
 
 

 

 

A Step-by-Step Guide to Using ExamSoft Performance Assessment 
Fall 2020 

 
ExamSoft Performance Assessment is a secure, web-based dropbox from which students will be able to download their 
exam files and then upload their answer files. The following guide walks you through the steps to use this new program. 
The instructions below apply whether your exam is scheduled to begin and end at a set time or if it is available to take 
within a window of opportunity. 
 
As you will see, there are two different types of exam files that you may encounter when downloading your exams. The 
first type will be a PDF that will include your entire exam question. When you have this type of exam file, you will need 
to create a new Word document to write your answer, and you will then upload that Word document as your exam 
answer file.  
 
The second type of exam file will be a Word document in which there will be space to type your answers directly into 
the exam file. For this type of exam, you will need to save the downloaded exam file to your computer and write your 
answers directly into that document, which you will then upload as your answer file.  The instructions below walk you 
through submission of each type of practice exam. All students are required to successfully upload both practice exams 
no later than noon on Tuesday, November 17, 2020.  
 

 Step 1: Sign-in to Marquette Law School’s ExamSoft Page 

• Marquette’s ExamSoft website is www.examsoft.com/muls. 
Consider bookmarking this page in your preferred web browser. 

• Under “Exam Takers,” enter your MUID number (not your final 
exam ID number) as your “Student ID.” Be sure to include the 
introductory zeros when typing your MUID.  

• Then, enter your unique ExamSoft password, which was sent to 
your Marquette email address in an email from Stephen Nelson, 
sent on Thursday, October 29, around 8:30 a.m. 

 

 

 
Step 2: Locate your Exam Courses 

• Click on the “Courses” tab on the black ribbon to pull up your practice 
exam course. 

• Your actual exam courses will appear on this list closer to exam time.  
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Step 3: Access your Practice Exam Course 

• Click on the blue “Marquette Law – Examsoft” 
course to access your practice exams 

 

 

 

Step 4: Download “F20_PracticeExam-Essay” (The PDF exam file) 

• Locate the Exam titled “F20_PracticeExam-Essay,” and click on the first blue “Action” button to download the 
exam file.  

• Note, as soon as you click the download button, the clock starts. But if your exam is set to begin at, for example, 
8:30 a.m., you will not be granted any extra time for an exam that you download late.  

• Once you have downloaded your exam file, save it to a location where you will be able to find it, in case the file 
closes out for some reason. You will not be able to download the exam file multiple times.  

• You also may choose to print the exam file at this point.  

 

Step 5: Create and Upload your Answer File 

• Open up a new Word document, and write your final exam number (not your MUID number) in the header.  

• Name this file with your final exam number and the course name (e.g., “1234 Contracts”).  

• Save this file to a folder that is backed up on OneDrive, iCloud, Dropbox or some other cloud-based system. 
Name this folder your “Fall 2020 Final Exams” folder. Make sure you know exactly where this folder lives so 
you can easily access it when it is time to upload your file.  

• The above steps can be done in advance of exam day if you know your professor will be giving you a PDF exam 
file that you are not expected to write in. 

• In your Word document, complete the prompt from the PDF exam file. Once you are done, save your document, 
and close it.  

• Log back into ExamSoft (www.examsoft.com/muls), locate the ExamSoft practice course, locate the 
F20_PracticeExam-Essay, and click on the second action button to upload your Word document.  

• Once you upload your assignment, the clock stops. Please note, for timed exams, you will want to reserve two 
or three minutes before the end of your exam to upload your assignment on the ExamSoft website. For example, 
if your exam end time is 11:00 a.m., and you do not upload your exam until 11:05 a.m., your exam will be turned 
in late, even if you have not modified your file since 10:59 a.m. 
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Step 6: Confirmation of Upload 

• After you have successfully uploaded your answer 
file, you will see a message informing you that the 
upload was successful.  

• Once you see this green message, you can “x” out of 
the message and log out of ExamSoft. If you click 
“cancel” at this point, it will not undo your upload—
it will have the same effect as “x”ing out of the 
message. 

• If you do not receive a confirmation screen after 
uploading your exam, contact the Media & Technology Group 414.288.8000 immediately. 

• Once you have uploaded your answer file, do not re-open the file until after grades are released for the 
fall 2020 semester (if at all). If your file gets corrupted or if there are issues with the upload, the Law School 
may need to access your exam file and be able to confirm that you have not modified the file after time was called 
for the exam.  

Step 7: Download “F20_PracticeExam-fill-in-the-blank” (The Word exam file) 

• Locate the Exam titled “F20_PracticeExam-fill-in-the-blank,” and click on the first blue “Action” button to 
download the exam file.  

• Once you have downloaded your exam file, immediately save the file to your backed-up “Fall 2020 Final 
Exams” folder, and name the file with your exam number and course name (e.g., “1234 Contracts”). 

• Note, as soon as you click the download button, the clock starts. But if your exam is set to begin at, for example, 
8:30 a.m., you will not be granted any extra time for an exam that you download late.  

 

Step 8: Complete and Upload your Answer File 

• In your exam file, complete the prompt. Once you are done, save your document, and close it.  

• Log back into ExamSoft (www.examsoft.com/muls), locate the ExamSoft practice course, locate the 
F20_PracticeExam-fill-in-the-blank, and click on the second action button to upload your Word document.  

• Once you upload your assignment, the clock stops. Please note, for timed exams, you will want to reserve two 
or three minutes before the end of your exam to upload your assignment on the ExamSoft website. For example, 
if your exam end time is 11:00 a.m., and you do not upload your exam until 11:05 a.m., your exam will be turned 
in late, even if you have not modified your file since 10:59 a.m. 
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Step 9: Confirmation of Upload (same as “Step 6” above) 

• After you have successfully uploaded your answer 
file, you will see a message informing you that the 
upload was successful.  

• Once you see this green message, you can “x” out of 
the message and log out of ExamSoft. If you click 
“cancel” at this point, it will not undo your upload—
it will have the same effect as “x”ing out of the 
message. 

• If you do not receive a confirmation screen after 
uploading your exam, contact the Media & Technology Group 414.288.8000 immediately. 

• Once you have uploaded your answer file, do not re-open the file until after grades are released for the 
fall 2020 semester (if at all). If your file gets corrupted or if there are issues with the upload, the Law School 
may need to access your exam file and be able to confirm that you have not modified the file after time was called 
for the exam.  

Once you have submitted both practice exams, congratulations! You have completed the required registration 
steps, and you should now have the requisite experience to take your remote final exams using the ExamSoft 
platform.  

Questions? 

If you have any questions about using ExamSoft, you are welcome to contact the Law School’s Media and Technology 
Group at mulawtech@marquette.edu or visit ExamSoft office hours with Dean Fodor and Stephen Nelson throughout 
the month of November. Times and locations for ExamSoft office hours will be posted in Law News. 
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