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1 Introduction

This article explains how to create a test with attachments and import questions that contains attachments
in it. To see how to add attachments to existing questions in the question pool, please check this article.
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1.1 Creating a new test
To create a new test you should navigate to the "Tests" and select "New test".
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The "Test Wizard will appear". In the first step of the test wizard, you can add attachments that can be

displayed to candidates only at the beginning of the test or throughout the whole test-taking. To do so, you
should choose one of the offered options:

1. Click the "Create New" button to import a new attachment from your computer. The attachment
will be stored in the library for further use.

2. Click the "Import attachments" to add new attachments from the library of previously imported or
created attachments.

My assignments Users Tests ~ Surveys ~ Training courses Reporting ~ System ~ @l 0 | "‘ ¥

Test informatior

Create Test Wizard “

Test information 2
4 Name:*
& Description:

Label:
Test with sections Play. videc

Test instructions

:]) Copy previously created instructions: Select one

BIUSABXGXHHY? OPDESEESS® L ®

Test attachments

o Create new Import from library 9
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1.2 Test attachments

1.2.1 Create a new test attachment
If you select the "Create new" button, the new window will appear where you should:

1. Enter the name of the attachment.

Optionally enter the description.

3. Define whether you want to display attachment to candidates only at the beginning of the test or
throughout the whole test-taking.

4. Define whether this attachment will be private (you are the only user that will be able to use it for

other tests and questions) or to be public (other users will be able to use this attachment. They will

not be able to edit or delete it).

Select the "Attachment type".

Enter the "Web link" for the YouTube video attachment type.

Click "Save" to add this attachment to the test and store it in the attachment library.

Click "Cancel" if you don't want to add an attachment.

N

©Nowu

My assignments Users » Tests « Surveys ~ Training courses Reporting ~ System - | 0 | ”J @ u

Test with sections © Ploy video

Test instructions R
All candidates willhav  Add attachment
55 oome e
. Name:* o How to Extend Test Duration for Specific Candidates
Description: e Instructions on how to provide additional five minutes only to specific
BIUS. candidates in the ongoing session - if they, for instance, had a longer break, R @
connection issues, efc
e Show at the beginning of the test only
o Public
e Attachment type:* YouTube video
0 Web link:* https://www.youtube com/watch?v=_mN-JOIW_hA|
optional
Test attachments 0 m Ccancel e
Optionally, multimedia [didates only at the
beginning of the 1851 Ol e
Create new Import attachments
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1.2.2 Importtest attachments

If you select the "Import attachments" button, the new window with the attachment library will appear. In
this window, you can see all previously created attachments or public attachments from other creators
stored in the library. To see how to access and manage the attachment library, please check this article.

1. The attachment you created for this test - since you already added this attachment in the test you
are not able to import it again.
2. The attachment stored in the library - You can add it to the test by clicking on the "Arrow" icon.

My assignments Users Tests « Surveys ~ Training courses Reporting ~ System ~ m| O | '4 hd

Copy previously created instructions: Select one

Import attachments

# v Name < Description < Type < Actions
O | search Jol Jol
1 O How to Extend Test Duration for Sp. Instructions on how to YouTube video @ °
2 B Cyber Logo Picture ® e
Te 1 10 v Rows: 2
Opi
bec
Close
# Name Description Type Availablity during test Action
1 [ How to Extend Te. Instructions on how to pr. YouTube video Available ® /1
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1.2.3 Editing test attachment

If you imported an attachment from the library, you can edit it to define the visibility and availability.

1. Click on the "Pen" to open a window for editing.

2. Define whether you want to display attachment to candidates only at the beginning of the test or
throughout the whole test-taking.

3. Define whether this attachment will be private (you are the only user that will be able to use it for
other tests and questions) or to be public (other users will be able to use this attachment. They will
not be able to edit or delete it).

4. Click the "Save" button to confirm the changes.

Training courses Reporting ~  System ~ Chlés a4

#3) /' Show at the beginning of the test only

k) | Public

oEm -
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In the second step of the test wizard, you should:

1. Select "Enable notes" in order for candidates to be able to add notes to attachments.
2. Select "Make note persistent" if you want to see the notes candidates took during the test.

My assignments Users - Tesls ~ Surveys ~ Training courses Reporting ~ Syslem ~ @| 0 |"‘J,

Test information Settings

Previous Create Test Wizard

Test template settings ?
Test template: @ Select one (optional) -

Test settings

Duration type: Unlimited -
Page format: @ One question per page -
Show report: @ Immediately after result grading -
Report content: Score and details -
Delivery preference: @  Online -

Configure report lifespan @ Elay video
Require answering all questions
Enable 'l don't know' answer to avoid negative points
Disable going backwards in test
Disable answer deselect @
Enable answer feedback (@ Play video
Show question metadata to candidate ©
@ Enable notes © Flay vigeo
e Make notes persistent (©
Automatically logout candidate after finishing @
Require updating profile information @ Play video
Proctoring mode @
Allow test continuation
Allow test retaking @ Fiay video
Enable browser lockdown @ Play wideo

Network access: @ ® All networks Internal network
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Once you get to the “Method” step in “Create Test Wizard,” select “Add questions manually.”

My assignments Users « Tests « Surveys « Training courses Reporting ~ System «~

Test information Settings Certificate Method

Previous Create Test Wizard “

=

Add questions manually Use the test generator Upload test from a file
All candidates get the same test All candidates get a different test, created Load questions from Excel files
with the same questions. from your question pool/s. prepared offline.

To add a new question from a question pool, select “Import from pools.”

My assignments Users « Surveys Training courses Reporting ~ System ~

Test information Settings Certificate Method Add questions

Previous Create Test Wizard

Test versions (1) ?
Test version Version unique code Easy Medium Hard Points Actions
Test version 1 0 0 0 0 /7

Current version: Test version 1

Version unique code:

*Import from pools® butt

k on the "Add new question" buttan to create a new guestion manually. Play video

Add new question v Import from pools
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A new pop-up window will appear, with a dropdown menu that allows you to select one of the previously
created pools you want to import the questions.

Import questions from a pool

Select pool:  Select one

[

Select one I

Finance > Accounting - SC
| All Question Types |
All Question Types > Questions with video > Approved lect a pool

All Question Types > Hotspot questions > Approved Juestions
All Question Types > Multilingual questions > Approved

All Question Types > Questions with audio > Approved

Astronomy - Advanced Level

Preview a question by clicking the magnifying glass icon or assign questions individually by clicking the
arrow icon. You can assign all questions simultaneously by clicking the “Assign All” button.

Import questions from a pool B D14
Select pool: (General Knowledge I 4 |

# "I Question text < Parent pool < Difficulty ¢ Type < Actions

Search L search £ selectone v Selectone v

1 12703 How many milligrams are there inone g..  General Knowledge Easy Single choice ® |

2 12706 . If you pass the second personinarace ..  General Knowledge Medium True/False ® |

3 12707 How many workdays are there usually in.. ~ General Knowledge Medium Single choice ® |

4 12712 ‘ Order the following rivers (starting from..  General Knowledge Hard Ordering ® |

5 12714 Cristiano Ronaldo is a famous. General Knowledge Easy Single choice ® |

6 12716 ‘ Match the following. General Knowledge ‘ Medium ‘ Matching ® |

7 12717 Fill in the blanks. General Knowledge Medium Fill in the blanks @® |

8 ‘ 12785 . Order the following mountains (starting..  General Knowledge ‘ Easy [ Ordering ® |

9 12786 ‘ Albert Einstein was a golfer General Knowledge Easy True/False @® |

10 ‘ 12787 ‘ The word "Ketchup” comes from which | [ General Knowledge ‘ Easy Single choice ® |

1 2 » » |10 v Rows: 16

Assign all
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1.3 Candidates' perspective

Once candidates start a test, they will see:

1. Alist of Test attachments in the "Instructions" window.
2. Whether the attachment will be available only on the "Instructions" window or during the test as

well.

3. Click on the "eye" icon to preview the attachment.

Username

student

Information My assignments My ¢

View the list of all 1ests, surveys, and training co

Tests, Surveys and Training courses

an
Available
Dema
a |
Test Qg -
L 2

My assignments Users = 163 1 0 -
Instructions
v d
b _
Sort by
Test name: Demo Attachments Test 1 Availability .
Total duration: Unlimited
Instructions: °
Test attachments: o # Name Type Availablity during test Action
1 O How to Extend Te YouTube video Available @
2 B Cyber Logo Picture Unavailable @ al
I understand and agree with the instructions and rules of this assignment

In the test-taking window, candidates will be able to see:

PUnNE

Test attachments.

Question attachments.
Preview the attachments.
Add a note for attachments.
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n-1of 1 True/False

Finish test

Polar bears live alongside penguins.

Progress bar 01
Decide whether the sentence above is true or false .
Questions
e
A True ()
ol Demo Attachments Test 1
'
b False ) All questions (1) >
o Test attachments: ( 1 ]
# Name Type Action
~ Not answered . Answered
1 O How to Extend Te. YouTube video @ [ L J
- Notes
9 Question attachments:
# Name Type Action Create new
1 Polar Bear Brochure PDF @ [
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