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1 Introduction

This document describes the process of importing questions through Excel files. The process and data are
tailored to National Geospatial-Intelligence Agency workflow and samples.

2 Excel Import

YouTestMe GetCertified supports simple and efficient data upload (questions, tests, and users) through
predefined Excel templates. The process is very straightforward and allows the import of a large number of
items simultaneously and preparing data offline.

To import your sample questions through Excel files, please follow the instructions below:
1. Hover over the Tests tab in the main bar and select Question pools.

N - My assignments Users « Tests ~ Surveys - Training courses Reporting ~ ﬁ 0 J -

New test

Manage tests

&5 Select and manage tests and view test results E
Manage certificates @
Select, m view certificate:

My assignments Create user group

Play videa Question pools
Play video
Grading scales
Configure grading scales for test evalust
] 3
Testing locations
Manage the places and time 2o g is conducted

Create test Create training course

Test results verification Play video

Learn more

Manage configurations for automatic verification
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2. Create a new pool and specify its name and optional description.

. 1ments < a g Reporting = ﬁ I"] O'T'I ‘
Import from JSON Import from Excel

® My pools All pools

- Pools (61, 378)

» 3 Al Question Types (16, 17)

[Ba] Astronomy - Advanced Level (0, 4)

» 3 Astronomy - Basic knowledge (4, 11) New pool

» [ Digital Marketing (2, 12)

+ [3 Economics (1, 26) Name:*
(] Essay Questions (0, 20)
3 example Pool (0, 0)

v Finance (1, 11)

3 General Knowledge (0, 16)

3 informatics (0, 4) Cancel
» 3 insurance (2, 20)

3 Investment (0, 8)

v B3 11 (12, 160)

+ (3 Management (4, 47)
3 post-Test Survey (0, 11)
3 sample Pool (0, 4)

»yOraxe,7)

Description:

3. Inthe Questions tab, click the Load questions button and select the With images (.zip archive)
option.

Test question pool

. New sub-pool = ?
NGA Sample Question Pool
Questi Users
Load questions = Filter by tags: @
Without images (.xlsx
format) A "
D - Question text B Source pool ¢ Difficulty ¢ Type E Actions
0 O selectone ~ Select one v
There are no questions in this pool. To add questions, click "Add question” button to add them manually, or "Load questions” to load them from an Excel template.
> “ < - 10 ~ Rows: 0
Move Copy H ]
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4. Download the .zip file YouTestMe prepared that contains your sample questions. When you
download it, the file should look like in the image below.

u NGA Sample Question Pool.zip (evaluation copy)

File Commands Tools Favorites Options Help

Boodme \®

Add  ExractTo  Test View Delete Find Wizard Info

"

VirusScan Comment

e e

SFX

o~ ‘u NGA Sample Question Pool.zip - ZIP archive, unpacked size 250,491 bytes

Name Size Modified CRC32

 Pictures

Packed Type

File folder

229,624 File folder

230,824
NGA Question P... 19,667 16,506 Microsoft Excel Wo.. 10/28/2021 8:0.. 18B7CB85
--&‘ ‘Total 1 folder, 1 file, 250,491 bytes

NOTE: If you have difficulties downloading the file, you may also find it attached to the email we sent this

document with.

5. Choose the Select file option and find the .zip file you downloaded.

Load questions

Load multiple questions with images from a zip file to the question pool.

The zip file should contain this Excel template with correctly entered question data

and a folder with the images.

Each image’'s name must be the same as the corresponding question's id in the Excel

template.

Detailed instructions for this procedure can be downloaded here

|| Skip loading questions that already exist in the pool

‘ Select file ‘ NGA Sample Question Pool zip

Upload ‘ Cancel
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6. Upload the desired .zip file, and all questions will appear in the pool.

Test question pool

. New sub-pool = ?
NGA Sample Question Pool =
Information Questions Users Statistics
Add question ~ Load questions ~ Filter by tags: @ Load questions
Load multiple questions with images from a zip file to the question pool
ID & External ID ¢ Ity ¢ Type < Actions
The zip file should contain this Excel template with correctly entered question data
jo) jo) and a folder with the images le v Selectone v

Each image’s name must be the same as the corresponding question’s id in the Excel

There are no questions in this pool. To add questions, click "/ | template or from the QTI package.

template
Detailed instructions for this procedure can be downloaded here Eoreal
Skip loading questions that already exist in the pool = N
Move Copy P 949 Y P ‘H
Select file NGA Sample Question Pool zip
loa Cancel
) New sub-pool = ?
NGA Sample Question Pool
Information Questions Users Statistics
Add question = Load questions = Filter by tags:
ID =  External ID ¢ Question text $ Source pool ¢ Difficulty ¢ Type = Actions
jo) O Selectone v Selectone v
15735 What is the name of the four-sided quadrilateral with only two parallel ..  NGA Sample Question... Easy Single choice e sER D
15736 The United States Senate is comprised of more members than the Ho.. NGA Sample Question... Easy True/False @ S RO
15737 Identify the Description on the right that best matches the Term on th NGA Sample Question Easy Matching @ ES|
15738 Identify the Images with Terms on the left NGA Sample Question... Easy Matching @ /S B O
15739 Which Formula 1 Grid is this? NGA Sample Question... Easy single choice @ s B0
1 10 v Rows: 5
Move Copy Eﬁ o

NOTE: Fill in the blanks question from the sample file was not included in this Excel file since the template
does not support this question type with predefined offered answers. For instructions on how to create this
guestion type manually, please take a look at this video.

For detailed instructions and a preview of this process, you may also take a look at:
e Article - How to bulk import questions to the question pool using an Excel file
e Video - Importing Questions with Excel Template
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3 Alternative Options

3.1 Data Load Services

The YouTestMe team offers data load services to facilitate the process of data import to our clients. All you
need to do is send us a list of questions in any format you have them stored in, and our team will do the
rest. The data load services are additionally charged and available on-demand —you can request them at
any point of usage.

3.2 Customization Options

YouTestMe specializes in customization processes and can modify any feature or functionality according to
your needs. In this case, if you have your questions stored in Word files, our team can develop a Word
importer that would work on a similar basis as an Excel importer.
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