NAAEI Candidate Pre-Exam Technical Help Document

Contents
Introduction .................................................................................................................................................. 1
Pre-exam Technical Checklist ........................................................................................................................ 2
Things to Know .............................................................................................................................................. 2
Which Windows Version Do You Have?........................................................................................................ 3
Check Your Computer for .Net 4.5 or Higher ................................................................................................ 4
How to Check Your Computer’s Resolution .................................................................................................. 5
Disabling Security Software .......................................................................................................................... 6
How to Begin Your Test ................................................................................................................................. 7
Did You Receive the Close Applications Pop-up?........................................................................................ 14

Introduction
Welcome to the new NAAEI Comprehensive Online Designation Examination! We commend your decision to
advance your career. Taking the online exam is the next step in the national designation process.
Before you proceed to the exam, you must ensure that your computer meets all the system requirements
needed to run the exam. We recommend that you test your system at least one week before you plan to take
the exam. Failure to test your system early may cause a delay in your ability to take the exam. At this time,
exams cannot be completed on Apple (Mac) computers.
All candidates must have an NAAEI User ID and Eligibility Code to enter and take an examination. All
examinations are comprehensive and in a multiple-choice format. Each exam will vary from 100 to 200
questions depending on the subject areas and competencies that must be covered. All candidates will receive
an overall grade and subject area performance evaluation immediately upon completion of the exam.
Examination results will be sent electronically to NAAEI and your local apartment association weekly.

Pre-exam Technical Checklist
 Your computer is a PC, not a Mac.
 Your computer has Windows version 7, 8, or 10. This exam will only work for
these versions.
(Instructions for how to check your computer’s version are below.)
 Your computer has .Net 4.5 or higher.
(Instructions for how to check your computer’s version are below.)
 Your computer’s screen resolution is at least 1024 x 768.
(Instructions for how to check your computer’s resolution are below.)
 Your computer's security software has been disabled.
(Instructions for how to check your computer’s security settings are below.)
 Your internet connection is DSL, cable, T1 or higher.
 There are no more than five candidates taking the exam on the same wireless
connection at once.
 Optional: Your computer has a printer installed (if you wish to print your exam
results).
Your score report will be emailed to you.

Things to Know
 We strongly recommend you hardwire to the internet connection (with a cable) if you
have problems connecting or keeping a connection to the exam.
 If at any point you lose connection to your exam, all of your submitted answers have
been saved and your time will stop. You will be able to sign back in and resume where
you left off from your last submitted answer and your time will resume.
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Which Windows Version Do You Have?
To determine which version of Windows you are running:
1. Click on the Start/Windows button on the bottom left corner of your toolbar.
2. If you see the option Run, then click on that option.

3. If you do not see the option Run when you click on the Start/Windows button, then type the word
Run on your keyboard and press Enter.
4. In the Run command window that opens, type in winver and click OK.

5. After you click OK, a window will open that shows the version of Windows you are running across the
top banner. In this example, the version shown is Windows 10.
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Check Your Computer for .Net 4.5 or Higher
1. Open Control Panel.
a. Windows 7:
i. On the Windows desktop screen, click the Start button.
ii. Click Control Panel on the right-hand side of the Start menu.
b. Windows 8:
i. Move the mouse to the bottom left corner of the screen and right-click.
ii. In the Power User menu, select Control Panel.
c. Windows 10:
i. Click the Start button or press the Windows key.
ii. Type Control Panel and press Enter or click the Control Panel icon.
2. Open Programs and Features.

3. Along the left-hand side of the Programs and Features window, click on Turn Windows features on or
off.

4. A new window called Windows Features will open.
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5. To turn a feature on, select its checkbox. To turn a feature off, clear its checkbox. The .Net Framework
may appear as a filled box. If .Net Framework 4.5 or higher is not checked or filled in, click each
checkbox beside the .NET Framework items listed and click OK.
If you do not see .NET Framework 4.5 or higher, proceed to Step 7.

6. Windows may prompt you to allow it to complete a download of needed components from the
internet. If you receive a prompt, click OK.
Important: Reboot your computer before continuing to the next section.
7. If you discover that 4.5 or higher is not currently installed on your computer, use this link to download
and install the needed version:

https://www.microsoft.com/en-us/download/details.aspx?id=30653

How to Check Your Computer’s Resolution
Windows 7 or
Windows 8

1.
2.
3.
4.
5.
6.

Click Start.
Click Control Panel.
Locate Appearance and Personalization.
Click Adjust screen resolution.
Click the drop-down list next to Resolution.
Observe that your resolution is at least 1024 x 768.

Higher resolution is recommended, but 1024 x 768 is the minimum.
Windows 10

1.
2.
3.
4.
5.

Click Start or press the Windows key.
Type Change Display Settings and press Enter.
Scroll down until you see the Resolution drop-down.
Click the drop-down list under Resolution.
Observe or adjust your resolution to be at least 1024 x 768.

Higher resolution is recommended, but 1024 x 768 is the minimum.
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Disabling Security Software
You will need to disable/turn off any security (proprietary) software you have enabled on your computer. Go
to the All Programs section of your Start Up menu to verify what version of security software you might have
on your computer.
Some of the more common security software providers are listed below, with links to their websites. Please
look within the website support center to find out how to disable your version of the security software.
Reference the Help menu by looking up “disable” or “turn off” in the search section of the security software
provider’s website.
If using a work computer, please be sure to check with your IT department about how to complete this step.
Here are some of the more popular antivirus software programs on the market:
http://support.microsoft
.com/gp/cu_sc_virsec_
master

https://support.kaspersky
.com/us
http://us.trendmicro.co
m/us/about/contact/

https://support.symantec.
com/en_US.html

http://www.gdatasoftware.com/supportcenter/

http://www.sophos.com
/en-us/aboutus/contact-us.aspx

http://www.avg.com/us
-en/support

http://www.fsecure.com/en/web/ho
me_global/support/getsupport-online?id=6636

https://www.avg.com/en
-ww/norman-home-andhome-office

http://www.bullguard.c
om/support/livesupport.aspx

https://support.avast.com
/en-us

https://www.avira.com/e
n/support

http://service.mcafee.co
m/default.aspx?lc=1033
&cid=39354
http://www.pandasecur
ity.com/homeusers/sup
port/

http://kb.eset.com/eset
kb/index?page=home&l
ocale=en_US&option=n
one

https://www.bitdefender.
com/consumer/support/
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How to Begin Your Test
1. Navigate to www.castleworldwide.com/naaei.
2. Ensure that you have completed the Pre-exam Technical Checklist before selecting Click Here to Begin.
3. Click Click Here to Begin at the bottom of the screen.
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4. Your download will begin and will look differently depending on the type of browser you are using
(Edge, Firefox or Chrome).

Edge
1.

2.

Firefox

1.

Chrome
1.

2.
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5. A pop-up to install the needed software will appear. Click the checkbox to accept the terms and click
Next.
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6. Click Finish.

7. Enter the User ID and Eligibility Code you received in the email from NAAEI.
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8. Click Get Started.

9. After clicking Get Started, you will see a loading screen for the NAAEI Comprehensive Online
Designation Examination.
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10. Based on the Eligibility Code entered, you will be taken to either the Begin Test page or the Purchase
Test page. The Purchase Test page is shown below.
Note: If you are not required to make a payment, proceed to step 11.
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11. Once payment is made, you will see a copy of the Exam Purchase Receipt (a copy is also automatically
sent to the email address on file).
If you have access to a printer, print the receipt using the Print button at the top right corner.
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12. Press the Continue button to begin testing.

Did You Receive the Close Applications Pop-up?
After clicking Continue on the Begin Test page, if any applications are running on your computer, then the popup message shown below will appear. This screen lists any software program/application that must be closed
before the exam will begin.
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Shut down applications or windows using the task bar
1. Do not close the “Running Applications” pop-up.
2. Begin closing all the programs that are open in the task bar at the bottom of your screen. Click the icon
and close out of that program.
3. Select Retry as shown above. This will remove the program from the Running Applications list and
from the task bar at bottom of your screen.
4. Repeat steps 2 and 3 until all programs are closed. If applications are still showing as open after closing
all visible programs from the task bar, proceed to the next section.

Close programs from the Task Manager (Ctrl/ALT/Delete)
Pay close attention to the instructions below. Closing the wrong application could potentially cause issues
for Windows.
1. Press the Ctrl, Alt, and Delete keys on your keyboard at the same time.
2. Select Task Manager.
3. Open Task Manager and click More details to see the expanded view.
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4. Find the name of the application that is open. Click the name of the application to highlight it and then
click the End Task button at bottom right of the Task Manager screen.
5. If you do not see the open program listed under Apps, you may need to scroll down and look through
the Background processes heading.
6. Select Retry in the Running Applications window. This will remove the program(s) from the Running
Applications list.
7. Repeat steps 4 and 5 until all programs are closed.

Helpful Hint:

Hover your mouse pointer over the program name in the Running Applications list to view the name of the
Windows process in a small pop-up. This will help you locate the program or process that needs to be closed in
Task Manager.
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