
1 | P a g e

Key Steps 

1. Install the Examena app
2. Open the Examena app and sign in
3. Take the exam
4. End the exam

Key Links 

Examena Website: https://examena.edutechonline.com 

Sign in with Microsoft 365 using your anzcvs.org.au email address and 
password 

https://portal.edutechonline.com/
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Click the Download Examena app button to download the app package. 
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Then, find the Examena_App.Setup.msi file, double-click it to start the installation, 
and follow the instructions in the setup wizard to complete the install. 

Restart computer after finishing the install. 
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Open the Examena App installed on the computer to check for the closed-book 
exams you are registered for or click Enter exam on the Web portal directly. If the 
exam is a closed-book exam, the system will automatically open the AvePoint 
Examena app. 
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In the Examena app, you will see the number of the ongoing and upcoming exams 
that have been arranged for her on the top banner. 

For example, view the Math 101 exam in the Your exams section and then enter the 
exam. 

A countdown timer is displayed on the top for exam start time. You can check the 
exam information, read the instructions carefully, and perform face verification before 
the exam starts. 
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When the exam time reaches, click Start now to take the exam. 

Changing the size of the right or left side of the screen. 

The screen is divided into 2 main sections with a menu on the left. To increase or 
decrease the size of the 2 main sections, use your mouse to click and drag the 3 
dots in the middle of these 2 screens to the left or right to change the size of each 
section. 
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Answer box expansion. 

For each question, the answer box appears on the right side of the screen. If you 
would like to make the answer box larger to see more of your answer, use your 
mouse and click and drag on the grey triangle in the bottom right of the answer box 
(circled below) to make it larger 

Text formatting. 

Please use the text editor menu on the top of the answer box to alter font, size, 
paragraph formatting, add tables and use symbols. 
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Full screen images and zoom. 

To make any image full screen in size, double click on the image in the question. 

Once in full screen mode, you can use the buttons on the top right of the screen to 
zoom in and out and close the image. 
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The candidate must complete all the questions before the countdown is over. 
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After reviewing all the answers, Alice clicks End exam to submit the paper and end 
her exam. If Alice did not finish all the questions when the time is up, the exam will 
be automatically ended. 

If you end the exam and you have not answered all the questions (i.e., some answer 
boxes are blank), the App will issue you a warning to confirm you want to submit the 
exam. 
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Unanswered questions can be easily identified as they appear on the left menu as 
white in colour with a solid green outline. If a question has unanswered sub-
questions, these will also be white in colour with a solid green outline. This is 
opposed to answered questions which are shaded in green without an outline. 

After the exam has been submitted, you can exit the app directly by clicking the Exit 
button on the App. It will then release your system for normal use. 
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