
CPAP100 Exam Instructions 
 

Before the Exam: 

 Bring your Student Id to the class with you. Place it on the platform in front of you at a place visible to the proctor. 

 Please watch the CPAP100 training videos before exam. http://home.ku.edu.tr/~cpap/lecnotes.html 

 DO NOT TOUCH or LOAD any files to the computers before starting the exam. Computers will be powered off and 

logged-on to the correct exam server just before the exam starts. 

 A SIGN-IN sheet for your exam-class will be circulated—find your name and make sure to sign the sheet right next 

to your name. 

 NO notes or books allowed. All notebooks and similar material must be placed on the floor (Do not bring any). 

 Be sure to save the file you are working with frequently. Otherwise you lose your unsaved work if your computer 

crashes. 

 NO TALKING. Plus, all mobile equipment must be switched off. All usual lab rules apply. 

 Any communication will be perceived as cheating. Examples of “cheating”:  

o Exchange of materials and looking at your neighbors’ computer. 

 Do not continue a command if you see the pointer as an hourglass (allow the computer to complete the task). If you 

have to wait unreasonably long, let the proctor know. However, you might wait longer if you are retrieving 

something like a picture or another file. 

 The exam will take 1 hour and 30 minutes. When the END time is announced by the proctor, you must STOP. Save 

and Close your file. 

 Follow the proctors' instructions to close the Exam Software.  

 Do not take any exam material outside with you. 
 

Exam Instructions: 

1. Follow the proctor to start the Exam Software.  

2. Browse to F:\COURSES\UGRADS\CPAP100\EXAM and extract the exam with the password given by the proctor. 

3. You will find 2 Folders labeled Q1, Q2. 

a. The first folder contains Word Processing (Word) questions. 

b. The second folder contain Spreadsheet (Excel) questions. 

4. Inside each of Q1, Q2 folders, you will find following: 

a. Unformatted.docx (for Word Processing) 

b. RawData.xlsx (for Excel Spreadsheet). 

5. Unformatted/ Raw Data is the file on which you will apply the instructions. 

6. You must get %50 from each question to pass CPAP100. 

7. The instructions and the completed sample files (the sample file for the final output you will produce) are given to 

you in the printed hand-outs. 

8. Use the instructions given in the handout for each question: Q1 and Q2.  

9. Then do the following: 

a. Open the Unformatted/Raw Data file in the folder Question. 

b. Remember to save your work frequently! 

c. Once you are finished, make sure that you have saved your completed work in Question folder. 

10. All your files must be in “S:\Exam\” directory otherwise Exam Software upload an empty file as your solution. 

11. Make sure all your files are closed before you submit those including MS Word and MS Excel applications. (before 

going to the next step) 

12. Click the “Upload Button” of Exam Software. 

13. You should see a message on your screen, indicating that your upload was successful. 

14. Before leaving the class, you should ask the proctor to confirm your upload is successful. 


