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1 Introduction

You can organize your questions into question pools - also known as question banks. Access to these pools
is restricted only to pool members.

2 Steps

2.1 Create a question pool

1. To access the "Question pools" page, navigate to "Tests" in the main menu, and choose "Question
pools."

Tests ~  Surveys ~  Trainingcourses  Reporis - System - Help -

New test

Manage tests

= Manage certificates @

Question pools

My assignments Create user group

View the lis1 of all tests, surveys, and 1raining courses assigned 10 you R Grading scales oles 10 that user Create a user group and add users 1o that group

Testing locations

d J @

Create test Create survey Create training course
Create knowledge t

with multimedia content Create a survey and categorize its resu Create training course with multimedia content

and assig

arding certificate automatically using grading
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2. GetCertified allows you to create your question pools. Select the "Create" option

Question pools Y m
2

el

Test question pools l\

- Pools (13,77)

CJ01 - ¥TM Pool (0, 7)
[CJoz- Y™ Pool (0, 7)
(T 03 - ¥TM Pool (0, 4)
(Joa-¥TM Pool (0, 7)
[ Topic area 1 (0, 9)

[ Topic area 2 (0, 0)
[ Topic area 3 (0, 5)

() Topic area 4 (0, 5)
(") Topic area 5 (0, 6)
() Topic area 6 (0, 7)
("] Topic area 7 (0. 5)
(] Topic area 8 (0, 5)
("I Topic area 9 (0, 10) 0

On this screen you can do the following:
= Select a question pool from the navigation tree an the left of create a new one
= add questions pool role
* Use question pools to generate tests

3. Enter the name and description in the "New pool" popup window and save it.
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4. Inthe "Questions" tab, you can:
e Create a new sub-pool
o Delete the selected question pool
e Add new questions
o Filter by tags
e Load questions using a predefined Excel template
e Preview question details
e Edit questions
e Check audit trail (time, date and user who created or modified the question)
e Delete questions
e Move or copy the question to another question pool
e Export as Excel/PDF

Tests -  Surveys ~  Trainingcourses  Repos -+  System ~  Help -

fo) Topic area 1

* Pools (14, 76) 4

02 - YTM Pool (0, 7)

03 -YTM Poel (0, 4)

oo Lond quesions
N pool (0, 0)

.

D - Question text s Source pool @ Difficulty & Type ¢ Actions
jol o L select one v Select one
137887 Grass is (choose one) Topic area 1 Easy {Br:v;?w‘:u:x;i-w) @ /= @
137894 Purple is a combination of which colors (choose one a.. | Topic area 1 Easy {BT:AI'\JE;I‘\?'\‘; ;:’::tim) o/ =@
< 137898 in your opinion, what is the best way ta learn language Topic area 1 Medium Essay @ /7 = 0
137899 Order animals from largest to smallest Topic area 1 Easy ordering o /7 = 0
137900 Fill in the blanks Topic area 1 Easy Fill in the blanks @ /S = @
137901 5 is bigger than 2. Topic area 1 Medium {Bmz'n”‘:::li‘;mn) e /=@
137903 Match countries with their capital cities. Topic area 1 Medium Maiching @ 7/ = @
137908 5461 Topic area 1 Medium Open-ended o /7 = @
138198 RATE your émotions in the morming. Topic area 1 Medium Matrix @ /S = @
A 10 Rows: 9
Move Copy &=
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2.2 Add question pool to the test

For this part of the application, see: How can | create a simple test without sections and assign candidates to
it?

1. Once you create the question pool, you can use it to add questions to the test.

1 2 3 4 5 6 7 8

Testinformation  Settings Certificate Method  Add questions

Previous Create Test Wizard [ nea |

‘Questions in test ?

9

Click on the *Import from pools® button 1o add questians from guestion pals.

Click on the *Add new question” burton 1o create a new question manually

Import from pools

2. Select the pool that you want to use in the test and assign questions individually, or assign them all
at once. You can use the same question pool to assign questions to multiple tests.

Import questions from a pool

select pool: 2 [Topic area 1

Question text - Type  ©

Search 0O | search v Select one

+6=7 Topic area 1 Open-ended
5 is bigger than 2_ (Branching question) Topic area 1 True/False
Fill in the blanks. Topic area 1 Fill in the blanks

Grass is (choose one): (Branching question) Topic area 1 Single choice

In your opinion, what is the best way to learn

languages (describe) Topic area 1 Essay

Match countries with their capital cities Topic area 1 Matching

Order animals from largest to smallest: Topic area 1 Ordering

Purple is a combination of which colors (choose
ane or more): (Branching question)

Topic area 1 Multiple cholce
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