





IV. Examinations

Examinations allow you to administer a range of student assessments including multiple choice,
true/false, matching and open response questions. Examinations can be set up as timed tests that only
allow students a designated amount of time to complete the questions. Similarly, examinations can be
scheduled so that you can allow access to it on a specified date. Finally, it is also possible to provide
students with automated feedback on their answers as well as have the system grade their exam.

The following instructions will provide you with an overview of the basic examination functions.
Because of the complexity of using some of the examination functions not all of them will be covered.
Please contact the office of Academic Technology and eLearning if you need additional assistance. In
addition, the quiz function, which is basically the same as examinations but with fewer options, will
not be covered.

Creating a New Exam

Creating a new exam from scratch is a multi-step process and requires, depending on the number of
questions, a reasonable block of time to set up. Before starting to create a new exam you should
develop all of the questions, assigned point values and decide how the exam will be administered (e.g.
timed exam, etc.). Note: It is possible to “upload” exams using a specially formatted text file or
import them from “test bank questions” that often come with textbooks. Please contact the office of
Academic Technology and eLearning if you wish to pursue either of these two options.

Once you have planed everything out you can follow these steps to set up your online exam:

1. Click on the “Examination” link on the tool bar.
2. Click on the link labeled “Create New Exam”. e——
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3. Enter in the name for the exam and the total number of questions.
4. If you don’t plan to “scramble” your questions it is best to build your exam as one (1) group.

Since the “scramble” feature is not covered in this document, please contact Academic

Technology and eLearning for assistance.
5. You can provide students with specific feedback on each question and customize your feedback
based on the answer that the student provides (e.g. Choice B is wrong because...). If you wish

to provide feedback on each question select “Yes” for the last question.

User: Josh Baron
In Course: Josh Demo ( JoshDemo)

Upload exam

Enter a name for this exam:

|Examp|e Exarn #1

How many questions do you wish to have
on this exam?

F

How many question groups do you wj
have on this exam?

|1—
Build Feedback? [ve: -]
@Ieanorm |

6. Next, you will need to select the type of question (e.g. multiple choice, true/false) that will be
used for each question. If all of the test questions will use the same format, check off the box
under Questions #1.

User: Josh Baron
In Course: Josh Demo { JoshDemo)

EXAM: Example Exam #1
Question 1 format

[ Multiple Choice =l
~ Set all questions as format for Question #1

Question 2 format
| Muttiple Choice =l

Question 3 format
| Muttiple Choice =l

@ Clear Form |
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7. On the next screen, you will need to indicate how many options to provide for each question
(the specific options will depend on the type of question you are using). Some question types,
such as true/false, do not have any options associated with them.

User: Josh Baron
In Course: Josh Demo ( JoshDemo)

EXAM: Example Exam #1

Question 1 will be a multiple choice question
with [4 =] choices

" Use choice-by-choice point control

Question 2 will be a true-false question

Question 3 will be a matching question with
[ =] terms/definitions

@ Clear Farm |

8.8 For multiple-choice questions, you have the option of assigning different point values for each
choice (e.g. Choice “A” is worth 10 point, Choice “B” is worth 0 point, Choice “C” is worth 5
points, etc.). If you want to have this level of control over point assignment check off the
appropriate box. If you simply want to assign a total point value for the correct answer only,
then leave the box unchecked.

9. The following page is where you enter in the text for each question, the answer options (if
appropriate), and any feedback you wish to provide to students. You will also need to indicate
which answer is the correct one. Depending on the question type you may need to supply
slightly different information.

Question 1 (Multiple Choice)

Choice 1

=
@heck if this is correct

Message for those who choose Choice 1
|

H

Warning: Itis highly recommended that you first type up the questions and responses in a MS Word
document prior to completing this section. You can then “copy and paste” the text into the appropriate
textboxes on this screen. This will ensure that you have a saved copy of the exam questions in case
your system crashes before the exam creation process is completed.
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10. The next, and final screen is the Exam Control Center. There are many configuration options
here that give you control over how the exam is administered. The basic options are covered in
the information below. Please contact Academic Technology and eLearning for assistance on
the more advanced options.

a. The “Status” of the exam will be defaulted to “inactive”. Change the status to “active”

if you want students to be able to access the exam. If you wish, you can use the

“Schedule Action” option to schedule date and time for when the exam should be made

accessible to students.

b. Specify a “Due Date and Time” for when the exam must be completed. Keep in mind

that once the due date has passed that student will not have access to it any longer.

e exam
|Schedule action ) [Advanced tracking
[Views as educator text file

[Copyimove questions

Exam Control Center

Object ID: 292 (Use the command <object 292> to
link to this object)

Enter a name for this exam:
|Examp|e Exarn #1

Status IInal:tive 'l
Grade builder contribution |

Distribution IUniform |

If Distribution is Scramble All, =] of the 3
questions should be on each student's exam
form

Specify a Due Date
Nore o] [ =],| =l at

R E

c. Specify a “Time Limit” for the exam. You may want to provide the students with an
additional minute beyond the stated time allotment to ensure that they are able to submit
the exam if they go over by a few seconds.

d. Next, specify if you want students to be able to access exam more than once.
Important Note: The default on this option is “No”, thus in most cases you will want
to change it to “Yes”.

Specify a Due Date
Mar | [8 =l [2004 =] &t

2 x| 30 [Pm=]

Time Limit
|2 -] Hours an Minutes

Only allow the exam form to be accessed

-
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e. The next eight options typically remain unchanged with their default settings.

f. To complete the configuration process, enter in exam instructions and then click on the

“Format Exam” button. Important Note: Do not make any changes to the “IP

Addresses Allowed” box as this may prevent students from accessing the exam.
g. HELPFUL TIP: If you scroll down below the “Format Exam” button you will see a
summary of the exam so that you can check to see that it is set up correctly. Click on

the “Modify this Question” link to make any corrections.

/-Allow submissions with unanswered questions
NN

Allow learners to reset the exam to take it
la_gizl?
No =
Build Feedback [es =]
< Require Proctors [Na =]
Show Answer Key [Upon Submission =]
Show Grade [Upon Submission |
Show Feedback [Upon Subrmission ¥
\Question Groups [1=]

Exam Instructions

[
=
IP Addresses Allowed (One Address Per Line)
All IP addresses have access ﬂ
B

11. Once your exam is created you can modify it (i.e. add new questions, change the scheduled
release date, etc.) by again clicking on the Examination link off the left tool bar and then
clicking on the “Modify” link for the appropriate exam.

Create new exam

Exam Title ions

Title: Tect —p | IModify Joradebook | Remove
Status: Active

Object ID: 290

Wiew in educator text

format
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APPENDIX C

Basic HTML
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I. Overview

HTML is the language of the Internet. Using it in your course can help you to convey your ideas more
clearly to students. HTML consists of a series of tags, which control how text looks on a screen. By
placing these tags around your text you can make your text appear bold or red or underlined very

easily.

HTML can be used anywhere in the Educator system that a text box appears, like this one:

WMelcome to this Educator Training Course! ;I

[~
HTML can sometimes be hard to conceptualize so let’s walk through the use of the bold tag as an
example.

1. The Bold Tag
You’ve probably used bold for years in Microsoft Word or other word processors. Bolding text is an

excellent way to create a heading or bring extra emphasis onto a particular word(s) in a sentence.

In HTML the bold tag (and all other tags) consist of two parts. The start tag and end tag. For bolding,
the start tag looks like this: <b> and the end tag like this: </b>. By wrapping these tags around some
text in your course you can make that text bold. Let’s add some bolding to our course announcement:

Welcome to this <brEducator</b> Training Course! ﬂ

[
Here we’ve added the start tag in front of the word “Educator” and added the end tag after it. Once
we click the submit button the announcement will appear to us and the students as:

Course Announcement

Welcome to thiraining Coursel

As you can see the word Educator is now bold. Let’s try placing the start and end tags around more
than one word:
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Welcome to this <b>Educator Training Course</h:! ;I

G J
Y

The result after clicking submit is:

Course Announcement

Welcame to this Educator Training Course!

As you can see, enhancing your text with HTML is easy to do. Now let’s look at some other tags
which can benefit your course.

I11. The Underline Tag
Using the underline tag is just as easy as boldina. The stag tag for underlining is <u> and the endgtag is

</u>. Let’s see it in action: (

Welcome to this <urEducator Training Course</ux! ;I

The result after clicking submit is:

Course Announcement

Welcome to this Educator Training Coursel
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IVV. The Font Tag
The font tag lets you control the color of the text on the screen. The start tag for font control is <font>

and the end tag is </font>. The font tag, however, is slightly more complex than the previous tags we
have looked at. The font tag can control many aspects of how text looks. To tell it that we want to
control color we need to add some additional information to the start tag. The new start tag looks like
this: <font color="red”>. If you look at this carefully you’ll see that all we have added is a place to
describe what color our text should be. Lets see this in action:

Welcome to this <font color="red":Educator</font> Training ﬂ
Course!

[
You see that the font tags surround the word Educator. The result after clicking submit is:

Course Announcement

Wielcome to this Educatar Training Course!

Educator has turned red. You can place many other color names in the font tag instead of red. Lets see

some more below:
<font color="green”>

Course Announcement

YWelcome to this Educator Training Coursel

<font color="blue”>

Course Announcement

YWielcome to this Educator Training Course!
<font color="orange”>

Course Announcement

Wielcome to this Training Course!
<font color="yellow”>

Course Announcement

Welcome to this Training Course!
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As you can see there is a wide variety of colors. One thing to keep in mind however is readability.
Some of these colors are hard to read. For instance if we used yellow in the discussion board, which
has a white background, this would be the result:

Re: Re: Test #2 posted by posted by Josh Baron Sun Apr 4
14:50:12 2004

The yellow is very hard toéid on a white background. In general you should try to only use color
where appropriate. Often times it’s best used to highlight something important or to draw attention to a
particular announcement or event.

V. Additional Resources

HTML is a robust language; if you have mastered the above concepts and would like further training
please contact Academic Technology to arrange a time for a personal training session. There are also
many good HTML tutorials online. Some are listed below:

HTML: Interactive Tutorial
http://www.davesite.com/webstation/html/

HTML Made Easy
http://jmarshall.com/easy/html/

Complete Tag List
http://www.willcam.com/cmat/html/crossref.html
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