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	Job Aid: Online Exams
	Course: Online Exams

Lab 4: Creating a New Exam

Lab 5: Adding an Exam Object to an Existing Item

Lab 8: Creating an Adaptive Exam

	Prerequisites

· Introduction to Plateau Learning Administration

· Learning Needs Management

· Online Content Management

· Online Exams

Description

The purpose of this job aid is to guide administrators through the step-by-step process of creating online exams using Plateau Question Editor to create questions, importing questions into Plateau Learning, creating an exam, and adding an exam to an item.

Tasks

A. Create a Question in PQE (Plateau Question Editor)
B. Import a Question 
C. Create an Exam Object
D. Add an Exam Object to an Item


	Task A. Create a Question in PQE
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	Verify the Admin tab is selected.

Navigate to Content > Questions.

Select the Add New link.
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	The Add New Question pop-up window displays.

Enter the Question Name.

Enter a Domain, or click the search icon ([image: image2.png]


) to search and select a domain.

Select a question type from the Question Type drop-down menu.

Select Add.
Note: Details for associating objectives to an exam question are discussed later.
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	The Questions Add New screen displays.

Double-click in the top box and enter the question stem.
Double-click in each of the following boxes with the radio buttons and enter the answer choices for the question.

Note: Enter the correct answer in the textbox with the selected radio button.
When you have finished entering your question stem and answer choices, select the Available for Exams checkbox to make this question active.  An Alert pop-up will appear.

Select Activate to make this question available for exams. 

Select Save Question ([image: image4.jpg]


).
	 [image: image5.png]Questions: > search » Add New

i i = Point Value: [1.0 ' Available for Exams

Ry B | 2| | B | acees v

‘With who does Harry live with during the
summer?

«© Hagrid
& The Grangers

¢ The Weasleys

& The Dursleys





 [image: image6.png]g At the Reviion  wil ecame

e hetn Reiton, ftor v s, e
A osionvitsesunes ety oy

B thtuee . T Rewon sl e

editable until 2 student answers the
Revision in an exam.

v o]





	
	Optional:
Select the expand arrow ([image: image7.png]


) for the Question Metadata section. 

Enter a description and relevant keywords for the question in the Question Metadata section.
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	Task B. Import a Question

	
	In Plateau Learning Administration, navigate to Content > Tools > Question Import/Export.
Step 1: Select Action
Select the Import Questions radio button.
Select Next.
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	Step 2: Select File to Import

Select Browse to search for and select a question file (.zip file extension). 

Select Next.
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	Step 3: Analysis and Review

Review and compare the import file questions and the current system questions.
Select the questions to be imported from the Import Files list.

Select the question name in the Import File list to edit the question name, if necessary.
Select Next.
	[image: image11.png]Question Import/Export Help

>Step 1> Step2> Step 3> Step 4> Step'5

Step 3: Analysis and Review

oo

The analysis shows the import file matched against Questions in the system. Only the Question and Objective names are matched. Questions in
the import file will overwrite Questions in the system if the Question names match. If you do not want to import a Question, uncheck the.
question or change the Question name. Changing the Question name wil create a new question on import.

Click a Question name to edit or change

Import File Expand All | Collapse All Current System ‘Open Question search A

Import_Question Name. 0bjID_ Objective Question Name. 0bjID_ Objective

N T »boot - -

[ = = > hp_05 - -

Notes




Note: Roll the mouse over the Notes icon ([image: image12.png]


) in the Current System list to see important notes about the question.

	
	Step 4: Preview Results of Import

Review the impact of the import.

Select Finish.
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	Import Confirmation

On the summary screen, review the status of the import.
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	Task C. Create an Exam Object

	
	Navigate to Content > Exam Objects.

Select Add New.
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	Specify an Exam Name and choose a Domain.

Check the Is Active checkbox and enter a description for the exam.

Select the appropriate radio button to select an exam type: Sequential or free-form movement.

Enter the overall pass percentage.

Enter the maximum number of tries (0 = unlimited).

Enter exam duration if the exam is timed.

Select the appropriate checkboxes for exam Actions, Feedback, and Scoring options.

Check the Analyze the exam results checkbox to display objective statistics to the user at end of the exam.
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	Select the checkboxes to select the appropriate On Passing and On Failure options for the desired behaviors. 

Select Add.
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Note: Objective flagging is used to link exams with content objects. Setting a flag could result in a user “testing out” of content. Clearing a flag could result in remediation.

	
	Review the Summary tab.

Check the Is Online checkbox to make this exam available, if ready.
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	To add questions select the Questions tab.

Enter search criteria for questions you wish to add to the exam.

Select Search.
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	C
	Select the questions to add to the exam by clicking the respective Objective ID.

To view details about the question, such as variant, revision, and status, click the expand icon ([image: image21.png]


).

Select Select.
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	Review the added questions.

Select the numbers to edit minimum, maximum, pass and points fields.

Select Save.

Select the Preview Exam link.
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Note: At least one minimum and maximum field must be populated in order to have an exam.

	
	Select the Messages tab to enable and enter exam messages (pre-exam, post-exam).
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	Task D. Add an Exam Object to an Item

	
	Navigate to Learning > Items.

Search for and select the item in edit mode.
	[image: image25.png]a8 i ) a0 a

Home Users Performance  Compensation \(ESMAMY Content Commerce System Admin

Searcht [ Enter Keywords or Command

Items Search | Add New
Search saved searches ©
Scheduled Offerings Enter a vaue for each feld hat you want o use to fiter your search. Some fieds slow you to sefect fom a st of values. You can siso add

Sttty
—

Case sensitive search: € ves @ no

Group Instances
Search All Locales: € ves & no

Catalogs KemTypes: Ererrm = 4
Curricula Item 1D:  Starts With L

— o
Requirements vwoo/ver)
Revsonttumber: ETC | E—
e ite: ET | E—

Communities em Status:

tem Classfication: EC s |
Instructors

Questionnaire Surveys

Tasks

Tools






	
	Select the Online Settings tab.
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	Check the Item is Online checkbox.

If there are more objects in the online item that must be completed, check the Mark item complete when all objects are complete checkbox.

Select the Online Completion Status from the drop-down menu. If the exam is also passing back failure, select an Online Failure Status.

Select Apply Changes.
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	Next to the file cabinet object, click the Edit link.
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	Enter the Object Label.

Select the Exams radio button.

Select the search icon ([image: image29.png]


) to search for and select the exam object.

If there is other content in the item, you may click the checkboxes to restrict access, mark item complete when exam is passed to enable exam “test out” (users who pass the exam received credit for the item), or mark item failed if the exam is failed.

Select Add.
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