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¥ I_E{]rningl_ink Plateau Question Editor

Job Aid: Plateau Question Editor Course: Online Exams
Lab 1: Creating a New Question in PQE

Lab 2: Adding Question Metadata
Lab 3: Adding a Variant

Lab 6: Associating an Objective with a Question

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 using Plateau
Question Editor (PQE) to create, format, and edit questions, as well as create and associate an
objective with a question.

Tasks

Create a Question in PQE

Search for a Question

Edit/Format a Question in PQE

Insert Image into Question in PQE

Check Spelling of Question in PQE

Add Question Variant in PQE

Associate an Objective with a Question - Create Objective First
Associate an Objective with a Question - Create Question First

IONMoOO® >




LL5. DEFARTMENT OF LABOR

LearningLink

LearningLink

Administrator Job Aid
Plateau Question Editor

Verify the Admin tab is
selected.

Navigate to Content >
Questions.

Select the Add New link.

Admin

ome  Users  Performance  Compensation  Learnin PR Content Cunlmerz.e sm n Admin

Search: Enter Keywords or Command Go b

O B

References  Reports

Questions

Content Objects Search

Content Packages

Questions
Exam Objects

or remove search criteria to further refine your search.

Case sensitive search: © Yes @ No
Question Hame: [starts win =
Objectives
Keywords: [starts witn =l
Documents Domains: [starte win =l v
Created By:
Starts With -
= Tools (User ID) I = I
Last Modified By:
Starts With -
(User ID) I =l
Objective ID: [starts witn =l hd
Objective Hame: [starts witn =l
Status: # actve © Notactve € Botn
Description: [starts witn =l

AddiRemove Criteria ©

Enter a value for each fiskd that you want o use 1o fiter your search. Some fiskds alow you to Select from a ist of values. You can also add

Search  AddNew = (@

saved searches ©

EoEE

EDEzIER

The Add New Question
pop-up window displays.
Enter the Question Name.
Enter a Domain, or click

the search icon ( Q ) to
search and select a
domain.

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

Select Add.

Add New Question

*Required items are indicated by an asterizk
The new gquestion will be created with one varant:
“Warant 1, Rewvision 1.

* (uestion Hame: 9_
* [lomain:
Q, lpuBLIC 4
Question Type:
Muttiple Choice -

Objective Information:

Q

(hjective Description:

i oment.

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
guestion.

Note: Enter the correct answer
in the textbox with the selected
radio button.

When you have finished
entering your question
stem and answer choices,
click 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 ().

Questions: - sewen - s e Toarch AGdRew ten

7 Randemice

I beniable for Examn

' heice =
(@) 400 X | w5 o e u[E]= = e ome | H e 2 [ 7 [ ] sy
@Whnw doas Hermione first meet

Crookshanks?

© AL the train station

Pt Valur: 10

= At the Leaky Cauldron
7' 1n the Magical Menagarie :
© In the Chamber of Secrets

3 Ubjective ininrmation. ¥ Actions

actant, Lvage

If wou &ctivate the Revizion it will become
the Active Revizion, After wvou save, the
/ \ Revizion will be pushed immediately to any
" Exams that use it. The Revision will remain
editable until a student answers the

Revizion in an exam,

10

Activate

Optional:

Select the expand arrow

(H) for the Question
Metadata section.

Enter a description and
relevant keywords for the
guestion in the Question
Metadata section.

Question Metadata

* Required items are indicated by an asterick

“Ouestion Hame:

#dditional information about the question

“Domain:
The unigue identifier for all Question Variants and Rewisions.
PUBLIC
ho_01
Description: Keywords:

Exam name, content object, subject category, or other

Custom Fields

Originator Line of Business

=

RESIZE }

RESIZE D
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Task B.

Search for a Question

Navigate to Content >
Questions.

Enter any criteria to search
for the question.
Note: The default search

criteria are the Objectives
identifier. Click the search

filter icon (¥ ) to search for
objectives by Objective ID or
other criteria.

Select Search.

G680 8 A 8
-

g a

Commerce  System Admin

(2]

Home Users Performance  Compensation  Learning  {(S3itand

Search: | Enter Keywords or Commond

Questions Search | AddNew | i@

Content Objects

aved searches &

search

Content Packages

Questions !!

Enter a value for each field that you want to use to fiter your search. Some fields allow you to select from a ist of values. You can also add

or remove search critenia to further refine your search
EXEZIER

B (0 e Case sensitive search: © ves @ No
Question Name: [Contans =] e
Objectives
Keywords: [starts witn =1
Documents Domains: [starts witn = v
Created By:
v =
[ Tools (User D) Jeterts i =l
Last Modiified By:
b [ sterts witn =1
(User 1D)
Objective ID: [ sterts witn = v
Objective ame: [tarts witn =l
Status: & active © NotActive © Both
Description: [starts witn =1

Add/Remave Criteria ©

ExEmER

The search results display.

To see the question variant
details from the search
results list, click the

expand arrow ( *) to the
left of the question name.

Select the checkbox under
the Question Name column
for the question you are
searching for.

Select Select.

Field Chooser Q) Download Search Results 5

Select All Objectives | Select All Questions | Desele-:ﬁ

Obj ID « Objective Name Question Name

Number of Variants Question ID

C v~ hpo3 1 234

Variant Revision Type Stem Status

1 1* ulti-Choice Single Answer What kind of pet does H... Active
r th_m 2 292
295

e hp_04 1

Select

Your question workspace is
displayed and ready for
editing.

Question Name: hp_04 Objective Name:

Variant Revision Type Question Settings
I 1 Multiple Choice ~ [¥ Randomize Point Value: [1.0 W Available for Exams
H| & D0 X| [xa 7] [Ty Ylp 7 U= == M~ R~ |y | &6 .E| P By sy

‘What house is Harry in?

- € Hufflepuff

. ¢ Slytherin

i & Gryffindor

[ R GREEE R L EGREEEE ]
" L}
oo oo Woooosemoooooooeoos [
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Task C. Edit/Format a Question in PQE

guestion.

Select All Objectives | Select All Questions | Deselect Al

0 SearCh for and SeIeCt the Field Chooser@) Download Search%
I

0 Select Select_ Obj ID & Objective Name Question Name Number of Variants  Question 1D
o T v hp_04 1 295
V » hp Dt 2 292
T » hp03 1 24

e DOUbIe-CIiCk in the tethOX Questions: : search = Search Results = Edit Question
for the QUESTION SEM and | | oo
- - Question Name: hp_01 Objective Name:
answers, and highlight the -
text to be formatted. ’ e o
@ Use the formatting toolbar I - .
Where does Hermione first meet
to change the text font, Crookshanks? =
Size, CO|OI’, etC. ¢ At the train station
e Select anywhere outside of © At the Leaky Cauldron
the teXt bOX, and CI'Ck @& In the Magical Menagerie
Save QueStlon (H) - ¢ In the Chamber of Secrets
‘Question Metadata

ry
v
ry
v

Objective Information

Task D. Insert Image into Question in PQE

o SearCh for and SeIeCt the Field Chooser &) Download Search Results 2
queStlon - Select All Objectives | Select All Questions | Deselect All m
9 Select Sel ect Obj 1D « Objective Name omme Humber of Variants  Question |D
289

— | ﬁ
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Select your mouse to place ot e
your cursor at the INSertion | |57 ¢ o B o te | e b
point you want for the CIERP1:RANETNG I LR L L E T RN AL F AT MR
. P Selected Question
Image' ‘Where does Hermione first meet
A A Crookshanks?
Select the insert image : .
{E i o At the train station
( ) icon. : © At the Leaky Cauldron e
. & In the Magical Menagerie
¢ In the Chamber of Secrets
The Add Image window Add Image

displays.
Select Browse.

Locate and select the
image file you want to add.

The file name is
automatically entered in
the Image File textbox in
the Add Image pop-up
window.

Select Add.

*Required iterms are indicated by an asterisk.
Select an image from your computer that you want to insert,

rC: “\Documents and Settir  Browse.. |e

*Image File
6

The Add Image - Preview
window displays.

Set the image size as
appropriate.

Note: If the image is larger than
250K a warning will appear.
Resize the image using the Scale
Image or Width/Height boxes.

Enter alternative text (alt-
tag) in the Alt Text text
field.

Note: The ALT attribute is
designed to be an alternative
text description for images. ALT
is a required element for images
and can only be used for image
tags because its specific purpose
is to describe images.

Select OK to insert the
image in the question at
the insertion point.

Add Image - Preview
Image iz shown at actual size (100%), To reduce the image, set the scale
percentage

Image Filename: images.jpeg Scale Image:

100 % a
Display:

Width: 127 px
Height: |26 px

File:

File Size: 2 KB
Actual Width:
#ctual Height:

127 px
96 px

Alt Text: @

grey cat

Cancel
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@ sclect anywhere outside of [T .

the image box, then click

i [ B 1 Multiple Choice ¥ Randomize Paint Value: 1.0 [¥ Available for Exams
Save Question (id). IR TRl c LR L I M MEE M AL VS

‘Where does Hermione first meet
‘Crookshanks?

" At the train station

« At the Leaky Cauldron

(e In the Magical Menagerie

¢ In the Chamber of Secrets

Task E.  Check Spelling of Question in PQE

€| scarch for and select the

- Field Chooser 0 Download Search Results 2
question.
Select All Objectives | Select All Questions | Deselect All
9 SeIeCt SeIeCt' Obj ID & Objective Name Question Name Number of Variants  Question ”:9
o T » hp_04 1 295
W » hp_03 1 294
™ » hp_ot 2 22

e Se I ect the C h ec k Spel I i n g Questions: - search - Search Results » Edit Question
button (). —
[ 1 Multiple Choice ~ ¥ Randomi Point Value: ¥ Available for Expa

Q The question workspace SR B s = ﬂ
indicates that spell checker || spell chec . e i

. . Mode -
is on. Notlce the Word not Q What kind of pet does Harry have?
recognized by spell checker

is underlined in red.

 rat

& owl

(= )

 dog
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@ | select the word indicated | [Spell Check

as incorrect. A list of Mode :
possible options is What kind of pet does Harry have?
displayed.
@  Select the correct word
from the list or select  rat

Ignore to ignore the word.

E ...................... gems
s dC  Greek

R geckoes

Greco

= O
eke

Greeks

age
elk

Ignore

@ | If you selected a word from | [y
the list, the incorrect word | |g

) N " Multiple Choice ¥ ¥ Randomize Point Value: 10 P Avilable for Exams
is replaced with your G| %00 Xl T e Es U5 e i | o B @R 2 ]| M| s
selection. ol Check ETTETa—— 0
What kind of pet does Harry have?
@ Select the Spell Check
Mode yellow box to turn [Orat
off spell checker. & owl
© | select save Question (). o @)
‘¢ dog
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Task F.  Add Question Variant in PQE

0 Search for and select the

Field Chooser G) Download Searg sults 2
question.
Select All Objectives | Select All Questions | Deselect All

9 Se|eCt Se|eCt Obj ID = Objective Name Question Name Number of Variants  Question ID
T » hp_o4 1 295
Ty hpo 1 294
V¥ » hp_0i 2 292
‘Select’

Se I eCt the ACti 0 nS d rop- Questions: > ssarch > Search Results > Ecit Quastion

down menu. (3 )
uestion Name: hp_( Objective Name:

H Variant Revision Type Question Settings
° SeIeCt Add NeW Varlant LK ” Multiple Choice ¥ ¥ Randomize Paint Value: [1.0 ¥ Available for Exams
from drop-down menu. B ACOX|[m Tlfw S zus== |0 (0ol @627 E o
PSelected Question Add Distractor
. Delete Distractor
Where does Hermione first meet Clean Up Question
Crookshanks? e
Preview Variant

: ¢ At the train station Add New Variant

Delete Variant

SO At the Leaky Cauldron

Copy Question
Resst to Last Saved

(e In the Magical Menagerie

« In the Chamber of Secrets

e Change the question type by Questions: : search = Search Results > Edit Question

selecting the down arrow S R
Variant Revision Type Question Settings e
( T ) @ * True urFabO ¥ Randomize Point Value: [1.0 ¥ Available for Exams
H| & TI0 X | [Verdana 7] [Small [¥]B 7 U = = = |Wv R~ |G [§ | @ a8.E || By atns v
H - 1 }Selected Question
Optlonal . Chan ge the pOI nt e Hermione first meets Crookshanks at the
value of the variant. Leaky Cauldron. 9
O enter the guestion stem. | © True
« False
@  Enter the correct answer and [ 7]

the distractors.

Optional: Enter any

appropriate metadata ir_‘ the | Note: Notice the Variant number changed in the top left.
Question Metadata section.

Make the question variant
available for all exams.

Select Save Question ().
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Task G.

Associating an Objective with a Question - Create Objective First

Navigate to Content >
Objectives.

Select Add New.

=260 8 8 8
= L

Home Users Perfor mance

Compensation

0O a8

Commerce  System Admin

Learning

Search: [ Enter Keywords or Command

| Gor

Content Objects

Content Packages

Questions

Exam Objects

l Objectives

Documents

Objectives

Search

Enter a value for each field that you want to use to filter your search. Some fields allow you to select from a list of

wvalues. You can also add or remove search criteria to further refine your search.

Case sensitive search: T yes @@ No

Objective ID: [starts witn =l
Objective Name: |5tart5wnn j |
Description: [starts witn =l

Search | Add New @

saved searches 9

appropriate.

Select the Online checkbox.

Note: When you check this
checkbox, users can access
content objects and exams that
incorporate this objective. If the
box is not checked, users are
locked out of any online material
that incorporates the objective.

Select Add.

Add New Objective

= Required Fields

= Tools Add/Remove Criteria ©
[ search [ save s | Reset
Enter all the required and Objectives search | AddNew @
optional information as S - A ew

|dentify Harry Potter's pet. e

Objective 1D: Auto Generated
* Objective Name: HP_PET
Description:
+ Domain:

Active:

Online:

p
" O

Q, [PueLic

o

-10 -
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The objective is added and
saved and you are taken to
the Summary tab of the
objective record.

If you select the Questions
tab, you are only able to
view (not add) questions
associated with this
objective. To associate this
objective to a question, you
must associate via the
question record.

Summary \

Competencies

Custom Fields

Exam Usage

ltems

Object Usage
Objective Display Text

Questions

Search | AddNew | @

Objectives
> Search » Edit Summary

Objective ID : 227

Objective Name: HP_PET

Edit the Objective
= Required Fislds
oy e L | oyt ] ot

Description: Identify Harry Potter's pet.

* Domain: @ [pusLic
Active: ~

Online: ~

w00ty changes | west | concosecve..| ptte |

Navigate to Content >
Questions.

Enter search criteria, and
select Search to find the
question(s).

8
5
Home Users

Performance  Compensation

[ESITU I Content

Commet

rce  System Admin

Search: | Enter Keywords or Command

Content Objects

Content Packages

orre
Questions !5!\

Exam Objects
Objectives
Documents

= Tools

Questions Search AddMNew @)

Search saved searches &

Enter a value for each field that you want to use to fiter your search. Some fiekis alow you to select from a st of values. You can also add

move search cnitenia to further refine your search.
EXEED

Case sensitive search: © ves & no

Question Name: [starts witn =] [me

Keywords: B |

Domains: [starts witn = v
:L'th;]BV' [starts witn =1

CLU“;:‘I‘;‘:'“EG By [starts with =

Objective ID: [starts witn = v
Objective Hame: [satswim =] |

Status: @ active € Mot Active ' Both

Description: B |

Add/Remove Criteria ‘©

Select the question(s)
desired.

Select Select.

Field Chooser &

ObjID & Objective

Download Search Results 3 b

Select All Objectives | Select All Questions | Deselect All Select

Name  Question Name Number of Variants  Question ID
T » hp_o4 1 295
v hpot 2 29
v »  hp_03 1 294

Select

-11 -
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@ select the expand arrow (E)
to open the Objective

) [ Muisiple Cholce = ® Polnt Velues 12 ' dwailabie for (xams

Information section. M O P e e | O e =
What kind of pet does Harry have?

or

Select the Actions arrow. —

€| Select Associate Existing
Objective from the drop-
down menu.

#4dd New Objective and
Associate

Note: You can also use Associate Existing

the Actions menu on Objective
the right to associate “hange
and add objectives to

the question. L Remove Objecti

@ | select the select objective | [EE= T

icon ( Q )_ ﬁ:ﬁ:ﬁ@‘wmcm E;dq:l‘:::|:::|hvndn’.u\,ilk“hh

= ==

@ Enter search criteria in the Objectives Search | @ |

Objective ID Search pop-up

- Search
window.

@ Select Search.

Search Objectives

Note: The Objective ID is auto-

Enter a value for each fiekd that you want to use to fiter your search. Some fiekds allow you to select from a list of values. You can also add

generated . Typlcal Iy7 search On or remove search criteria to further refine your search.
the objective name which you
Case sensitive search: ™ ves O No
created/entered.
Objective ID: [ stars witn || @
Objective Hame: Istarts‘mtn j II‘ID
Description: IStarts‘MtI‘l j I

Add/Remove Criteria © ﬁ@

-12 -
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Your search results are
displayed.

Select the Select link next
to the objective you want to
associate with the question.

Objectives @

= 5earch Results

View Objectives Results

Objective 1D Objective Name

27 HP_PET

Description Active

|dentify Harry Potter's pet.  Yes

@elect

The objective ID is
automatically entered into
the textbox in the Objective
Information section.

Select Associate.

4  Objective Information

Objective ID: No Objective

Associate Dbjective
Enter the ID of an existing objective and click

Associate @

w —  omm@®

Add New Objective
Create a new objective and associate it to the
question

5]

The objective is associated
with the question.

Select Save Question ().

Question Name: hp_03

[ K ¢ Multiple Choice ~ ¥ Randomize Point Value: [10 ¥ Available for Exams
H‘XD)\'|AH3I ¥ [Tiny BIH;EE‘.'D“%%H'“& E\‘?\@v“mns-

»Selected Question

" What kind of pet does Harry have?

i O rat

& owl

c gecko

i © dog

% Question Metadata

5  Objective Information

Objective ID: 227

Objective Name: HP_PET @
Domain: PUBLIC

Active: Yes

Online: Yes

-13 -
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Task H.  Associating an Objective with a Question - Create Question First

Navigate to Content >
Questions.

Search for the question and
access the record.

Enter a value for each field that you want to use to filter your search. Seme fields allow you to select from a list of values. You can also add

or remove search criteria to further refine your search.
ExE

Content Ohjects

Case sensitive search: € Yes @ No
Content Packages Question Name: |5tamswith = |hn_N
@ o i A
Domains: [Starts win = v
Exam Chjects
Created By:
v [starts with =
o (User ID)
Ohjectives
Last Modified By: [Starwen =
(User ID)
Documents
Objective ID: [starts witn =l h g
(# Tools Objective Name: [stans win =
Status: & sctve O Notictve © Both
Deseription: [Starts win =l
AddiRemove Criteria @
v [sve s o]
Field Chooser &) Download Search Results 5

Select All Objectives | Select All Questions | Deselect All

Obj ID & Objective Mame  Question Name Number of Variants Question ID

9!7 » hp_04 1 2%

Select the expand arrow

(E) to open the Objective
Information section.

Questions: > search = Search Results > Edit Question

Question Name: hp_04 Objective Name:

Multiple Choice ¥ ¥ Randomize Paint Value: [1.0 ¥ Available for Exams
‘Xuxlma\ ¥] [Tiny BIHEEZ:‘-'D“@@‘Q'lﬁ E‘?lgv‘i\cﬂunsv

‘What house is Harry in?

i Hufflepuff

c Slytherin

- @ Gryffindor

. ¢ Ravenclaw

Objective Information

%  Variant Usage

Select Add New in the Add
New Objective section.

) Question Metadata

) Objective Information

Objective ID: No Objective

Associate Objective Add New Objective
Enter the ID of an existing objective and click Create a new objective and associate it to the
Associate question

—rY o O

: Variant Usage

- 14 -
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Associate pop-up window

dISpIayS' * Required itemz are indicated by an asterizk
6 Enter the required
information: Objective Create a new objective and aszociate it to the current
name description and question., The objective will be associated to all varants
domain in the question,
@ Check the Online
checkbox — Objective Information
* (hjective ID: Auto penerated
G Select Add.

* Objective Hame:

Briefly dezcribe or name the objective

HP_HOUSE
[ 5

Identify Harrvy FPotter's house at
Hogwarts.

* Description:

RESIZE &
* [lomain:
PLBILIC Q,

¥ active

rd Clnh'nee

s ot

-15 -
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@ The new objective is added

and associated with the
guestion.

Question Name: hp_04

Objective Name:

|

1 1 Multiple Choice =

}j Paint Value:lE ¥ Available for Exams|
) H| ADO X|[wva Fw FB s o===|mvO-| 2@ | @25
©)| select Save Question (). O

) Selected Question

¥ Randomize

What house is Harry in?

© Hufflepuff

© Slytherin

& Gryffindor

© Ravenclaw

H Question Metadata

%  Objective Information

Obijective 1D: 228

Objective Name: HP_HOUSE

Domain: PUBLIC

Active: Yes

Online:

Yes

Notes

- 16 -
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