
Downloading and Submitting of EHS Tests 
1. Open the test you need to take. You should not be sending a test that you already saved to your 

computer.  The tests change on occasion and using an old test could result in improper grading. 
2. Download the test save it to your computer. 

 
3. In the upper right corner the download will appear click on the folder that says “show in folder”  

 
4. Right click and drag and drop the file on to your desktop.   

 



 
5. Open the test from your desktop. 
6. You should now have a test that looks like the following with a colored banner at the top with a 

colored “submit form” button: 

 
7. Complete the test by filling out all fields and answering all questions. 
8. Save the test.  
9. Once saved you can now submit the test. Using the “Submit form” button in the upper right-hand 

corner of the colored banner. 
10. A window will pop up that looks like this: 

 
11. Fill in your email address and full name in the white fields. 
12. Click on send. 
13. Once EHS receives your email you will get a confirmation e-mail. This may take a couple of 

minutes.  

If you do not get a confirmation email in 15 minutes 

14. Send the saved file from your desktop to: ehs@ny-creates.org   
!!Do not send scanned copies!! 
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