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Quick Start: Test Builder (Print/Export)

1. Test Builder is found under the Library tab in Connect.
2. Select the “Test Builder (Print/Export)” menu item in the left margin.

go to test builder...

3. On the Test Builder page, select to start the program.

Homepage Features
The home page will display all the tests you have created, across all products you have access

to.
tests | created
+ Create New o' @' i o
4 Availability = @ Date modified =

[51 Week 3 Quiz @ 1QTI DOCX May 24, 2019, 4:45:46 PM
[2 Table test 2 Pending ~DOCX May 22, 2019, 5:34:28 PM
[21 Table test DOCX May 22, 2019, 4:47:37 PM
[2! Table test 1 DOCX. May 22, 2019, 11:49:20 AM
[2 SPL renaming test Unavailable @) May 21, 2019, 11:57:39 AM

-_—

Create a new test.

2. Search for existing tests. Click on the search icon to expand the search box and enter at
least 3 characters of the test name you are looking for.

The column headers are sortable.

When files are available for downloading, they will appear as links under the ‘Availability’
column.

5. If a test has not been submitted for an output file, the status will be ‘Unavailable’.

Hw

Build a New Test

1. To create a new test, click on the ‘Create New’ button.

+ Add question
2. Click on the button to see the test banks available for this title.
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Name a Test and Preview Test Banks

1. Name the test by entering at least 3 characters (max 80) by placing the cursor in the name
field or click on the ‘Rename’ link. The name must be unique and cannot be ‘Unnamed Test'.

2. Expand or hide the left-hand panel.

3. Double click on the test bank title or single click the title and select the ‘Use Source’ button
to view questions in the bank.

< Unnamed Test Rename o' Total Questions: 0 Total Points: 0

Add question @J Bl X Your Test:

Choose a source to pick from

. Question Points

= [ 1SBN: Anthropology: Appreciating Human Diversity Author: Kottak Edition: 16+
I 2019 Update - Computer Hardware Test Bank (i ]
I 2019 Update - Computer Software and Buying a Co... [ ]
2019 Update - Computer Storage Test Bank (i)

"g Chapter 01 Test Bank - Algerithmic and Static (i}
= Chapter 01 Test Bank - Static (i ]
I Chapter 01 What is Anthropology? €
= Chapter 02 Culture 0
= Chapter 02 Test Bank - Algorithmic [i ]
= Chapter 02 Test Bank - Static 0
= Chapter 03 Applying Anth ropologyﬁ
= Chapter 04 Doing Archaeology and Biclogical Ant... (i)
= Chapter 04 Test Bank - Jaggia - Business Statis... (i)
= Chapter 05 Evolution and Genetics (3]
= Chapter 05 Test Bank - Jaggia - Business Statis... (i ]
= Chapter 06 Human Variation and Adaptation o
= Chapter 06 Test Bank - Jaggia - Business Statis... (i ]

= Chapter 07 The Primates o
[ Fhantar 02 Early Haminine 63

No questions have been added to this test yet

Cancel

Cancel Save and Exit

4. Clicking on the information icon for a test bank will display how many of each question type
are in each bank.

\Add question B X Your Test:

|Choose a source to pick from

Question
2 [Jisen: Anthropology: Appreciating Human Diversity Author: Kottak Edition: 16 D

= 2019 Update - Computer Hardware Test Elan
= 2019 Update - Computer Software and i
= 2019 Update - Computer Storage Test
= Chapter 01 Test Bank - Algorithmic an:
[ Chapter 01 Test Bank - Static €

= Chapter 01 What is Anthropology? (i ]
= Chapter 02 Culture o

7 Chapter 02 Test Bank - Algorithmic €
[ Chapter 02 Test Bank - Static €

= Chapter 03 Applying Anthropology €
= Chapter 04 Doing Archaeclogy and Bi
= Chapter 04 Test Bank - Jaggia - Busin

[ Plaambar AE Cicalosi i i

No questions have been added to thi|

Bank Info

Title: Chapter 01 Test Bank - Algorithmic and Static

Algorithm 16

True False . 48
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42 connect

Select Questions for a Test

Once a test bank has been selected, the questions that are print compatible will be displayed in
a list.

The questions types that are print compatible are: Multiple Choice, True/False, Fill in the Blank,
Short Answer, Essay, Check All That Apply, and Section Break.

Mc
Graw
-
< Week 3 Quiz Rename @’Tota\ Questions: 3 Total Points: 30.00
Your source: Bl X Your Test:
Chapter 01 Test Bank - Algorith... Change Y o) Question =2 Points
E Title Type = #0O TB MC Qu. 1-22 (Algo) During its first Q Multiple Choice 10.00

year of ...

O TB MC Qu. 1-22 (Algo) During its first year of .. Q @ Choice
@ = # 0 TB MC Qu. 1-22 (Static) During its Multiple Choice 10.00
. first year o...
*‘f TB MC Qu. 1-22 (Static) During its first year o. Multiple Choice

[0 718 wmMCQu. 1-23 (Algo) During its first year of @ Multiple Choice #.0 TBMC Qu. 1-23 (Algo) During Its first 6 Multiple Choice 10.00
year of ...
O TB MC Qu. 1-23 (Static) During its first year o... Multiple Choice
o TE MC Qu. 1-24 (Algo) During its first year of ... Q Multiple Choice
TB MC Qu. 1-24 (Static) During its first year o... Multiple Choice
O TB MC Qu. 1-25 (Static) Manufacturing costs tha... Multiple Choice
O TB MC Qu. 1-26 (Static) What is the effecton t... Multiple Choice v

Cancel Save and Exit

1. To add questions, select the checkbox to the left of the question and click on the ‘Add’
button, or drag and drop questions to the right-hand panel.

2. After a question has been added it will no longer appear in bold font.

3. The algo question icon will appear to the right of algorithmic question titles.

4. Once questions have been added to the right-hand panel, they can be dragged and
dropped in the order you prefer.

5. The number of questions in the test will update as you add or remove questions.
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manufactu...

Make a copy and edit

wH IBMCOM.WMQG] SR M"'@}u Where have | used this question? 6. Toseeifa pa rticular
S e , ' | Remove U question has been added to other
tests, click on the ‘Where have |
Where | have used this question? used this question’ to see a list of
tests.

This question was also used in the following 2 assignments

Week 3 section 1

Week 3 section 2

Export Your Test

After questions have been selected for a test, choose your desired type of output file. Test
Builder can export to learning management systems (LMS) such as Canvas, Blackboard, and
D2L Brightspace, or as Docx files for print tests.

Export LMS Compatible File
1. After choosing QTI format you want, click on the Submit button.
2. On the confirmation screen, you can choose to receive an email notifying you when the
file is available for download.

o The pre-populated email address is the one that is associated with your Connect
account. Once the opt in for the email is enabled, however, this email can be
edited.

o If opted in to receive an email, you will receive an email when the file is available
for download.

3. Click ‘OK’ to close the confirmation box. Users will be returned to the home screen and
see a status of ‘Pending’ for the request that was submitted.

~
4. Click on the refreshicon to refresh the page to see whether the file has finished
processing.
5. When the file is available for download, the pending indicator will change to a link
labeled ‘QTI".

6. Click on the QTI link to download the file to your computer.

This file can then be imported into your Learning Management System for further formatting and
distribution. For instructions on how to upload to the various LMS, please visit HERE.
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Export DOCX
Choosing to export as a Docx will display the options available for formatting the test.

To accept the default settings, click on Submit to generate a Word file.

Deeper Dive: Test Builder (Print/Export)

Question Filtering
To filter for specific types of questions, click on the filter questions icon.

Your source: Bl X
. 2
Chapter 01 Test Bank - Algorith... Change '
O TB MC Qu. 1-63 (Algo) Randall Company manufactu... @ Mulitiple Choice -
O TB TF Qu. 1-66 (Static) Managerial accounting s... True / False
O TB TF Qu. 1-67 (Static) Most internal users of ... True / False

The filters that appear are the same filters that are available in the other Connect content for the
title and will vary by product.

After the filter panel is closed, an indicator will appear next to the filter icon to let you know how
many filters have been applied. Reopen the filter panel to deselect any filters that have been
applied.

Edit Your Tests

Get info

Date modified =

May 24, 2019, 4:45:46 FM

Get info
2019, 534

Edit

EJ

Clicking on the ‘Get info’ menu option for a test will display a summary of the contents of the
test. It will list the following information: ISBN, Title, Author, Edition; Title of the test; Availability;
Date created; Date last modified; Count of how many question types.
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Edit an Existing Test
1. To make edits to a test that was previously created, select ‘Edit’ from the menu.

tests | created

+ Create New pe) o
Availability = Date modified ={
[Z1 Week 3 Quiz QT DOCX May 24, 2019, 4:45:46 PM °
[]

Getinfo

[Z! Table test 2 Pending DOCX May 22, 2019, 5:34.

[3i Table test DOCX May 22, 2019, 4:47:37 Copy
Rename

[2) Table test 1 DOCX May 22, 2019, 11:49:21
Delete

From this screen, you can do the following:

e Reorder questions by dragging and dropping them to the desired positions.
e Change point values.

e Preview questions.

e Pin questions.

e Edit a question.

e Make a copy of a question and edit it.

e See where a question has been used.

e Remove questions.

*Note: Test bank questions can only be added to a test if you are in the same ISBN from which
the test was originally created.

2. If you attempt to add questions to a test that was created in a different ISBN, you will receive
this alert:

€ Questions with Gifs Rename Total Questions: 5

—8—0 3. To add questions to this
- coment - setines test, navigate to this course
YourTest within Connect and relaunch

Test Builder. Once the course
and test being edited match,
additional questions can be
added.

Points
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tests | created

+ Create New

[3 week 3 Quiz

3 Table test 2

[3 Table test

[3 Table test 1

New test title:  Week 3 Quiz 1

Cancel m

Availability =2

QTl  DOCX

Pending DOCX

Do you want to make a copy of this test?

May 24, 2019, 4:45.46 PM

Date modified =

Getinfo

May 22, 2019, 5:34:2¢

Rename

3, 11:49:2¢
Delete

1. Make a copy of an existing test by selecting ‘Copy’ from the menu on the test you want
to make a replica of. All the questions and settings will be copied into a new test.

2. The copy of the test will have a number appended to the original test name based on
how many times it has been duplicated. The title of the test can be modified when it's

being copied or later.

Rename or Delete Test

To rename a test from the home page, select the “Rename” option from the menu for the test

you want to rename.

tests | created

+ Create New

B week 2 Quiz

[3 Table test 2

[2) Table test

Availability =2

QT bocx

Pending DOCX

DOCX

Date modified =

May 24, 2019, 4:45:46 PM

Getinfo
May 22, 2019, 5:34:2¢

Edit

May 22, 2019, 4:47:37 Copy

[Z) Table test 1

This cannot be undeone, are you sure you want to delete this test?

L

Rename

To delete a test, select the ‘Delete’ menu option for the test you want to delete. Please note
that this cannot be undone.
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Create a New Test Creating and Editing Questions

Edit a Test Builder Question
1. Select ‘Edit item” from the menu of the question you want to edit.
2. When you edit a question from the test bank, you are creating a copy of the question. If
the question is updated, the copy will not receive the content updates. If you agree to
this, click on the ‘Yes, continue to edit’ button.

Your Test:

Question

#i []  TBMCQu. +0 (Static) For a manufacturing Multiple Choice 10,00

com... —

; Preview

# 0O TE MC Qu. 11 (Algo) During its first year of [a Multiple C

Pin
i []  TBTFQu.489 (Static) The primary True / Fals Edititem oi

difference ... {jg -

Where fixfe | used this question?

# 0O TB TF Qu. 190 (Algo) A merchandising © True / Fals

business ... : Remove

Edit Question X

By editing a question from a MHE test bank you will be creating a copy of the
question. Any updates that MHE publishes for this question will not update
the copy you are about to make.

To access the most current version of this question, you would need to add it
anew from the test bank.

@’ Yes, continue to edit No, cancel edit

w

If you continue to edit the question, a new browser tab will open with the question editor.

4. The words ‘Copy of’ will be added to the question title. You can customize the title and
other aspects of the question.

5. When you have completed your edits, click on the ‘Save’ button, then ‘Exit’ to return to

your test.

Question Details Random Variables Categories Media

Question Title

5 MC Qu. 1-10 (Static) For a manufacturing company, product costs

eﬁnple Choice Question (requirea)

For a manufacturing company, product costs include all of the following except
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6. Edited questions will display an icon to indicate which questions have been edited.

Your Test:

Question

[0  Copyof TB MC Qu. 110 (Static) For a @  Muitiple Choic 10.00 :
manufactu... :

My Edited Question |
n TB MC Qu. 11 (Algo) During its first year of a Muliple Choice 10,00 2

Create a New Question
1. Click on the ‘Create New Question’ button to see they types of questions that can be
created.

~

+ Create New Question o Total Questions: 4 Total Points: 80.00

- True/False
Multiple Choice

Fill in the Blank

Essay

Short Answer

cerial True / False 10.00

ooo

" Check All That Apply

2. Complete the required fields on the Question tab.

exit revert

Question Details Random Variables Categories Media

Question Title @
question #38 J

10
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3. Totag a question so that it appears in a filter other than question type, click on the
‘Categories’ tab and select the categories you want the question associated with.

4. To create a new category so it is available as a filter, enter text into the ‘Enter new
category title’ field and click on the ‘New’ button. New filters will be located under the
heading “Other.”

5. Click on Save and then Exit to return to the test.

exit revert @

Question Details Random Variables ' Categories \' Media
n)_\ New

@ Enter new category title: [n/a ~| My personal category |

Susan's cateogry jm|

AACSE: Communication &

Add a New Question to an Existing Section Break Question

From the menu of a section break title, select ‘Add new part’ and then select the type of question you
want to create. A new browser tab will open, and you will follow the same steps as creating a new
question.

Your Test:

AN | question #38 & Multiple Choice 10.00 H
HE | TB TF Qu. 1-66 (Static) Managerial accounting s... True / False 10.00 H
| Revised TB TF Qu. 1-66 (Static) Managerial acco... @& True / False 10.00 H
i 0O TB TF Qu. 1-67 (Static) Most internal users of ... True / False 10.00 H
Use the following diagram to answer this question. Section Break
-
O Which of the images best represents the plate b... T ot MR T {l"j -
Multiple Choice Preview
D Which of the images best represents the plate b... _
Fill in the Blank Pin
(| Which of the images above best represents the Essay Edit item
-8
Short Answer Where have | used this guestion?
O Which of the images would be potential sites fo...
Check All That A_ Lol
O Which of the images would most likely be associ... Multiple Choice 10.00 H

11
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My Questions Folder
1. Once a question has been edited or created, the ‘My Questions’ bank will become
available as a source to contain questions you have modified. This folder will be available
to you across all courses.

Add guestion

Choose a source to pick from
( = My Questions ’ 0)
ISEN: Cultural Anthrupolﬁgyr. Appreciating Cultural Diversity Auther: Kottak Edition: 16
= 2019 Update - Computer Software and Buying a Co... (i ]
= Chapter 01 Test Bank €

= Chapter 01 Test Bank - Algorithmic and Static i ]

a. The questions within the My Questions folder can be added to any test and
behave similarly to other question bank questions. However, if you delete a it will
be deleted from all tests to which it was added.

2. Use the ‘Where have | used the question?’ option to see which tests will be affected by

the deletion.
Your source: X
My Questions Change ¥ b
[m] Tite Type =0
My check all that apply Check All That Apply
Copy of My check all that apply Check All T| Preview
Apply this across all tests! Essay Edit item
[0 Copy of Apply this across all tests! Essay Make a copy end edit @

Where have | used this guestion?

O MyEssay 7 :

[0 Copy of Question 92 Virtual work has been ident... Essay H

Fill Blank

o0

Delete Question

' Where | have used this guestion?
All instances of the question will be
@ deleted from the other tests. @
This question was also used in the following 2 assignments J
Delete question?

March 1l Econ Test

Cancel Yes @J Section break 1

OK

12
Our Customer Experience Group is here to help, call 800-331-5094



Preview, Pin, Assign Points, and Remove Questions

Grow
il
B
¢ Weekr3quiz Rename + Create New Question Total Questions: 10 Total Points: 100.00 @|
. Bl X .
Your source: Your Test:
Chapter 04 Test Bank - Jaggia -... Change Y AT

W Tite

L1 SA WU 4131 1 NE TONOWING conungency tapie pr...

HHN | TB MC Qu. 110 (Static) For a manufacturing Multiple cnﬂ‘@’mﬂo 2

¥ com.. 1) o A [ l
} = c=)]1)

D SA Qu. 4-132 The following :bﬂtingen:y tabls@ o Short Answer HH D TB MC Qu. %11 (Algo) During its first year of e Multiple

Pin
[0  SAQu. 4133 The following contingency table pr.. Short Answer
it [0 TBTFQu.+89 (Static) The primary True /Fals Edititem
difference ...
[0 sAQu.4-134 In January 2012, the second stop... Short Answer
& “ " Where have | used this question?
[ SAQu.4-35 In January of 2012, the second... Short Answer i [J  TBTFQu.190(Aigo) Amerchandising (@) True / Fals
i business ... Femove
i
[0 SAQu. 4136 In January of 2012, the second... Short Answer
TB ES Qu. +115 (Static) How do Information Essay 1000
nee...
[J  SAQu. 437 As part of pharmaceutical testing .. Short Answer
TB SA Qu. 01127 What are Re Rull Freview
E u. 01 are Revenue Rullngs !
O  SAQu 438 Restaurants in London, Paris, and Short Answer #a ardi . Short Ans,
)
[] SAQu. 439 Restaurants in London, Paris, and . Short Answer 4 O FBOW425A(M) - o ank | Bt tem
experiment...
[J  SAQu.4-140 Members of the saxophone section ... Short Answer Where have | used this question?
#if [0  FBGQU.4-26 The intersection of two events Fill Blank
[0 SAQu.4-141A certain weightiifter Is prone to... Short Answer [ Remove
[0  SAQu. 4142 Approximately 70% of the state of... Short Answer i [0  TBSAQu. 01126 Describe the legislative Short Answer 1000
proce...
[0 SAQu.4-143 An Investor in Apple Is worrled... Short Answer
- | SA Qu. 4138 Restaurants in London. Parls. = cCeoas Amsosse anman a &

1. Preview a question by clicking on the question title or by selecting the ‘Preview’ option
from question menu in the right-hand panel.

*Note: To preview multiple or all questions at once, use the select all checkbox or a subset
of questions and then click on the “Preview” option from any of the questions.

2. You can “pin” a question or multiple questions by selecting the ‘pin’ option from the
question menu.

3. Point values for each question can be manually adjusted to a number between 0.00 and
1,000.00. Point values are only necessary when using the QTI export option to import
into an LMS and will not appear on the Docx version.

To remove questions from a test, select one or more questions by checking the
checkboxes and click the ‘Remove’ button.
Remove questions individually by selecting the ‘Remove’ option from the question menu.

Change Test Banks and Save Test
To switch to another test bank from which you want to add questions, click on the ‘Change’ link
to bring you back to the list of available test banks.

13
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Your source: 2 X Your Test:

¢ Week 3 section2 Rename + Create New Question Total Questions: 5 Total Points: 3000

My Questions @ ¥ ndd O] Question Type =¢ —
® Tite Type =C 0 question #38 @  Multiple Choice 10.00
O My checkall that apply Check All That Apply

w0 TB TF Qu. 166 (Static) Managerial accounting True / False 1000
[0  Copy of My check all that apply Check All That Apply
i | Revised TB TF Qu. 166 (Statis i v True /False N00

Click on ‘Save and Exit’ to save the questions that have been added so far.

Cancel Save and Exit Continue

Print Test Formatting in Test Builder

If a Docx export is requested, users can click ‘submit’ without making any formatting changes and the

default format settings will be applied. The system default settings are as follows:

e Questions are not scrambled and are in the order in which they appear on the question selection

screen (right-hand panel).
e Layout is single column with narrow spacing (2 lines in between questions)

e Page numbering starts at 1, no headers, Student Name is defaulted in the Instructions.

e Questions are not sorted.

e Question numbers start at 1.

e Answer blanks are not displayed.

e Question info or metadata or questions is not displayed.

e Answer options for True/False, Multiple Choice, and Check All That Apply are listed below the

question in a vertical list.
e Short answer and Essay questions display a blank space below the question.
e Page numbering for the answer key is continuous from that last page of the test.

Scramble options

Scramble

O Don't scramble questions
O Scramble guestions only

@® Scramble questions and answer options

# of versions (max 20):

5

O Algorithmic questions - print same iteration for all students

Our Customer Experience Group is here to help, call 800-331-5094
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1. Scramble questions only will randomly reorder questions in each version of the test. The
answer options will remain constant.

2. Scramble questions and answer options will scramble both the order of the questions
and the order of the answer options in each version of the test.

3. When either of the scramble questions have been selected, up to 20 versions of the test
can be requested.

4. If algorithmic questions are present in the test, the check box for ‘Algorithmic questions —
print same iteration for all students’ is enabled.

Appearance Options

Appearance
Layout Spacing between questions
@ [l One Column @ }= Narrow (2 Rows)
O ﬁ Two Column O |= Wide (3 Rows)

1. Choose between displaying questions in a single column layout or two column layouts. Two
column layout is best suited for questions with short answer options, such as multiple choice or
True/False.

2. Control how much space is between each question by choosing wide or narrow.

Display Options

1. The number of the first page of the test can be customized to your choosing. Enter a number
between 1-9999 in the text field.

2. Afirst page header of up to 140 characters can be added. If the ‘other page header’ is blank, the
text entered in the ‘First page header’ will display on all pages of the test.

3. Iftwo different headers are desired, up to 140 characters can be entered in the ‘Other page
headers’ field and will display on all pages of the test except the first page.

4. The instructions field is defaulted to indicate the Student name but is fully editable.

Save Settings as Default

1. After making changes to the settings, you can keep these settings by selecting the ‘Save these
settings as default’ checkbox. These settings will then be applied to all future tests.

2. If you want to make modifications to settings but do not want them saved as the default, uncheck
both check boxes.

3. If you want to apply the default settings to a test at any point in time, select the ‘Apply default
settings’ check box.

15
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