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1 Introduction

This document explains how to achieve the following requirement:
¢ Allow administrators to create, edit, copy, and delete exam items.
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2 Steps

2.1 Creating a test

Hover over the Tests in the main menu and select New test.
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Welcome John Smith,

Your role is Admini

Recent activity &0
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In YouTestMe GetCertified, you can create the tests:
1. With sections.
2. Without sections.

Sections could represent different areas of knowledge or topics the test covers. If you select the Test with
sections checkbox, you will create a test with sections.

o youtestme New test Q Search snything e - a @&
L GetGertified
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2.1.1 Test with sections

The Create test wizard is divided into eight steps.
1. Testinformation.
2. Settings.
3. Certificate.
4. Method.
5. Add questions.
Grading.

6
7. Review.
8

Save test.

R

Manage tests

Manage certificates

New test

Sup s
Method

Test information

Dema test

swos
Add questions

e

swpe
Grading

This test aims to demanstrate how to allow adding feedback to question answers,

Test with sections @ @

Test instructions
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- sl more
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This is an open-book examination;
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2.1.2 Sections

Click on the Add sections button.
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For this specific section:
1. Enter the name.

siep2
Settings

Enter the description.

2
3. Enter desired instructions.
4

Add attachments.
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Grading

Review
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A Home
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Manage tests

Manage certificates

Question pools

Grading scales
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B surveys
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@ System

New test

Test sections
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Discard cument section

Section settings

Select one (optional)

Unlimited

Additional possibilities for candidates

Page format

One question per page

Enable | dorit know answer to avoid negative points

Enable answer feedback @

Show question metadata to candidate G

Enable notes @ © F
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Require answering all questions
Disable going backwards in test section

Disable answer deselect @

Security and data control

Enabie revisiting section

Hide advanced settings  ~

Choose one of the following methods to add questions to the exam:
1. Add questions manually.
2. Use the test generator (Based on question difficulty/question categories).

f

A Home

B nssigoments

Manage tests
Manage certificates
Question pools
Grading scales

B Etesting center

M@ surveys

w

Training courses
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@ system

.
i youtestme
GetCertified

New test

s
Section information

Test sections

No sections yet

Discard curent section

sesz
Settings

Sen3
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Pick questions from pools
of create them on the spot

ragitional reatior
A

seas

add questions

2

Let the automated test
generator select questions
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Review

e

@) Based on question difficulty

Based on question calegories
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Save section
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2.1.3 Adding questions

In the example below is described Add questions manually method. You can add all types of questions that
you want to use in your test on this page.

¢youte5tme New test Q Search anything Q@ v ‘ﬁ 0.«
GetCertifed

A Home
Step 1 Step2 Sepd Swepd Step S Swepé
Section Information settings. ‘Method Add questions: Review ‘Save section
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Here is an example of how to add a single choice question.
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Once you fill in the question text field, add answers choices, and select the correct answer. Add the

guestion to the test by clicking the Add to test button on the page's bottom.

2.1.4 Save section

To add more sections to this test, click on the Add another section button and repeat the same process

from the above.

H =
i youtestme New test Q search anything o o A ev
‘ GetCertified
A Home
Step 1 Swep2 Sep Siepd Step s Swepb
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Once you have added sections, click on the Save and continue button.

.
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After defining all sections, go through the rest steps in the Create test wizard process and save the test.

2.2 Copying test

Hover over the Tests in the main menu and select Manage tests.
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On the Manage tests page, you will see the list of all tests. Use the search box to find the test you want to
edit, and click on its name to open it.

- Al tests (268] n t - Search anything (1] v
'.- yout s}cTrS = Manage tests t (8 ST LA e
A vome All tests

B Ascignments . Name Creation date Status D External 1D Creation type Report displayed Report content Page fol

Select one Q Search Q search Select one

Q o lemo Selec
8 se =
- C Oct-20-2022 Publish 217 Test with sections mmediately after finishing the test

W Test = = Displayed colums « < 3> B w0~ &l o
B Etesting cents -
B s =
® Training se -
@ Reporting =
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Click on the Settings icon in the upper right corner, and choose the Create a copy option.
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Preview
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B Reporting -
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£ System >
3
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2.3 Editing a test

2.3.1 Question editing

Once you open the test that you want to edit, you should:
1. Click on the Test sections tab. In case the test is without sections, click the Questions tab.
2. Click on the Details option.

* All tests (263; October demo test e
= tions Search anything o A @v
L VOUt tme Manage tests Q ° N N
L GetCertified
Settings Testing sessions Candidates Monitoring Test sections Grading configuration Report builder Summary repart Managers Proctors Authorizations
N Home
B Assi I - Test sections
Test section Duration Passing mark Passing required Actions
.
User -
Section 1 Unlimited 50.00% No
Tests
® Section 2 Urlimited 50.00% No 5 Deta
5] in - «€ <12 » w0~ R
B survey -
® Training courses -
& Reporting
£ System >

You can add, delete or edit questions of the published test by following:
1. Click on the Questions tab.
2. Click on the Edit questions button to start editing

- Al tasts (263 ctober dematest / Section 1 N o)
= Search anything I w2
" yout ,.FJ‘:‘,% Manage tests =) ! @ & o
Seitings  Questions
A rome
. . Randomization settings
L Randomize question order for the entire test as swer order for Single and Multiple choice questions
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& use -
W Tesis - Test versions
Select s fast version 1o ses detalls, statistics, or to
e - 1. Test version 1 options =
B8 sume -
® Training co > eany
} Reporting -
= : Success ratia Eatquestions @)
i m o
Questions
Question text Pool name Type Difficulty Suceess ratio
Q search Q search select ane Select one
Which one amang the following four planets is L. Astronomy - Advanced Level single choice Medium —
venus planet Is known as. Astronomy - Advanced Level Multiple cholce Medium
The planet having the largest number of satellite.. Astronomy - Advanced Level True/False Hard o
SRR R Rows

If there are candidates who have already completed the test, that completed version will be archived, and
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the copy will be created. The confirmation dialogue with this message will appear.
This option will not create a copy for the whole test. Instead, a copy of the question set will be created,
allowing you to save the score and results of the candidates who already completed the test and update
guestions for the new ones.

1. Click the Yes button to proceed to edit mode.

2. Click the No button to cancel.

Confirmation dialog

If there are candidates who have done this

version of the test, the version will be archived

and a copy for editing will be created. Do you
want to proceed?
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Once you access the editing mode, you can:
1. Enable question and answer randomization.

o u e wnN

.
i, youtestme =

/ Gercertfea
Settings

&2 Assignments
L Rancomize

Randomize question order

See the list of test question versions.
Click the Rename button to change the version name.
Click the Import questions button to add new questions from a question pool.

Click the New questions button and choose the desired question type to create a new question.
Click View question stats to go back to preview mode.

Manage tests

Questions

Randomization settings

Rangdomize answer order @

@ 2 Testversion (1) options -
Rename (@)
Manage certific Questions
Questions w question st
rading scal
Question text Pool name Points/Penalty Difficulty Type e Custom question proper{
@ E-testing center - Q. search Q Search elect one Select one
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® Training = 3 The planet having the largest number of satellites in the solar s Astronomy - Advanced Leve! 60 Hard True/False
- . . « < > [» o~ = d
@ symem Question pools
7. Click the Preview option to preview details about created question.
8. Click the Edit option to edit the existing question.
9. Click the Delete option to delete the existing question.
. | sensmn ¢ ocooerdmons ¢ sect -0
q yout C:Cms Manage tests Q_ search anything o ¢ A&
M
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L : - Ranaomize question or fe test as wel as answer order for Single ana MUITiple choice questions,
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B Edesting cent - Q search Q searct Select one Select one Select one Select one
H 3 The planet having the largest number of satellites in the solar s. Astronomy - Advanced Level 6/0 Hard True/False
B suveys - @ 5 oo 1 planet is knawn as: (Branching question) Astronomy - Advanced Level 150 Medium Multiple choice
(s
® Training courses - h one among the following four planets is the biggest in si. Astronomy - Advanced Level 13/0 Medium single choice
OO ooee
<< < 1 > » 10w . ' R
B Reparting -
£ system

Question pools
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2.3.2 Grading editing

You can fully edit the grading configuration, change the passing mark for the entire test, section, and group
of sections. Changing the grading configuration will affect only the users whose results are not verified.

To see how to verify results for a candidate, please take a look at Verifying candidates’ results chapter.
1. Click on the Grading scales tab.
2. Click on the Edit grading button to open an editing mode.

- — | Aitests(280) / October demo test o
i youtestme = | Meamage teste o options Q. search anything e ¢ A @&-
7 GetGertiied g
settings Testing sesslions Candidates Monfntoring Test sections Grading configuration Report bullder Summary report Managers Proctors Authorizations
A Home T
Grading configuration Edit grading
§8 Assignments - °
Here you can define & passing mark for the entirstest, sect an adequats arading scale to pressnt the results, or define passing marks. >y
& Users - z
- To pass the test, a candidate has 1o

- Achieve more than 50% on the entire test

New test Define passing mark for entire test

Define the percentage or points required to pass the test

Manage tests Passing manc

50% e

Manage certificates

Make the passing mark inclusive (@
Question pools passing ]

Grading scales Proctoring report

If the option is chackod, 3 positive proctoring raport wil ba required fo pass the tost. Otharwiss, the proctoring report will not affoct the final scora on the fest
@ E-esting center - Require positive proctaring repart
B sumveys -

Map score to a grading scale

Select the adequate grading scale o present tne resunls. (@) Play videa

®  Training courses -

Grading scale:
B Feporting - No grading scale -
@ System &«

Define passing marks for sections

The confirmation dialogue will appear, saying that the grading configuration will affect previous results if
they are not verified.

1. Click the Yes button to proceed with the editing grading configuration.

2. Click the No button to cancel.

Confirmation dialog

Changing grading configuration will affect
previous results if they are not verified. To verify
results, switch to the “Candidates” tab. Do you
want to proceed with the editing grading
configuration?
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Once you access the editing mode, you can:
1. Change the passing mark for the entire test.
2. To confirm the test passing mark changes, click the Save passing mark button.
3. Forthe proctored test, if the option Require positive proctoring report is checked, a positive
proctoring report will be required to pass the test.
4. Add or change the grading scale for the test.
5. To confirm the grading scale changes, click the Save grading button.

) youtestme = Manage tests - Q, search anything o ¢ A @
f GetCertfied
Settings Testing sessions Candidates Manitoring Test sections Grading configuration Report builder Summary report Managers Proctors Authorizations
A - [ —
- . Grading configuration
[ - Here you can define a pas: ark for the entire test, select a J
- Use - To pass the test, a candidate has to:
New test Define passing mark for entire test Er e Ty
Befine t o f 1o st
(@) Percentage Points . - 20 points
Manage certificates had
_— Make the passing mark inclusive
S Peronng TEDOH Save proctoring report settings
@ Edtesting centes - Require positive proctoring report e
| s - .
Map score to a grading scale Save grading
Select the sdequate grading scals to present the results. (@)
@ Training course - e
& Reporting . Mo grading scale
@& System

Define passina marks for sections
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6. Click on the Edit option to change the passing mark for the section.

7. Click on the Create new section group button to create and set the new section group's passing

mark.
8. Click on the Edit option to change the section group's passing mark.

9. Click on the Delete option to delete the section group.

1: youtestme

= Manage tests

Seffings  Testingsessions  Candidates  Moniloring  Testsections  Grading configuration  Report builder Manage:
Define passing marks for sections
Sections
Passing req Passing mark Inclusive p
ction 1
e 5% [
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- N s0% [
<« < > » 0 v
Section groups
Section groups
ing e
« < > » 0 v
. L7

Q o -"@v
(5]
4
e |
00

10. Click on the Edit option to change the passing mark for the question pool.
11. Click on the Create question property report to create a question statistics reports based on the

property values.
12. Click on the Edit option to change the question property report.

13. Click on the Delete option to delete the question property report.

-: youtestme

= Manage tests

@ | e

Question pools report setup

Question property reports
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