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Job Aid: Online Exams 
Purpose 
The purpose of the Online Exams job aid is to guide you through the step-by-step process of creating 
online exams using the Talent Management System Question Editor (TMS QE) to create questions, 
create an exam, and add an exam to an item. 
 
In this Job Aid, you will learn how to: 

• Create a Question in the Talent Management System Question Editor 
• Create an Exam Object 

 

  Task A.  Create a Question in the TMS QE 
Note:  Verify that the Admin tab is 
selected. 

1. Navigate to Content > 
Questions. 

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

 
 
 
 
 
 

3. Enter the Question Name. 
4. Enter a Domain, or click the  

Search icon to search for and select   
a domain. 

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

6. Click Add.   
Note: Details for associating  
objectives to an exam question   
are discussed later. 
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7. Double-click in the top text box and 
enter the question stem. 

8. 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 text box with the selected radio 
button. 

9. 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  
appears.  
 

10. Click Activate to make this question 
available for exams. 

 
 
  
  
 

11. Click Save or click the expand 
arrow for the Question Metadata 
section. 
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12. Enter a Description and 

relevant Keywords for the 
question in the Question 
Metadata section. 
 

 
 
 

 
 
 

  Task B.  Create an Exam Object 
1. Navigate to Content > 

Exam Objects.  
2. Click Add New. 

 
 
 
 
 
 
 
 
 

3. Specify an Exam Name and 
choose a Domain. 

4. Click the Is Active checkbox 
and enter a Description for 
the exam. 

5. Select the appropriate radio 
button for the Exam Type. 

6. Enter the overall Pass 
Percentage. 

7. Enter a number for 
Maximum Tries (0 = 
unlimited). 
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8. Enter the Exam Duration if the 

exam is timed. 
9. Select the appropriate 

checkboxes for exam Actions, 
Feedback, and Scoring 
Options. 

 
 
 
 
 
 
 
 

 
 
 

10. Click the Analyze the exam 
results checkbox to display 
objective statistics to the user 
at the end of the exam. 

11. Click the checkboxes to select 
the appropriate On Passing 
and On Failure options for the 
desired behaviors. 

12. Click Add.  Review the 
Summary tab. 

 
 
 

13. Click the Is Online checkbox 
to make this exam available, if 
ready. 
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14. To add questions, select the 

Questions tab. 
15. Enter search criteria for 

questions you wish to add to 
the exam. 

16. Click Search. 
 

 
 
 
 

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

18. To view details about the  
question, such as variant,  
revision, and status, click the 
Expand icon. 

19. Click Select.  Review the  
added questions. 

 
 
 
 
 
 

20. Click the numbers to edit the 
Minimum, Maximum, Pass 
and Points fields. 

21. Click Save. 
22. Click the Preview Exam link. 

 
 
 

23. Click the Messages tab to 
enable and enter an exam 
message (pre-exam, post-
exam). 
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