An Introduction to Exam Tools for Amateur Radio In-Person Exams

Keith Regli (K7KAR)

This is my attempt to explain what you need to do to use Exam Tools for in-person testing. Exam Tools
provides great documentation, but it is more in the form of a reference than a tutorial. I’ll attempt to
lead you through what the candidate sees, what the VE sees, what the Coordinating VE must do and
what a VE must do to register themselves with Exam Tools.



Exam Tools provides a platform for VE monitored exams of all sorts. It is the tool of choice for the
ARRL VEC. It was developed by Richard Bateman KD7BBC and his team of volunteers along with
HamStudy.org. They do this as a service for the Amateur Radio community. In this session we’ll go
through two “in-person” testing scenarios and then show what is required of the VE team to use the
tool.

The screen shots were made from the sandbox environment that the Exam Tools team provides. This
environment allows you to practice using the features of Exam Tools without having to create live
sessions. The screen below is the entry point for both VEs and Candidates.
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Candidates will click on the Join Exam Session button and then log into an exam session with a Team
Id and User PIN for the their particular exam. The sessions are created by the team lead (CVE) and
candidates register online. This gets all the paperwork done up front. Usually we’ll have someone at the
entrance to the test session checking that candidates have registered and helping those that haven’t yet
registered to complete the process. It’s pretty simple.
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A VE must authorize the candidate’s entry on the VE side of Exam Tools. Once the candidate is logged
in they will verify their registration information and proceed to an examination.
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A VE must authorize the exam before Exam Tools will construct an exam based on FCC rules using the
official question pool. The exam is then presented to the candidate and they are free to answer the
questions in any order. They may review and change answers until they click the “Grade Exam” button.
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STOP AND GRADE EXAM

At that point a VE will authorize Exam Tools to grade the exam.

Diagrams may be enlarged for easier viewing. For those with vision problems diagrams can be
eliminated and/or a larger font selected.
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The candidate may go on to the next level exam or click “Finish and Sign”. We’ll just move on to
finish the paperwork.



A VE should be looking over the candidate’s
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At this point the exam is complete and the candidate is done.



Now let’s take a look at the VE side of the process for the above exam. After you log in you will see the
session list screen. This will show a list of sessions for teams that you are a member of. If you have
been included by the CVE in a session by the owner of the session (team leader) the session will show
in gold and you can click to enter the session.
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Once you enter the session you will see the list of registered candidates for the session. You will have
the ability to approve actions for those candidates and follow their progress.

& SEEN, LAST, FIRST +

e Click "Start Session" when you're ready to begin so that applicants can sign into the exam session.
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As the candidate requests entry into the session, to start an exam or to grade an exam; red dots will
appear on the candidate’s pin number. You can click on the red dots to approve the actions.
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You can also approve the actions on the candidate’s terminal, but that becomes tedious. During the
exam you can see the candidate’s progress by following the blue line across the top of their entry.
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At the end of the exam you will have to sign-off on the exam if you have been assigned to the
candidate. That is done by clicking on the document icon a little to the right of the candidate’s PIN.

Depending upon your privileges (team lead, regular VE), you will have several things that you can do.
We’ll get to those later, but they are the buttons below the candidate’s name. Except for team leads
that’s really all you need to do during a test session.

Prior to getting into exam sessions you will need to “register” and fill in your profile in Exam Tools.
This requires that Exam Tools verify your license and your VE credentials. They require that you
upload a copy of your license to verify it — you have to download it as a PDF file from the FCC website
and then upload that file (without changing the filename) to Exam Tools. Your VE credentials will be
verified automatically — the ARRL, W5YT and others upload the information to Exam Tools often.



The session above assumed that the candidate was taking the exam on a computer, tablet or phone. You
can also generate paper exams and bubble sheets that are very similar to what the ARRL sends out
today. The best news is that you can take a picture of the completed bubble sheet with your phone and
it will be graded automatically and included in the upload packet. You can also grade it by hand if you
really want to.

You can look at the candidate’s exam (and answers) by selecting the “Manage” button below the
candidate’s name. You’ll then select “Results” from the menu and the following will appear:

Devi |l Denni  (PIN: 5860) -PASS
A ?EVE"O.F_"ME":T_ Test Passed - 33 out of 35 Element 2
EX M UL D Technician exam valid jul 1,2022 — Jul 1, 2026 Test #877501
1. T2B13: B 19 TIFO3: D
2. T8AQ8: B 20. TeC11: A
3. T5C12: A 21. T9A0S: C
4. TeB05: B 22, T9BO4: A
5. T7B03: D 23. TeD06: B
6. T2A03: A 24, T5B08: B
7. T3A12: B 25. TIC10: €
8. T8B11: A 26. T7A04: C
9. T3B04: A 27. T1D09: A
10. TOAO3: B 28. TeAO5: D
11. T7C10: D 29, T1B10: €
12, T2C10: D 30. T1IEO6: B (should be A)
13. T4B09: C 31. TsD13: A
14. TOB10: C 32, T3C08: D
15. T7D01: B 33. T0C04: D
16. T4A07: C 34. TBDO1: C/ (should be D)
17. T5A04: C 35. T1A08: (B
18. T8C09: D

Exam started at Mar 27th 2025, 21:34:48 UTC by K7KAR
Exam graded at Mar 27th 2025, 21:48:36 UTC by K7KAR

You can look up the questions at HamStudy.org using the “Read Questions” mode. Note that the results
show the time of the exam, who authorized it and who graded it. This is included in the packet that is
uploaded to the VEC along with the Form 605 and CSCE (plus the manifest).



For team leads there is a little more work to be done. When you have decided on the date for your
session you log into Exam Tools, select the session list and click the “+ NEW SESSION” button at the
top. Then fill out the information about the session in the form below:

Schedule new session
General session information: Registration options:
Team
= MARC-MT: Musselshell ARC Team v
- G 2 Use ExamTools Registration? YES NO
VEC
‘ American Radio Relay League (ARRL-VEC) v =
?) Use ExamTools for grading or paperwork? | YES = NO
Team Lead
| K7KAR: Keith A Regli ¥ &
Event Mame 2 Walk-ins allowed? YES NO
a8 | Monthly Roundup Session 2
Keep this succinct; you don't need team ID/name. remate/in-person, . -
or date 3nd time here - thase are already on the isting. Maximum number of Participants: (2

Session Identifier (optional)

M 12345 5 (®) Nolimit

O Choose...

?) SessionType | IN-PERSON ONLINE / REMOTE
Schedule: AMERICA/DENVER [7 Locations:
select location...
2 Listing Visibility: | VISIBLE HIDDEN %‘ v
b Session Date L) StartTime

Use the clock icon for a touch-
friendly time picker
Duration (minutes) (not specified)
T. 80 (1 hours, 0 minutes)

EDIT LOCATION REMOVE LOCATION

ADD LOCATION... »

All exam elements offered? Examination Fee:
S 15.00

All ARRLVEC session fees are fixed 3t $15.00

Receive email notifications on applicant registration? (%!

TEAM DEFAULT  YES NO

Publicly visible notes: ' Notes for applicant (email): (#
fempty) fempty)
[# eorm @ eoiT

‘ Before saving, please address: Session Location, Session Date and Time, Fix Invalid Fields

Once you have done this, the session will show up in the session list AND will be available for
candidates in HamStudy.org (if you select that option).



When the day comes you must START the session and ADD any VEs present to the session. They will
be added to the manifest at this point and may approve functions in exam tools.

WE call sign (enter to add)

Add Volunteer Examiners KJ7POE

AE7JV: Anthony Blackwood
‘ =« Amateur Extra

KI7ZNVQ: Elisabeth E Ruppert
© General

CANCEL SAVE

Remember to SAVE the VEs. You can see the START SESSION button in the upper right corner.

The team lead must make sure that three VEs who will sign off on the exam are assigned to the
candidate (approving the exam creation and grading automatically assign a VE if there are not already
three assigned). At the completion of an exam (pass or fail) and after 3 VEs approve, the team lead
must mark the candidate as complete and click the email icon to send them their CSCE.

Once all of the candidate’s are completed, you’ll have to FINALIZE the session, DOWNLOAD the
session documents and upload them to the ARRL dropbox. Then you are done!
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MAR Sat @ 12:00 - 13:00 ‘ FINALIZE SESSION & ‘

2 ¥ B

Volunteer Examiners (4) Applicants (2)
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The download (VEC Archive) of session documents contains two files, one in JSON format and one in
PDF. Both contain all the information you would normally send to the ARRL for paper based exams:
Manifest, Form 605, CSCE, exam questions and answers. VECs other than the ARRL may require one
of the other options from the Download menu for their packet.



There are many features in Exam Tools that [ haven’t captured here. Their documentation is pretty
extensive and they support a forum on Discord where you can get help from experts. Below are some
links to help get you going.

Exam Tools sandbox (https://examtools.dev/)

Exam Tools live site (https://examtools.org/)

ECC license download (https://wireless2.fcc.gov/UlsEntry/licManager/login.jsp)

Discord Forum (https://discord.com/login?
redirect_to=%2Fchannels%2F695334374769557585%2F701274368394657842)
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