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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 questions created with the TMS QE and add the exam to an item. For details on
how to create exam questions, refer to the job aid TMS Question Editor.

In this Job Aid, you will learn how to:
e Create an Exam Object
e Add an Exam Object to an Item

<l

Task A. Create an Exam Object

Note: Verify that the Admin tab is selected.

1. Navigate to Content > Exam Organization
Objects. =l i & s — -
2. Click Add New. +| | Search: [Enter Keywords or Commend - | (eer) |

FI; - i B
M. .15

Enter 8 vaiue for each fieid that you want 1o use 1o fiter your search, Some Seids alow you 1o select from & list of values. You can siso add
crieria fo further ch

o remove search crie river refne your sear
Exam Objects

Case sensitive search:

Objectives Yes
- T--V\-I, — Desc nption: Stans Wan -
Add/Remove Criteria ©
sewrc | Swws | |
. dd New Exam or Surve:
3. Specify an Exam Name and . =
choose a Domain. .
4. Click the Is Active checkbox + bomein: Affmo 7]
and enter a Description for the s e 4
oxanm.
5. Select the appropriate radio . :
xam lype: & Sequential presentation exam
button for the Exam Type. O Froe-form movement exam
6. Enter the overall Pass e
Percentage. Pass Percentage: a
Maximum Tries: D
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7. Enter a number for Maximum
Tries (0 = unlimited). e

8. Enter the Exam Duration if the
exam is timed. Note: Exam Exam Duration a
duration can also be set when o
the exam object is added to the
item. See Task B: Add an Exam a
Object to an Item below.

9. Select the appropriate
checkboxes for exam Actions,
Feedback, and Scoring i R
Optl ons . a () |Show both comect and incomect Feedback

Actions: Proctor code is required to begin the exam
Display a welcome message al the start of the exam
User can stop and resumea exam before it is scored (non-timed exams only)

Display Point Values for each question

O ) EREIENE]

Feedback: Show onty comect Feedback

Dont show any Feedback

Scoring Options: ? Show percentage Corect once exam is scored
.E Show Pass or Fail once exam s scored
10.Click the Analyze the exam Add New Exam or Survey
reSU|tS CheCkbOX to dlsplay Once an exam is graded, the resulls can be analyzed 1o deler consequences that should oocur for the User's records. I you opt

conséquences isted beiow will oco

obJeCthe StatIStICS tO the user not 1o analyze the resulls, the ecam wil stll be graded, but nomn:

at the end Of the exam. Analyze the exam results l!:.

11.Click the checkboxes to select i [ ook exm L] settags for passed ctjectves

the appropriate On Passing t;‘:"“ LSl s e b e
. . em

and_On Fallur_e options for the — S — - —

deSIred behaV|orS O Lock tem O Set flags for passed objec tives
12.Click Add. . [ extiten [ Crear fiags for taled obsectves

[ Notty Procter
G =

13.To add questions, select the Q“’:"’“ oo

Questions tab. Custom Fields B 3
14.Enter search criteria for ltem Usags - " v

Created By:

guestions you wish to add to

the exam. Last i By: —— S
. User 1D ==

15.Click Search. Tser Usage objectie 5

W ~ k 4
Objective Name: Starts Wen -
Description: Starts Wen v

Add/Remove Criteria ©
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16. Select the questions to add
to the exam by clicking the
respective Objective ID. vs

17.To view details about the - T
question, such as variant, )
revision, and status, click the a0 @
Expand icon. P e e

18.Click Select. Review the By anideon s cen '

A Cuastons & B

Select Questions to Add

141424
rars
added questions. B
362 Famikarize content on the lnsk Pitergener ational 2 50%)
5 i te
= 1782 TEST_mDt 2 058
182 o] 001 TOSSCCI%21 180861 711 0A0000F 60F
0 SP4_UPGRADE TEST ORJ_1 » SPu_LPGRADE_TEST_ 2 1 083
1T

Messages

19.Click the numbers to edit the Printed Exams Asamenore reers © =i
Minimum, Maximum, Pass Questions -

To view Question details, click the triangle. To edit data, click the numbers, 20
and Points fields.
20.Click Save. . I

1782 v 17
(W[ -

1

21. Click the Preview Exam |ink. obj_001T0E5CC192118C8417110A0000F 64F |

22.Click the Summary tab to Ecit the Exam

return to the summary page. seaures s
23.Click the Is Online checkbox v s | coy | e

to make this exam available.  summare | oo @ s

Note: The Is Online checkbox Custam Pl hcthve: @

Is Online: 15 23

must be selected AFTER '” i -

questions have been added to e

the exam object (Steps 13 —

20).
24.Click Apply Changes. -

Question Count:

Exam Type: %) Saqui

| prasantation &xam

Pass Percentage:
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25.Select the Messages tab to
enable messages.

26.Click Exam Messages
Enabled.

27.Click Display Message in the
Pre-Exam Message section
and enter exam message.
Repeat for Post-Exam
Message section, as desired.

28.Click Apply Changes.

<l

Edit the Exam

Summany l xam Messages Enacied
alds
“

Printad Exams

Pre-Exam Message

[ETprssa

Post-Exam Message

Task B. Add an Exam Object to an Item

Note: Verify that the Admin tab is selected.

1. Navigate to Learning >
Items and search for an item
to edit.

2. Click the Item link for the
item.

Organization

e Learning

Search: | Enter Keywords or Command

| ftems
Items. >

Scheduled Offerings Search = Search Resuts
Classes

Group Instances

Revision Date:

Enter a value for each field that you want to use to fiter your search. Some fields allow you to select from a list of values. You can also
add or remove search criteria to further refine your search

Catalogs -
Case sensitive search: ) ves @ No
Curricula Search All Locales: 5 ves @ No
Requirements Item Types: Starts With - h ¢
Questionnaire Surveys ftem 1D: Starts With -

[N

Search | AddNew | @

saved Searches @

Save As Reset

Item «

Records per Page 10 ¥ Page:1 2 3 4
COURSE 10176 (Rev 1 - 6/27/2011 01:11 PM
America/MNew York)

COURSE102 (R

AmericaiMew York)

2712011 10:28 AM

& «Previous Mexts (283 total records)

| Extravaganza - TITLE

Page !

-
Title

WA Privacy and Information Security Awareness

DLR CERT TEST - Talent Management System

ADVANCE

TRANSFORMING POTENTIAL INTO PERFORMANCE

=
i \ U.S. Department
-.\h /' of Veterans Affairs



N\ Talent

Management [,
System » b

VA LEARNING UNIVERSITY

3. Select the Online Content tab
under Related.
4. Click the Associate Content to

elated More @ Online Content
‘ T'“. Add § older

Item icon (green plus sign). ¢ e B = —
5. Select Add Exam from the drop =S -N B'm:
down menu. btifasn
6. Click the search icon (magnifying Add Exam
glass) to search for the exam object. e Fsis)
7. Enter an Exam Name. -
Note: The exam name is displayed *Exam Narme: Q
to the users as a link and not the Bt coie e oRes W SR IS i 4 primves
actual exam object name. For =
example, the exam object may be Timed Exam
titled Exam A and the exam name i i o el s e s . chne s o oy M i)

entered here could be Click To Start examousnon. [y | ()

Exam * Ru‘.iw Dmiun’ =) ANOW USaT 00 roview all &xam quastions

8. Select Recording options, as B cicviinniani
approprlate. i Do nod aliow msor {o review questions

9. Enter Exam Duration if the exam is Add To Folder
tO be timEd. S in Foeldar: | RootLevel | v o Add Folder

10.Select Review Options. Default is s S A
AIIow_user to review all exam [ [
guestions.

11.Click OK. The Add Exam pop-up is
closed and the exam is displayed in
the Online Content tab.
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