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Manual Upload of the Answer File 
 
If you are connected to the Internet and your answer file does not 
automatically upload, follow the following steps. 
 
Step 1 – Open up SofTest and click “Download History”, as shown in Figure 1. 
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Figure 1 
Step 2 – Type in your User Login information, as instructed in Figure 2, and hit 

“Enter” or click “Next.”  Note:  You must be connected to the Internet 
at this point. 

 

 
 

Figure 2 
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Step 3 – If you are connected to the Internet a history of your exam download 

and upload history will appear.  Confirm that an “Uploaded Date” for 
the exam in question is showing.  If the “Uploaded Date” is blank, click 
“Manual Upload”, as shown in Figure 3. 

 
 

 
 

Figure 3 
 

 
Step 4 – Follow the instructions that are found on the “Upload Answer File” 

screen, as shown in Figure 4. 
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Figure 4 
 
Step 5 – Wait about 10 minutes or so and you will be able to confirm whether 

the exam file in question was successfully uploaded by repeating steps 
1 through 3 in Section 4.  You will also receive a confirmation email 
from ExamSoft, as shown in Figure 5. 
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Figure 5 
 
 
Step 6 – If the answer file does not either automatically or manually upload, 

your laptop is to be brought to the Registrar’s Office in room 309. 
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UNLESS YOU HAVE CLOSELY FOLLOWED STEPS 
5 AND 6 ABOVE, YOU ARE NOT DONE!!!!!!!!! 
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