Tasks, Tests and Surveys

Tasks, Tests and Surveys can be used to createe @dsessments for delivery via a web
interface to your student.

To begin using Tasks, Tests and Surveys you mussthedtool to your course (Site Info > Edit
Tools > select Tasks, Tests and Surveys > clicki@oa > click Finish). Enter the new
assessment area by clicking on the link in the S@lfenu.
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Tasks, Tests and Surveys works by first creatingiporting a Pool of questions based on how
many points you want to give for each question dddehe pool, creating a quiz, selecting how
many questions to pull from the question pool agitirg it to be published or released to
students.
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Importing questions/pools from Tests & Quizzes:
1. IF you have been using the Tests & Quizzesfwassessment, you can "import” what you
have created into Tasks, Tests and Surveys byijjakn "Import”.

% Tasks, Tests and Surveys

5 Question Poals | '-f]Assessments | & Grading | & Test Drive

3 Question Pools

[ Add Paol M combine @ Delete %
Edit Pogl = Description Questions Points Difficulty

There are no pools defined.
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2. Click on the text links for either "Import Podtem T&Q" (if you have questions pools
created) OR "Import Assessments as Pools from TRKR™Import from Assignments”.

Z Tasks, Tests and Surveys

5 Question Pools | =) Assessments | [ Grading | % Test Drive

% Import

‘g |mport Paols fram THQ

Import one or more question pools from Tests & Quizzes into this site.

J'é Import Assessments as Pools from TRQ

Import one or more TRQ tests as poals from ane of your sites into this site,

|& Impaort from &ssignments

Import one or more &ssignments from one of your sites into this Test Center

S Return |

3. In this case | am importing a question pool éleesting the checkbox(s) by what to import and
click "OK".

% Tasks, Tests and Surveys

3 Question Pools | (=) Assessments | & Grading | & Test Drive

% Import pools from T8O

Select pools to import into this site

[ Lagistics

[ 500100 Question Pools
[ 80C486 Question Poals
[ Pool Test 3

[ Midterm Pool

& OK @ Cancel

4. Once imported you should see the pool nameeailnestion Pools list. By default the pool
was assigned a point value of 1.

This means that every question contained in thé ipaorth 1 point. The only way to change
the point value is to edit the pool.Pbol point value is what sets the question poyts, do not
have the ability to edit points based on individgaéstions.

& Tasks, Tests and Surveys

7y Question Pools | [SlAssessments | @ Grading | & Test Drive

%5 Question Pools

[ Add Pool & Combine @ Delete % |mport
Edit Pool 2 Description Questions Difficulty

[0 [ Terms [imported Apr 16, 2008 10:26:56 A 14 3 Oy
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Edit a Question Pool Point Value:

1. To increase how many points each question ishwrthis pool from 1 to something else,
click on the paper/pencil icon next to the podétit

% Tasks, Tests and Surveys @
% Question Pools | __';;]Assessments | 13 Grading | % Test Drive
4 Question Pools
(& Add Poal ¥ combine @ Delete 2 Import
Edit Pool Description Questions Points Difficulty
\erms [imported Apr 16, 2008 10:26:56 Ak 14 1.0 3 Bn

2. Type in a new point value in the "Point ValueXttblock and click "Done".

Z Tasks, Tests and Surveys

4 Question Poals | ) Assessments | [ Grading | s Test Drive

[ Edit Pool

Pool Title

|Terms
Description

B 7 U 2 x x| =
i= 5= Fookfamly = Font size - __A - ???_"
B9 o @R e m

Point Value

Difficulty

O Level 1 - easisst

O Level 2

@ Level 3

O Level 4

' Level 5 - most difficult

S Done |

Edit create a Question Pool & add Questions:
1. Click on "Add Pool" from the Question Pools area

£ Tasks, Tests and Surveys

g Question Poals | ’::IASSESS"TIEFI(S | [# Grading | ®s Test Drive

&3 Question Pools

[ add Pool & combine @ Delete
Edit-+ool T

& Import
Description Questions Points Difficulty

[0 [ Terms [imported Apr 16, 2008 10:26:56 Ar) 14 1.0 3
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2. Enter a Pool Title, Description (optional), Rdialue, Level (by default it is set at 3) and
click "Done".

2 Tasks, Tests and Surveys

5 Question Ponls | "l Assessrnents | B Grading | s Test Drive

[ EditPool

= . b
i= iZ Fontfamily ~ Fontsize - r_A aF -

R L

Difficulty

© Level 1 - easiest

O Level 2

@ Level 3

O Level 4

© Level 5 - most difficutt

S Done

3. Add questions to the pool by clicking on "Adde&3tion".

% Tasks, Tests and Surveys

155 Question Pools | lassessments | B Grading | s Test Drive

% Unit 1 Pool - 5 peint questions

Point Value: 5.0
Difficulty Level: 3

i."<, Add Question \;g wove to Poal \;j Copy to Pool & Delete I 4 Viewing Wore b M
ugstion & Type
There are no questions defined,
S Return

4. Select the desired question format (you can selgct one at a time) from the list and click
IIOKII.

% Tasks, Tests and Surveys

4 Question Pools | j:;lnssessments | 5 Grading | s Test Drive

9 Add Quastion

T This manual will cover 3 question formats:

& Multiple Choice

e ol 1. Multiple-Choice

© Essay 2. Matching
© Fill In The Blank

© Matching 3 TaSk

© Likert Scale

O Task

& 0K @ Cancel
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1. Multiple Choice:

% Tasks, Tests and Surveys

S5 Question Poals |

Ll Assessments | B Grading | % Test Drive

[ Edit Question

Unit 1 Pool - 5 point gquestions
Faint %alue: 5.0

Difficulty Level: 3

Multiple Choice

il Survey
O Click to make this 2 suney question

Question

Enter multiple-choice question in
the Question text block.

You can use the button features a

the bottom of the text area for:
Formatting of text

/ Inserting Imagesifiages

are stored within Tasks,

Tests and Surveys

Adding symbols

Manually typing in HTML

/

[

A -

= Answer
@ Single Choice

® Correct 4.

B 7 U #x x| =i
iZ i= Fortfamily = Fontsize
B |

O |Carrect | B
B I U # x x| =iF

i= 5= Font Family
o | :

~ . Font size

TE oo | & () 82 |

O Multiple Choice\
Choices

| | @@ G | & @ |

| | © Q [

124

Select the radio button for either
"Single" or "Multiple Choice"
answers.

\

O Delete Proceed to enter all distractors
and selecting which one is the
correct response by clicking on

the radio button for "Correct".

O Delete

- A -7,
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Add More Choices
-~

¥| Shufile Choices

44 Reason

[ Ask to explain reason for answer‘\

% Hints
Available daring assessment, if provided

B 7 U s % x| = = |:Z iS Fontfamily ~ Fontsize AW
= | | G | @ Q [
= Feedback
Available in Review after delivery. as per settings
B 7 U % x| 5= = |iT i= Fontfamiy ~ Fontsie v Aviry
= | | | | =@ Q|
5 Done D Add Another | <—

Select checkbox for "Shuffle Choices"
only if you would like Laulima to re-
organize choices every time the questi
is given.

Select checkbox for "Ask to explain
reason for answer" only if you want
students to enter their reasoning for th
choice.

Enter a hint in the "Hints" text block
(optional).

Enter feedback in the "Feedback" text
block (optional).

Click "Done", or "Add Another" to add
another question to the pool.

Bir

2. Matching:

Enter the matching question in the question texthl

%z Tasks, Tests and Surveys

%y Question Pools | | Assessments | B Grading | s Test Drive

[# Edit Question
Unit 1 Pool - & point questions

Foint Walue: 5.0
Difficulty Level: 3

Matching

s Survey
O ciick to make this a survey question

Question

B J U#4cx x| - === i :i= Foofanl

= | || ' ©Q

- Fonk size

| HTmL
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Proceed to add the Choices and their CORRECT mainhtbe Choice and Match text blocks.

Enter Hints (optional), Feedback (optional) andlckither "Done" or "Add Another".

% Distractor Choice {optional)

B I U#x x| E=S===
i= iZ Fontfamilly ~ Fontsize - A -3,
g | | | @G| B ©® Q|

Add More Pairs
— W
' Hints

Available during assessment, if provided

B 7 U & X x| IEE = = E | iz iz Fontfamily + Fontsize - A _a!_?'
= | | i | & (D €2 |wm
~ Feedback

Available in Review after delivery, as per settings

i= Footfamily |- Fontsize .

% Done ] o) Add Another |
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3. Tasks:

Enter the task you would like students to perfotims(type of question can be used IF you are
making your assessment more for an Assignygoi could use this as an Essay type question
OR have them upload something to you based on swstraction.

Under "Submissions" select how you would like thelent response given:

Inline only: they can only type in the text block

Inline or attachmentghey can type and add an attachment

Attachment onlythey can only attach something

No answer is expected for this questiparhaps it is a physical task of some kind inchia
grade will be manually added later

Type in a "model” or "perfect” answer
\ in the "Model answer" textblock
(optional). You could use this as your

grading criteria.

Type in a Hint (optional) and click
"Done" or "Add Another".
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Once you have added all the questions to the pbck, "Done”.

Create an Assessment (Test, Assignment or Survey)Rull Questions from Question Pool:
1. To add a test click on "Assessments".

O

2. Click "Add".

3. Enter quiz title, if desired click on "Add Ingtitions".
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4. If you chose to add instructions type them mtiéxt block and click "Close".

5. You can either select to "Add Manual Select"ahhwill allow you to pick specific questions
from a pool OR "Add Random Draw" to select a paalandomly draw all questions or a
specific amount of questions.

-

Random Draw:
6. Enter the number of questions you would likeraw from the pools and click "Done".
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e 7.You can also add selected questions at thisliyradicking on "Add Manual Select".
Manually selected questions will be given to alidgnts in the same order you placed them in
within the quiz, while random draw questions w#l joggled for each student.

Click "Done".

Publish Settings:
To set the quiz criteria for student access, ajickhe icon under the "Publish” column.
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Cho

Use

Cho

be used for

the assessment is "open" and "due”.
Select how many times a student can

submit the assessment.

so, enter the time based on a HH:MM
format.

ose the type of assessment this i$ to

Test graded exam
Assignmentgraded assignment
Survey not graded

the calendar icon to select when

ose if there will be a time limit, if

Select when students can review thei
submitted assessment:
Upon submission

Once the assessment is submitted

N

students can return for review
Upon release
Once all manual grading is done and
you have selected to "Release" the
assessment, students can review
After date
Only after the date entered students @
review
Never
Students cannot review at all

Select what students will see in their
review

~Select either Auto or Manual release
for grades: Manual release would be
used for assessments that have essa
short answer or submission type
questions.

TIF you have added the Grade book to

to the course, you have the option to
send the score to the grade book.

an
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—Honor Pledge: if selected students will
have to agree to it prior to beginning
assessment

Hints: choose if you want the "Hints"
you added to be viewable by studentg

e
\ in the assessment

~Navigation:
Flexible
Students can go back and forth through
assessment questions based on Layqut
choice **if a student skips a question
they will be warned about any skipped
questions when they select "Finish"
Strict
Students can only go forward, one
question at a time **if a student skips |a
question they will NOT receive a
warning about a missing answer when
they select "Finish"

Layout: ONLY for "Flexible"
navigation, choose how you would lik
qguestions presented to students

1%

Type in a final message (optional)

Click "Save" when done.

Test Drive:

After the Publish settings have been saved, selédtest Drive" the assessment. Test drive
gives you the same experience a student would Wwhee taking the quiz. This is a great way to
preview your assessment before publishing.

To Test Drive the assessment click on "Test Drive".

O
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Special Access:

1. You can choose to give special access for atquazstudent or group of students based on a
different date/time, time limit, etc than what atineembers of the course will have by clicking
on the "Special Access" icon.

O

2. Click "Add".

O

3. Select a student (only 1 can be selected atimeg enter a new open/due dates, time limit,
tries and click "Done".
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At this time you can select "Add" to add anothedsnt till all students that need special access
have been accounted for OR click on "Assessmeat®ttirn to the assessment list.

To finalize the publishing process and releasatisessment based on publish settings, click on
the publish icon.

O

Scroll down to the bottom of the screen and cliekBlish".

Notice the checkmark next to the publish icon, thesans the assessment is ready to go.

O
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Edits AFTER Publishing:
You are able to edit the assessment settings ¥oly.cannot add additional questions or parts to
a published assessmentNdte, for "Surveys" you will not be able to ALTER th&ype" of

assessment to something else within settings.

Grading:
To either manually grade or view students submissadick on "Grading".

-

Click on the assessment you would like to review.

Click on a student name.
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e Scroll down through quiz, entering a score in tt@re boxes (you can also over ride a score) and
add comments in the "Comments" text blocks (optjona

v

Once you have finished either manually gradingy oieng scores or entering comments click

"Done".
For students to view comments and
review added scores click on either
"Release evaluated submissions" OR
"Release all submissions".
(<l D
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