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Lesson 1  OVERVIEW 

1. Receive the questions for the assessment from the course developer. 

2. Add questions to the Learn Center. See Add Questions to Learn for 
complete instructions. 

3. Create the assessment. See Create an Assessment for complete instructions. 

4. Create an instance for the assessment.  See Create an Instance for complete 
instructions. 
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1.1  Login to the Control Panel 

1. From the Learn Center Page, enter the management password (igtigt).  
Note that the password will appear as asterisks. 

 

  

igtigt 
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2. From the Management menu, click ControlPanel. 
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The Control Panel appears as shown below: 
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Lesson 2  ADD QUESTIONS TO LEARN 

2.1  Search for questions 

You can search the question database in Learn to see if questions already exist. 

1. In the Control Panel, from Assessments/Surveys, select Questions. 

 

2. Fill in the Fields in the Filters area that you want to search by. 

 

Filter Description 

Name/Prompt contains You can enter a word or phrase you are 
searching for here.  This field is optional. 

Status Choose Show All:  Questions that are not 
currently being used may have the status 
“Inactive.” 
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Catalog This should be left at LearnCenter. 

Category Select the Category you want to search for.   
This field is optional. 

Question Type If you are searching for a particular type of 
question, choose it from the drop-down menu.  
If  you  aren’t  sure  what  type  of  question  it  is  this  
should be left at Show all. 

3. Click Search.  Only questions that meet all of the entered requirements 
will be displayed. 
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2.2 Add questions 

1. In the Control Panel, from Assessments/Surveys, select Questions. 

 

2. Click Create Question. 
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3. You must enter a name for every question.  This can be the same as the 
Question Prompt. 

 

4. The Question Prompt should be the question. 

5. In the Type drop-down list, there are five types to choose from: 
Fill in the Blank – do not use 
Single Select – do not use 
Multiple Choice single select – this is a normal Multiple Choice question 
Multiple Choice Multiple Select – this can have more than one correct 
answer 
Free Response – this is an essay response and must be hand-graded. 

# WARNING:  Do not check "Add to Global Catalog?" 

6. Click Select Categories and choose the correct category from the list.  Make 
sure you select sub-categories if applicable.   
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# NOTE:  You must assign each category you want the question to 
have.  Assigning a sub-category to a question will not 
automatically assign the broader category as well. 

 

7. Click Return Selected. 
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8. Click Answers tab and the screen changes as shown below.  Click Select 
from Answer Pool. 
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9. Check to see if answer exists by using the filters.  If you find the answer, 
check the box to the left and click Return Selected Answers.  Repeat for 
each answer. 

 

  



Add Questions to Learn 

Page | 12 Creating an Assessment for a WBT in Learn.com 

10. If answer is not present, close the window.  In the Create Question window, 
click Create Answer. 
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11. Fill in information for answer. 
Answer Feedback and Category are optional. If you are using Answer 
Feedback, you must be careful not to choose answers that already have 
answer feedback. 

# WARNING:  Do not check "Add to Global Catalog?" 

 

12. Click Save.  You will be returned to the Create Question window. 
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13. Click Save on the Create Question window.  The question will be added. 
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Lesson 3  CREATE AN ASSESSMENT 

The assessment is basically the group of questions that are going to be asked to the user. At this 
point, it  is  just  a  set  of  questions,  it’s  not  attached  to  a  course  or  available  to  a  user. 

3.1 Create an assessment 

1. In the Control Panel, from Assessments/Surveys, select 
Assessments/Surveys. 
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2. Click Create Assessment. 
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3. Fill in information:  
Name – should include the name of the course, for example, (What’s  New  
in Patron Management v8.2 sp8 test) 
Instructions/Description – enter date created, your name and number of 
questions 
Type should be Assessment. 
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4. Click Select Categories and choose the correct category from the list.  Make 
sure you select sub-categories if applicable.   

 

5. Click Return Selected. 
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6. Choose "Manually select the questions to appear on this assessment", then 
click Select/Manage Questions. 
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7. In the Filters area, choose Select Category. 
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8. Select the category for the WBT (this should be the same category that was 
assigned to the assessment).  Click Return Selected Categories. 
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9. You will be returned to the Question Selector window. Click Apply Filter. 

 

10. Select questions by clicking the box to the left of the question.  Each 
question must be selected individually and all questions should be selected.  
Once all questions have been selected, click Return selected questions. 
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11. Click Save Changes on the Create Assessment page. 
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12. Preview the assessment by clicking the  to the right of the Assessment 
name. 
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3.1.1 To have Questions selected randomly from categories during the test: 

1. Choose "Select question category/categories and have questions selected 
randomly during assessment administration", then click Select Question 
Categories. 
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2. In the Filters area, enter the name of the category and click Search. 
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3. Select the desired category and enter the number of questions to be given 
from that category and the maximum number of points. Click Return 
Selected. 
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4. Check the Active box for the Categories and click Save on the Create 
Assessment page. 
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3.1.2 To have Questions selected randomly from categories: 

1. Choose "Manually select the questions to appear on this assessment", then 
click Select Random Questions from Mapped Categories. 
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2. In the Filters area, enter the name of the category and click Search. 

 

  



Create an Assessment 

Creating an Assessment for a WBT in Learn.com Page | 31 

3. Select the desired category and enter the number of questions to be given 
from that category and the maximum number of points. Click Return 
Selected. 
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4. A random selection of questions from the categories you picked is 
presented. Arrange the order as desired. 
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5. Click Save on the Create Assessment page. 
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Lesson 4  CREATE AN INSTANCE 

The instance is what makes the assessment actually viewable to the user. This is where you set 
how  the  test  is  available  and  various  other  settings  on  how  it’s  actually  viewed  by  the  user.  Once  
an instance is setup, any changes you make to the questions or the assessment will not be 
reflected in the instance. If you need to make any changes (for instance, correct a typo, or add a 
question to the assessment) you will need to create a new instance.c 

1. In the Control Panel, from Assessments/Surveys, select Instances. 
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2. Click Create Instance. 
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3. Click Select Assessment. 
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4. In the Filters window, enter part of the name and click Search. 
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5. Select the correct assessment and click Return selected. 

 

6. Add the pre and post instructions.  

Pre-Instructions: 

You must pass the test in order to get credit for this course.  You will be able to take the test as 
many times as you want – only the highest score will be counted.  Good Luck! 
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To start this test, click the Next button above. 

Post-Instructions: 

Thank you for taking the test.   

If you passed: Congratulations!  You have received credit for this course.   

If you did not pass, we suggest that you rewatch the WBT before attempting the test again. 

In order to complete the course and leave feedback, please click the Exit button above. 
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7. From the Item Association drop-down list, choose Course. 

 

8. In the Course Selector window, choose Course Created: Any type.  Under 
Course Titles choose containing and enter part of the course title. 
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9. Click Search. 

10. Select the correct assessment and click Return selected. 

 

11. You will be returned to the Create Instance window.  Fill in Options 
according to the following table. 

Option Setting 

Time Limit  0 
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Paging  Show # of (1) Questions per page. If there 
are 5 questions or less, use Show All. 

Limit # of views  0 

Limit # of submissions  0 

Completion Credits  0 

Randomize question order   Yes 

Randomize answer order   Yes. If there are questions that use All of 
the Above or None of the Above, do not use 
this option. 

Allow practicing with missed 
questions  

 No 

Type of assessment   Post-test 

Show results   Yes 

Show details   No. If test is in the Technical Learn Center, 
Show Details. 

Show author feedback  No. If you have questions that have author 
feedback, choose Yes. Make sure when 
creating questions, you do not choose 
answers that have author feedback from 
other tests. 

Required   Yes 

Show results in Gradebook   Yes 
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Score of record for course   Yes  

Minimum passing score for 
completion (percentage)  

 80  

Post Comments   DO NOT USE 
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12. Click Save. 

 


