889 (Mon - Fri, 7:30 AM - 8:30 PM ET, Sat 8:30 AM - 6:30 PM ET)  

Visit our support portal at support.examsoft.com . Chats and emails are also available. 
 

Registering SofTest 

To use SofTest, it must first be registered.  

After connecting to the Internet, enter your institution-provided unique 
Login ID and password and click the ‘Register’ button. You must have an 
active, persistent internet connection to be able to electronically register 
your copy of SofTest. If you are a Bar applicant, SofTest will automatically 
download your exam files after registration.   
 

Download an Exam File 

Steps to downloading a new exam file: 

1. Connect to the Internet and click the SofTest icon.  
2. Click the ‘Download Exam Files’ button.  
3. On the Login window, enter your Student ID and password provided to you by your institution. 
4. If the Assessment requires a download password to be entered to download the exam file, enter it into the 

Download Password window. Click ‘Next’. If a password is not required, leave this field blank and click 
‘Next’.  

5. Select the assessment from the list and click ‘Download’.  When downloading is complete, a confirmation 
window will appear.  Additional assessments, if available, can be downloaded at this time.  

6. When finished downloading your exam file(s), click ‘Done’. 

 

 

 

 

 

 

 

 

 
 

 

Note: All exam files are downloaded to the following location:   
For Windows Users 32bit:  
C:\Program Files\ExamSoft\SofTest11.0\[your SofTest unique ID]\Exams  
For Windows Users 64 bit:  
C:\Program Files (x86)\ExamSoft\SofTest11.0\[your SofTest unique ID]\Exams 
For MAC Users:  
MacHD\Library\ Application Support\SofTest\[your SofTest unique ID]\Exams  

If an exam file you expected to see 
does not appear, it is possible that 
the exam administrator has not yet 
made it available to you. If you are 
certain that it should be there, 
contact your Institution’s 
administrator(s).  

 

mailto:support@examsoft.com
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SofTest Start Window Fields & Buttons 

The ‘Take an Exam’ section of SofTest contains several fields. Each is displayed and described below:  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
1. Available Exam:  Select the desired exam to take from the ‘Available Exam’ drop-down menu. 
2. Student ID: This ID is either determined by your institution to uniquely identify each exam taker or you may 

have created your own during account sign-up. The information in this field may be pre-populated. The 
‘Student ID’ Title can be customized by the institutions. Many institutions have anonymous grading that can 
be entered in this field as well.   

3. Exam Name: This field is pre-filled with each exam’s name.  
4. Exam Password: If enabled, the exam password will be provided to you only by your institution and must 

need to be entered in order to begin the exam.  

5. Instructor Name: Exam files pre-fill this field with the Instructor's name.  
6. Exam Settings: This section provides you with information on the exam file you have selected. The details 

will include the Exam File Name, Exam Types (Secure/Non-Secure) and if Spell Check is enabled or disabled. 
7. Preferences Button: SofTest provides you with several customization features through its Preferences 

Window.  An explanation of these options is below. 
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SofTest Preferences Window Options 

The SofTest Preferences Window provides two customization features.  

 

SofTest can alert you after a certain number of minutes have elapsed. To set the warning, place a check mark 
next to ‘Warn me’ and enter the number of minutes desired for the reminder to appear. 

 

If your exam has essay questions, you can preset the default font type and size for your responses from the 
options available.  

SofTest Reliability 

SofTest has a considerable amount of built-in safety and reliability features to ensure that answers entered into 
SofTest cannot be lost. They include:  

A. An ‘AutoSave’ feature which automatically saves your exam file every sixty (60) seconds.  
B. Multiple encrypted backup copies of the exam answer file that are saved on the hard drive.  
C. The ability to ‘undo’ up to fifty previous actions per essay response.  
D. Notification/request for confirmation if you attempt to delete/cut 500 or more characters. 
E. Multiple text ‘snapshots’ are taken at varying intervals. 

Verify that SofTest is on the most current version  

1. Go to your institution’s ExamSoft portal: 
http://www.examsoft.com/[institution specific]  
2. Log into the Exam Takers section.  
3. Hover over the ‘Gear’ in the top right corner 
of the page and select ‘My Account’. 
4. You can review the latest version of SofTest 
from here as shown below.  

If you do not have the latest version and you are 
told there is a newer version of SofTest available 
you need to update SofTest.  
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Update SofTest Version  

1. Start your copy of SofTest and remain at the home screen.  
2. For Windows users, press the CTRL button and the letters ‘A’ and ‘U’ simultaneously (CTRL+A+U). For Mac 
users, press the Command key plus the letters ‘A’ and ‘U’ simultaneously (CMND+A+U), or CMD+FN+A+U 
(depending on keyboard setup). 
3. You should get a message requesting you to accept the update. 
4. Once accepted, SofTest will close. 
 

 
 
 
 

 

 

Download Password vs. Exam File Password 

Download Password: A password that is needed to download the assessment 
Exam Password: A password that is needed to take an exam 
If both passwords are required, typically they are different. Neither password is case-sensitive. 

Taking an Exam  

Steps to taking an exam:  

1. Start SofTest. 
2. Presuming the assessment has already been downloaded, click the ‘Take An Exam’ button.  
3. Select the exam you wish to take from the ‘Available Exams’ drop down menu.  

Enter your ID or exam number if it was not automatically populated, and click the ‘Start’ button.  
4. Notice screens will appear.  Click ‘OK’ to advance to the next notice screen.  
5. Type 'Begin' and click the ‘Begin’ button when instructed to do so. If your exam is timed, this is when the 

timer begins.  
6. Take your exam.  
7. To exit the exam, click the ‘Exit/Save’ button.  
8. Note: You will have one last chance to return to the exam if you attempt to exit but still have time remaining. 

You may do so by clicking ‘Return to SofTest’. To exit the exam, click on ‘Close Exam’. 
9. Once you exit the exam, you will need to upload the answer file. An active Internet connection will be 

necessary to do so. 
10. When the file has been uploaded you will receive a congratulations screen 

 

 

 

Wait up to 15 minutes and then 

reopen SofTest and confirm in the 

ExamSoft portal that SofTest has 

been successfully updated. 
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SofTest Features Overview 

In order to use SofTest to take an exam, you must be provided with and download an exam file. Every exam file 
contains attributes that can be suppressed or enabled. Some of these features are described herein :

A. Toggle/Navigate Between Questions  

B. Navigation Side Bar 

C. Word/Character Count  

D. Calculator  

E. Alarm 

F. Timer 

G. Spell Check 

H. Suspend Exam  

I. Hide Exam  

J. Find & Replace 

K. Eliminate Answer Choice  

L. Text Highlight  

M. Scrolling within a Question Typing Area  

N. Maximizing Typing Area  

O. Secure Exam Review 

Toggle/Navigate Between Questions 

A SofTest exam file can contain a separate question window for every question in the assessment. To move 
between these questions you can use the blue arrows described below:  

  Navigate to the first question. 
 

  Navigate to the previous question. 

  Navigate to the last question. 
 

 Navigate to the next question.

Navigation Side Bar  

The Question Navigator feature will allow you to jump between 
questions with via the sidebar on the right side of your screen. 

 
1. You may select to show or hide the side navigation bar. 
2. When shown, you will be able to view the different 

tabs/options available for that exam. 

mk:@MSITStore:C:/PROGRA~1/ExamSoft/SOFTES~1.0/Help/SOFTES~1.CHM::/calculator.html
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Features such as Stats and Symbols are only available 

in an Essay Question. The Alarm feature is always 

available regardless of question type.  The Calculator 

will also be available on any question type as long as it 

is enabled by the exam administrator. 

 
 
 

3. You may select the 'Nav' tab, where it allows 
you to ‘flag’ a question number and view 
whether or not it was answered. 

4. Other tabs that could also be available on the 
sidebar are Alarm, Calculator, and Stats.  

5. To view the Sidebar, click on the ‘Show 
Sidebar’ button at the far right of the menu strip at the top of the screen.  

6. To hide the sidebar, simply click on the ‘Hide Sidebar’ button where the ‘Show Sidebar’ button was 
previously. 

Character Count 

1. SofTest automatically counts the number of characters 
contained in an essay questions response  

2. The character count is displayed in the status bar at 
the bottom of the SofTest Window.  

3. You may also get a more detailed word and character 
count by clicking the ‘Stats’ tab on the navigation bar. 

4. You can see the character count in all essays, this 
essay, or a highlighted section 

 
 
 
 

Calculator 

If enabled in the assessment, SofTest has a built-in calculator. To access this 
feature, simply click on the ‘Calculator’ tab on the side bar. 
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Alarm 

1. In a timed exam, SofTest can be set to notify you five minutes 
prior to the end of your exam. 

2. To set additional reminder, click the ‘Alarm’ tab on the side bar. 
3. Enter the desired interval and click ‘Set’. 

To cancel the Alarm, simply click on the ‘Clear’ button. 

Timer 

Assessment creators may set a time limit. If enabled, you will be able to view the time left on the exam located at 
the bottom status bar. If there is no time limit on the exam, you will see ‘(not timed)’. 
 
The elapsed time is also available for viewing.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Spell Check 

If enabled, it is possible to use SofTest's spell-check feature. Words that are misspelled will NOT display a red 
line or any other visual indication of being incorrect.  You must run the spell check feature to find the misspelled 
words.   Note that Spell Check will only check one essay question window at a time. If you wish to spell-check 
other questions, be sure to navigate/toggle to that question and run the spell check again.  

 

Using Spell Check on SofTest Mac:  

1 Click on the spell-check tab that is located on the sidebar of SofTest. 
2.  This will bring you to the new tab. From here, click ‘Find Next’ in 
order to start the spell-check. 

a. If the passage lacks any spelling errors the window will 
display nothing. 
b. If the passage has spelling errors, the window will display 
each of the errors that were made. 
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3.  You can toggle through the collected spelling errors by clicking ‘Find Next’ 
again and decide whether to ignore or change to a spelling that is recommended 
by the software. 
These recommendations appear in a list that you can select from and change or 
ignore individually. You must click the ‘Change’ button in order to alter a 
misspelled word.  
4.  After you have completed your spell-check, there should be no mistakes left to 
reveal. 
 
Using Spell Check on SofTest Windows: 

1. Click on the spell-check icon (ABC) that is located on the toolbar directly above the typing-field:  
2. This will open up a new window.  

a. If your typing lacks spelling errors the window will 
display a message reflecting that. This message also 
appears after you have completed your spell-check.  
b. If your typing has spelling errors, the window will 
display each of the errors that were made. 

3. You can toggle through the collected spelling errors and 
decide whether to ignore or change to a spelling that is 
recommended by the software.  
These recommendations appear in a list that you can select from and change or ignore individually. Conversely, 
you can decide to change or ignore all of the same misspelled word simultaneously by selecting the ‘Change All’ 
or ‘Ignore All’ button.  

Suspend Exam 

If enabled, SofTest users can be provided an option to 'Suspend' their exam. Suspending 
an assessment provides you with the ability to temporarily close your exam and return 
to it at a later time. Note that this feature suspends the SofTest clock on a timed exam.  
If this feature is enabled, select Actions --> Suspend SofTest. To return to your exam, 
double-click the SofTest icon and choose ‘Return to Exam’ to continue on the question 
you were last viewing.  
 

Hide Exam 

SofTest users have the option to 'Hide' their exam. This option provides you with the 
ability to temporarily hide the on-screen exam contents without closing the exam, and 
then allows you to return to it when ready. This would be used, for example, in the 
event that the Exam Taker must take a restroom break during the exam but does not 
want to leave their exam exposed to others.  

In order to ‘Hide’ your exam, select Actions --> Hide Exam.  
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Find & Replace 

If this feature is enabled by your institution, you will be able to use ‘Find & Replace’ while completing an essay 
question. This function is initiated by pressing the Control + F keys in Windows, and Command + F keys in Mac. 

 

Eliminating Answer Choices 

Right-Click on answer choices to ‘strike-through’ and eliminate them to narrow down desired answer choices. 
 
 
 
 
 
 
 
 
 
 

Text Highlighter 

If enabled on an assessment, you have the option to highlight text within your question stem or answer choice 
text. To highlight, select the desired text and press the Highlight button. 
 

 
 
The text will now be highlighted.  
 
To remove the highlighting from the text, select the text again and press the highlight button once more.  
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Scrolling within a Question  

If the question stem is long, you may need to scroll within the question pane.  You can use the navigation bar on 
the right side or you can expand the question section by using resize handles and dragging down to view a larger 
question stem area. 

 

Maximize Typing Area 

SofTest's ‘Maximize Typing Area’ feature is used to increase or 
decrease the viewing area for increased visibility of question 
answer choices. 
 
To maximize the typing area, simply click on the resize handles 
(see highlighted area in image) and drag until you reach the 
desired typing size. 
 

Secure Exam Review 

 If  ‘Secure Exam Review’ is enabled, it will allow you to (choose to) immediately review the correctness of your 
objective (Multiple Choice, True/False & Fill In The Blank) questions. In the event that it is password protected, 
you will need to wait for the proctor to provide you with the password to enter the review.  

Uploading Answer Files 

Following an exam, SofTest will attempt to automatically upload your Answer File.  

1. If your Internet connection is established, your answer file will be automatically uploaded. You will then 
receive a confirmation message on screen as well as an email confirmation.  

2. If your Internet is not connected, or you have a weak connection, SofTest will notify you that an answer file 
has been found and ask if you want to upload it. Click ‘Upload NOW’ to upload immediately, or ‘Upload 
LATER’ if you prefer to upload at later time. 
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3. If you select ‘Upload LATER’, you can upload at another time by 

connecting to the Internet and launching SofTest. Your answer file 
will then automatically upload.  

You will receive the following forms of confirmation that your answer file uploaded successfully:  

1. You will be notified on-screen that the exam file was successfully uploaded.  
2. You will receive an email message within a few minutes confirming ExamSoft’s receipt of your uploaded 

answer file.  
3. For a listing of all exams you have downloaded and/or uploaded, open SofTest, click on the                                   

button or the ‘Exam History’ button. Enter your ID and password when prompted, and click ‘Next’.  
 

Manual Answer File Upload 

In the event you are unable to upload your answer file(s) using SofTest's  automatic upload feature, you can 
manually upload your answer file through ExamSoft's website.  

Steps to manually uploading answer file(s):  

1. Go to www.examsoft.com/manup.  
2. Enter your Student ID and password, and then click on ‘Login’.  
3. Browse to the location where your answer file is stored.  

Use the Windows/MAC instructions according to your operating system.  
4. Follow the instructions displayed to upload your answer file(s).  

Download/Upload History 

Answer File Uploads may be verified at any time using several methods, two of which are mentioned here.  

To verify that your Answer File successfully Uploaded through the SofTest Launcher, do the following:   

1. Click the SofTest icon.  
2. When the SofTest Home Window appears, click the ‘Exam History’ or ‘Upload History’ button.  
3. You will then be prompted for your Student ID and Password. Enter both and click ‘Next’.  
4. This takes you to the Download/Upload History website where you can verify your uploaded answer file(s). 

 

If you cannot upload your answer 
file(s) following the step above, you can 
also manually upload your answer 
file(s) at www.examsoft.com/manup.  

 


