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

Task A. Create a Question in the TMS QE

Note: Verify that the Admin tab is — Questions wwen | [ ©
selected. P—r— - et s ©
1. Navigate to Content > [asemtions D oo et et s s Sm s et Yo s
Qu eStI O n S . E-uqm Objects O TORENG Bharch sribira o Arther raine your seerch m m m
2. Click the Add New link. The Add A S
New Question pop-up window 9 Tools o e
displays. s e .

Last Modified By:

Starts 'With v
{User ID)
Objective I0: Starts Wen v v
Objective Hame: Starts With -

3. Enter the Question Name.

4. Enter a DO m al n y Or CIle the * Required items :are 1ntl:[ic:ated by an ast?lisk .
SearCh icon tO SeaI’Ch fOI’ and Se|eCt gheb new ques‘ttnn will be created with one variant:
. ariant 1, Rewvision 1.
a doma|n. * Question Name:
5. Select a question type from the T;ﬂau?m #
Question type drop-down menu. Q e
6. Click Add. Question Ty
Note: Details for associating Multple Choice |
objectives to an exam question - _
. Objective Information:
are discussed later. Q

Objective Description:
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7. Double-click in the top text box and Otfecive Name
enter the question stem. g o —— Polt o0
8. Double-click in each of the Ml v e “'_-”-"- A N
following boxes with the radio The answer to this test question Is....?
buttons and enter the answer
choices for the question. on
Note: Enter the correct answer in o8
the text box with the selected radio SAshdB
bUtton ) © Neither A nor B
9. When you have finished entering

your question stem and answer
choices, click the Available for
Exams checkbox to make this

quesiion acive. An Aler pop-up C—]

appears.

If wou Activate the Revision it will become
oy the Active Revision. After vou save, the

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

. Revision will be pushed immediately to any
oo
Exams that use it. The Revision will remain
editable until a student answers the

Revision in an exam,

11.Click Save or click the expand The anower to this test queston .7
arrow for the Question Metadata
section. —
OB
OAand B

© Neither A nor B
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12.Enter a Description and
relevant Keywords for the
guestion in the Question
Metadata section.

Question: Test Question #1[Unsaved]

* Required items are indicated by an asterisk

"Question Name:

The unique identifier for all Question Yariants and Revisions.

Test Question #1
Description:
Additional information about the question

‘Domain:
VALY

Keywords:
Exam name, content object, subject category, or other

*  Objective Information
%  Variant Usage
<

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).

x Exam Objects
Content Objects
Content Packages Search
Questions
Exam Objects I
| Case sensitive h:
Objectives o —
Exam Name:
Documents
Description:
+ Tools
status

AddRemove Criteria ©

hes @

Enter 8 vaiue for each fisid that you want 10 use 1o fiter your search. Some fieids alow you 1o select from 8 list of values. You can also add
or remove search criteria 1o further refine your search.

O ves @ neo
Staris With X
Starts With o

O acvve O Not detve @ Bomn

Add New Exam or Survey

Test 6232011

@ Sequential presentation exam

Is Active:
Description:
Exam Type:
C Free-form movemaent axam
Is survey: B
Question Count: 0

Pass Percentage:

Maximum Tries: B—
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8. Enter the Exam Duration if the

exam is timed. Mudmum tries
9. Select the appropriate
checkboxes for exam Actions, Eama Burtion
Feedback, and Scoring actions: [ Broctor code is required 10 begin ihe wam

Options.

] isplay a welcome message at the start of the exam
1 Jser can stop and resume exam before it is scored (non-timed exams only)

| Pisplay Point Values for each question

Feedback: ® |Show only comect Feedback
O |Show only incomect Feedback
(O |Show both comect and incomect Feedback

O |Pont show any Feedback

Scoring Options: [:|Shc:\.\- percentage cofrect once exam is scored

0O Show Pass or Fail once axam s scored

10.Click the Analyze the exam
results checkbox to display

Add Mew Exam or Survey

Once an exam is graded, the resulls can be analyzed 1o determing the consequences thal should occur for the Uiser's reconds. If you opl

objective statistics to the user e I L B e ML R S e
at the end of the exam. Analyze the exam results
11.Click the checkboxes to select On Passing: [ tockexam (] Setags for passed ovectves
the appropriate On Passing g:’:"‘“‘ D Cloar fage o eled ctfnchvee
am

and On Failure options for the

. . On Failure: [ Lock exam [ Ciear st cbjactve fiags
desired behaviors. 7 o O ot s o o g
12.Click Add. Review the O extitem ] Gioar fage for faled objectves
Summary tab. (3 Notty Proctor
[m] .
13.Click the Is Online checkbox Eait the bam

to make this exam available, if
ready. Aoty g | mese | covy | ot |

* Domain: Q [yay

Summary

Custom Fields Is Active: =]

Item Usage Is Online: @

Messages Description:

Printed Exams

Questions Exam Type: & Sequenilal presstaton Ham
) Free-form movement exam

User Usage

Is survey: O

Question Count:

Pass Percentage:
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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).

Case sensitive search:
Summary

Question Mame:
Custom Fields

Keywords:
Item Usage

Domains:
Messages

Created By:
Printed Exams erion

= Last Moawfied By:

Quaestions User ID)
User Usage Objective I0:

Objec tive Hame:

Description:

AddRemave Criteria ©

Yes (&) N
Starts With ~
Starts With L
tarts Wit v ¥
Starts Wieh L
Starts Wieh L
Starts With » h g
tarts -
Starts With v

i) Chantors W Eoem
Select Questions to Add
¥ you selec ted criteria for Objec thets or examis. the ¢

ad into the Ques
cbjecthe. all question:

Fieta Chooser ©

wults duplay by exen or

or objective are loaded into the editor

Recardnpor Page 0 ¥ Pageit i 3 4 3 Prees oY At ey Fage
O8{ID «  Osjective Name Queszion Name Humber of Vanants  Questo
0 2125002 * NCHS QEM 1 1 141424
m
» NCHS QFM 2 2 141425
362 -Famiarize content on the inside b Intergenerational 2 5093
LMS webaits
1 a2 »  TEST_mDt ] 305
3 o _001 TOBSCCTS21 19CB61 711 GACOOOF6-4F
1 SP4_UPGRADE_TEST _O®J_1 » SR _UPGRADE_TEST_ 2 1 2083
1T

objec the. lelect queitions you want to

¥ you select questions by exam or

Messages

Add/Remove Criteria ©
Printed Exams

Questions

To view Question details, click the

User Usage

Obj 1D ~ Otbjective Name Minimum  Maximum  Pass #,
1782 v 17E- 1 0 0 76 5.00 | I
obj_0017085CC192118C861711040000F 64F

triangle. To edit data, click the numbers.

Edit the Exam

] Exam Mossages Enatied

Pre-Exam Message

nave read the message

Post-Exam Message
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