CREATING A TEST FROM A MICROSOFT WORD DOCUMENT

During the Medieval period, who populated the Catholic church?

 A. idealists

 B. opportunists

 C. politicos

 D. spiritualists

 *E. all of the above
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ABSOLUTELY CRUCIAL: questions must abut the left margin – no spaces, no tabs

answers (including asterisk denoting correct answer) must be indented ONE SPACE

Careful formatting makes for a clean and easy transfer into TestPilot – otherwise, trouble!

LAST STEP: format the Word document as “plain text” or “text only”


NEXT: log into TestPilot

1. create a new test, ending in “.tp4”

2. click on “new”

3. click on “edit”

4. rename “new” in the “title” and “header” locations – click “Update”

5. go back to TestPilot homepage, then down to “Preferences” on the black bar – enter your instructions to your students – click “Update Index Preferences”

6. go back to “edit,” then to “layout and presentation” in the upper right box – check “numbering” – Update
7. go to “create questions”


a. “manage media”


b. “browse”


c. “upload”

8. go to “import questions”

a. “with correct responses” is followed by a box – specify “containing”

b. in the box following “containing,” enter an * [an asterisk]

9. click on “import” REPEATEDLY until entire test is uploaded – Update when all questions are completely imported

IMPORTANT: TestPilot will only upload about 5 multiple choice questions at a time, so you need to hit “import” over and over until you have uploaded the entire test

10. go to “submit actions” and select your preferred options -- Update
EXAMPLE:

“submit actions”


never

only after recall

always


score





*


correct answer




*


custom feedback

*

11. go to “security,” then to upper right box:

a. specify time limits – REMEMBER, IT USES MILITARY TIME – Update
b. still in upper right box, go to “manage access count limits” and specify “1” in each box – Update
YOUR TEST IS NOW ON TESTPILOT


NEXT, DESIGNATE WHICH STUDENTS CAN TAKE THE TEST

1. through Banner, copy the list of your students and paste into an Excel sheet

2. in Excel eliminate all data except name and L# -- then search and replace “, ” [comma, space] with “.” [period]

3. copy and paste Excel data into Word


a. select all


b. text to table


c. search and replace: “, ” [comma, space] with “,” [comma]

4. give the file a name, select all and copy

5. back to TestPilot homepage, then down to black bar “User Lists”


a. designate name of user list, such as “Psych 101”


b. after “Replace” check “from” and place cursor in the box and paste in the student list from Word

6. click on “Return to List of User Lists”

7. go to “assign list to” box and designate test

8. click appropriate “assign”


ASSIGN COMPUTER LIST

1. return to TestPilot homepage

2. go to black bar “Computer Lists” and click

3. go to “Assign list to” and designate your test, then back up and click “assign” beside the appropriate computer lab

CONGRATULATIONS, YOUR TEST IS READY


FINAL OPTION: LOADING GRADES ONTO WEBSITE

1. click on text, and then click on “Custom Reports”

2. click on test and check three options: ID / name / final score

3. designate “presented as a webpage” and click “update report definition”

4. return to TestPilot homepage, click on test, then on “Generate Report”

5. name the file “.htgrades” and save as a “.csv” file

6. ftp file to your website, THEN delete the “.csv”

7. paste in some student L#s on your website to verify the transfer

