ILEARNOREGON
CREATING ATEST

This job aid provides you with the minimum steps that you need to take e

in order to create a test.
----- Reports Cansale

To create a new test in iLearnOregon you need to complete the Approval Console
following steps: . Manage Users
F-Manage Content
1. Click Administration. El-Manage Training
2. Click the plus sign next to Manage Training. @ i AlCC
3. ClickTests. SCORM 1.2
..... SCORM 2004

----- General Course

----- Classroom

----- Course Provider
----- Training Facilities
----- Instructors

----- Instructor Taaols

----- Curriculurms

4. Select Create New from the Page menu.
5. Click Go to access the Edit Summary page.

Tests @

Search for, create and ranage tests in this area. After tests are created, they can be published so that users may access
and take them.

Search

Simple | Advanced

To perform a search, enter keyvwords in the Search Text field, Select iterns from other search criteria options to refine the results
and then click Search. Click the plus sign to expand the table {if wisible). Use the Advanced tab to select criteria to further refine
the results,

=
Search Text | Create New E ﬁl
Search Type | Any words @
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6. Complete the form by entering data in the fields as explained below. All required fields are marked with
an * asterisk.

Edit Summary Comments Preview

Ent h isti inf ti bout this it . Th t . . .
o Leers Berform soareheg. ary imermatien shout this ttem. The SIS o - Title: The title must contain the agency
acronym followed by the test name (i.e.

" Title DAS - Excel Introduction).
e Description: An explanation of the test.
* Description e Keywords: Words and phrases that relate

to the test that may not already be included
in the title or description.

¥ geywords

Check Spelling

(o o]
% g

g

7. Click Create. The Edit Structure page displays.

From the Edit Structure page there are 2 options in the drop down menu: create a new group or link to an
existing group. Select what action you want to take and click Go.

Note: You have to create at least 1 group for every test.
DAS - Test

The test was created. Now vou ray add questian groups and add questions to the groups.

Search for, create and manage tests in this area. After tests are created, they can be published so that users may access
and take them,

Ackivity |

Surnrmary |Sh1.|ct|.|re| Permisszions

Edit Structure

Existing test question groups are displaved below. Use the Page menu to add new aor existing qroups. Use the Action renus to
add new questions and manage existing content. Use the checkboxes and "Delete” to delete groups and gquestions.

Create Mew Group HMJ

Records found: O @
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To create a new question group:
8. Select Create New Group from the page menu.
9. Click Go. The Edit Question Group tab displays.

Queston Group

Edit Question Group | Comments | Preview ‘

Enter new or change existing summary information about this item, The system also uses summary information to find the item
when users perform searches,

e Title: Add the title of the question group.

e Description: An explanation of the question
group.

o Keywords: Words and phrases that relate to
the test that may not already be included in
the title or description.

o # of Questions: Enter the number of
. ) questions from the group that you want to
“ # of Questions to . . .

Ask be asked in any version of the test in the

# of Questions to Ask field.

e

&

10. Click Create. The Edit Activity tab displays confirming that the question group was created.

- @
The test group was created,

Zearch for, create and manage tests in this area. After tests are created, they can be published so that users may access
and take them,

% Title

* pescription

¥ Keywords

| Question Group

Edit Activity Comments |

Select an activity level, If vou want to enter a specific date range for activity, use the calendar icon {auto-fills month/day/year
and removes the checkmarks for no start and end dates) or use the menus and year field {click the checkboxes to remowve the
checkmarks for no start and end dates),

| Activity |

* activity O Inactive ® Active
mih
Start Date  N# Month Day Tear 12:00 AM

Mo Start Date
o,
End Date % Month Day Tear Midnight

Mo End Drate

Ty
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To add an existing question group:
11. Select Add Existing Group from the Edit Structure tab.
12. Click Go. The Add Groups tab displays.

Edit Structure

Existing test question groups are displayed below, Use the Page menu to add new or existing groups, Use the Action menus to
add new questions and rmanage existing content. Use the checkboxes and "Delete” to delete groups and questions.

|'_F\dc| Existing Group D@l

Records found: 1

O @ DAS - Test Mo Manage DH

13. From the Add Groups tab, type a keyword or phrase in the Search Text field.
14. Click Search to view a list of question groups that match your search criteria.

Add Groups

To find existing question groups, type keywords in the Search Text field, Select a search type from the menu to refine the results
and then click Search. Click checkboxes to indicate which groups you want to copy anddor link, and click Select,

|Search Te“t ......................................... |

Search Type .P.ny words |:|

15. Review the list of search results and find the question group you are looking for.

16. Click either the Link or Copy checkbox to the left of the question group. Note: When you link a
question group and edit it, your changes affect this test and any other test (except for tests that have
been made available) that contain the question group.

Add Groups

Ta find existing question graups, type keywards in the Search Text field, Select a search type from the rmenu to refine the results
and then click Search, Click checkboxes to indicate which groups you want to copy andsor link, and click Select,

Search Texrt

Search Type | Any words D

Records found: 1

O O @ waste handling

Basic questions for cornprehension

17. Click Select. A confirmation message displays.
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18. Click OK.

Are you sure vou wank ko link andfor copy one ar more groups to this test?

‘? b
x-_":r/

Click. OF to proceed or Cancel to do nothing.

[ oK H Cancel ]

To create new questions:

19. From the Action Menu, select the type of question you want to add next to the test question group for
which you want to add a question.

20. Click Go. The Edit Question tab displays.

Edit Structure

Existing test question groups are displayed below. Use the Page menu to add new or existing groups. Use the Action menus to
add new questions and manage existing content. Use the checkboxes and "Delete" to delete groups and questions.

Create New Group DH

Records found: 1

I S T

] OPRD - SPOTS Test Questions
O

Manage
Manage
Multip ho

NENTruEJ’FaISE
Mew Sequencing C—

== New Mstching
21. Click Go. The Edit Question tab displays. Based on the question type you selected, the Edit Questions

screen will look different. Make sure to complete all the fields with an * next to them and then select
Create.

To copy or link to existing questions:
22. From the Action Menu, select Add Existing.
23. Click Go. The Edit Question Group tab displays.

Edit Structure

Existing test guestion groups are displayed belaw. Use the Page menu to add new ar existing groups. Use the Action menus to
add new questions and manage existing content. Use the checkboxes and "Delete" to delete groups and guestions,

Create New Group DE

Records found: 2

Fl @ DAS - Test Mo

[ waste handling & 6 Mo Mo
i

Manage

|Add Existingl

ew Multiple Choice
MNew Sequencing
Mew Fill-In
Mew Matching

| LGa
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24. Type a keyword or phrase in the Search Text field.

25. Click Search to view a list of question groups that match your search criteria.

Add Questions

Use Search to find existing questions. Click the checkboxes in the Link/Copy colurins to indicate which questions you want, Click
Select to add the questions,

T T |

Search Type | Any words

Question Type
qul"l;h

26. Click the checkbox in the Link or Copy column for the question that you want to link or copy. You may
select multiple checkboxes to link/copy multiple questions. Note: When you link a question and edit it,

your changes affect this test and any other test (except for tests that have been made available) that
contain the question.

Question

OO @1 & purchase of $2,850.00 can be split so the SPOTS Card may be used to pay for the purchase, True/False
| @1 & purchase of $2,850.00 can be split so the SPOTS Card may be used to pay for the purchase. TruefFalse
OO @1 all State of Oregon purchasing rules have to be followed using the SPOTS card. True/False
| @1 all State of Oregon purchasing rules have to be followed using the SPOTS card. TruefFalse
OO @1 How often is SPOTS refresher training reguired? Multiple
Choice
| @ Receipts are not required for SPOTS Card purchases. True/False
OO @ Receipts are not required for SPOTS Card purchases. True/False
| @ sPOTS Card purchases may be made at all of the following except: gﬁlotgg.l:

217. Click Select. A confirmation message displays.

P Are vou sure you want to link andfor copy one or more guestions to this group?
[
o
Click QF to proceed or Cancel bo do nothing.,

I ] [ Cancel
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28. Click OK. The Edit Structure tab displays and the question(s) you copied are displayed in the question
group that you added them to.

Edit Structure

Existing test question groups are displayed below, Use the Page menu to add new or existing groups, Use the Action menus to
add new guestions and manage existing content. Use the checkboxes and "Delete” to delete groups and questions,

Create New Group [:lﬂ

Records found: 2

= i @ DAS - Test Mo Manage DH
F @ TruefFalse A purchase of $2,850.00 can be split so the SPOTS Card may be Mo Manage C‘E
used to pay for the purchase,

To publish a test:
29. Locate the test you just finished creating. Select Lock Test from the Action menu for the test and click

Go.

Search

Simple | Advanced

To perform a search, enter keywords in the Search Text field, Select iterns from other search criteria options to refine the results
and then click Search. Click the plus sign to expand the table (if visible). Use the advanced tab to select criteria to further refine

the results,

Create Mew Dm

Search Text |das - test

Search Type |Exact phrase D

Records found: 1

O @ DAS - Test Ho Manage D@

oscioss
opy

Preview Test

30. Click OK in the confirmation window. The system checks the test for general problems (e.g., not having
the correct number of questions in a group, not having a choice selected as a correct answer). The test
is now locked against any changes. Note: If any problems are identified, the system lets you know
what they are so you may correct them.

o = i
Wiipenues [niarnat Eenlypay a
Are vou sure vou want ta lock the test? You may not make any Further modifications to the test after it is locked.

f)
-
Click. K to proceed or Cancel to do nothing.

[ ok i [ Cancel

Created: 8/17/09 DAS — HRSD Page 7 of 8
Last Update: 8/17/09 Training & Development Services



ILEARNOREGON
CREATING ATEST

31. Select Publish SCORM 1.2 or Publish SCORM 2004 from the Action menu for the test and click Go.
The workflow for a published test displays.

Search

Simple | Advanced

To perform a search, enter keywords in the Search Text field, Select items from other search criteria options to refine the results
and then click Search. Click the plus sign to expand the table (if wisible). Use the Advanced tab to select criteria to further refine
the results,

Search Tent Create New DE

Search Type | Any words D

Records found: 1

@ DAS - Test Yes Manage D.@

Maoage

Publish SCORM 2004 M4
Copy [
Preview Test

32. The Edit Summary tab will display. Make sure all the information is correct and enter the highest score
a student may receive if they answer all of the questions correctly in the Mastery Score field.

Edit Summary Caornments Preview

Enter new or change existing summary information about this item. The system also uses summary information to find the item
when users perform searches,

Test Title DAS - Test
* Title |DAS - Test

Das

w Description

BLM

“ Keywords

|* Mastery Score |
Check Spelling

e

g

33. Click Create. You see a confirmation screen.
34. Click Check In.

DAS - Test

[The published test was created. |

Use the warkflow steps to create and ranage a published test for users to take.

‘Actiuitg | ‘ Content Sharing ‘ Check In
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