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About this Workshop
In this workshop, you’ll become familiar with the Assessments tool and how it can be used to create: 

· quizzes that can test student knowledge.

· self tests that can allow students to test their own knowledge.

· surveys that can anonymously solicit student opinions and feedback.
Topics

· Assessments Overview

· The Question Database

· The Assessment Creation Process
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	         Learning Outcomes 


After completing this module, you will be able to:

· manage and create questions in the Question Database.

· create assessments and add questions to them.

· edit assessment settings.

Assessments Overview
You can use the Assessments tool to test students’ knowledge of course material, allow students to test their own knowledge, and survey students anonymously.

You can create three kinds of assessments:

	Quizzes
	Self Tests
	Surveys

	Quizzes are online tests for which grades are assigned.  

They are graded automatically unless they contain paragraph questions, which must be graded by the instructor or teaching assistant.

Example: Create weekly quizzes to test students’ mastery of learning outcomes and to encourage progress.
	Self tests are online tests that allow students to test their knowledge of the course content.  

Self-tests are purely for students’ benefit. Although students receive a score, the grades are not recorded in the Grade Book.  

Example: Create self tests that are relevant to the material covered in learning modules and add the self tests to the related learning module.
	Surveys are anonymous online assessments for which no grades are assigned.  

While Section Instructors can see whether or not students have completed the survey, the survey submissions themselves are anonymous.

Example: Create surveys to canvas students’ opinions on an issue covered in class or to allow students to anonymously evaluate the course.

	Note for CE Users
	Unlike WebCT CE, WebCT Vista incorporates all three assessment types in the Assessments tool.


Key Features

The Assessments tool includes a number of features and settings, including the following:

· The ability to specify how questions, feedback, and grades are presented and delivered to students.

· The ability to allow students to submit more than one quiz attempt.
· The ability to control the availability of assessments, from a specified time frame to an unlimited time frame.
· The ability to restrict assessment access to specific students by requiring a password or that students’ machines match a specified IP address. 


	The Assessments Tool by Role
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	Designers
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	Instructors

	· Manage the Question Database and create and edit questions

· Create assessments

· Apply assessment settings
	· Edit settings for existing assessments 

· Manage student submissions and grades



Designer View of the Assessments Tool
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The Question Database

The Question Database tool allows you to create a repository of questions that can be used in multiple assessments.  

You can create questions either within the Question Database or within assessments.  Questions created from within an assessment are automatically added to both the Question Database and the assessment.

You can also import questions from the Question Database of a WebCT CE course or from another WebCT Vista course. 

The Assessments tool and the Question Database tool are closely related and you will find that you often use them concurrently.  WebCT Vista allows you to browse the Question Database from within the Assessments tool, ensuring that the process of adding questions to assessments is seamless. You will not need to navigate between the two tools.

Category and Question View
Depending on your preference, you can toggle between two views of the Question Database:

· Category View: displays the categories in which questions have been grouped.  In this view, only questions within expanded categories are displayed.

· Question View: displays all questions within the Question Database at once; questions are not organized into categories and are simply displayed in alphabetical order.

Category View of the Question Database
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Setting Up the Question Database

Before you begin creating questions, you can set up the Question Database to help you better manage and organize the questions.
The Question Database organizes important information about each question within columns, allowing you to sort the database and locate specific questions.  The Question Database has four default columns:

· Title: The title entered for the question when it was created.

· Type: The type of question, e.g., Paragraph, Matching, Multiple choice, etc.

· Used By: The assessments to which the question has been added.

· Category: The name of the category in which the question has been grouped.

Creating Custom Columns

You can create custom columns, which allows you to add additional information to your questions.  Once created, custom columns appear as a field on the question creation screens.

Example: You could create a column titled Level of Difficulty in which to record the level of difficulty of the questions you create.  When adding questions to an assessment, you could consult the Level of Difficulty column to ensure that you are selecting an appropriate range of question difficulty.

· To create a custom column:

	1. Navigate to the Content Inventory tab and click Question Database.  The Question Database screen appears.

2. Click Manage Columns.  The Manage Columns screen appears.

3. Click Create Column.  The Create Column pop-up window appears.

4. Enter the column Name and click Save.  The Manage Columns screen updates and your column is added.
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Creating Categories

In order to organize the questions in the Question Database, you can create categories in which to group related questions. 

Example: You could create categories based on topics or themes that the students are studying.
Note: You can also create categories as you create questions.
· To create categories:

	1. From the Question Database screen, click Create Category.  The Create Category pop-up window appears.

2. Enter the category Title and click Save.  The Question Database screen appears and the category is added.
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	· Create a custom column that will allow you to enter any descriptive information you want to add to your questions.

· Create several categories you might use to organize the different questions you plan to create.


The Assessment Creation Process 

You will typically complete three major tasks during the assessment creation process:

· Create the questions

· Create the assessment and add the questions

· Apply assessment settings

Although these tasks do not have to be completed sequentially, many designers find the process outlined above to be the most efficient way to create assessments.  The assessment creation process outlined in this module follows this sequence.

Creating Questions

The basic question creation process is similar for all question types; only the settings differ between question types.  

This section focuses on creating true false and multiple choice questions, as they are the most straightforward question types.  Later sections will focus on the essential differences between the different question types. 

Creating True False Questions

With this question type, students are presented with a question and must select whether the question is true or false.

The settings for true false questions are grouped into three categories: Question, Answer, and More Options.

Question Settings

The Question settings allow you to enter and format the question.
· To enter the question:

1. From the Question Database screen, from the Create question drop-down list, select True False and click the Go icon.  The Create True False Question screen appears.
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2. Enter the question Title.  The question title identifies the question when you are browsing the Question Database.  You can also choose to display question titles to students when they are taking the assessment.

3. Enter the Question text.  If you want to format the question using HTML, you can use the HTML Creator, or, if you want to hand-code the HTML, select Use HTML.

4. If you want to insert an equation, you can use the Equation Editor.

5. If you want add an image to display with the question, click Browse and locate and select the file.

Answer Settings

The Answer settings allow you to enter and format the answer to the question.

· To complete the Answer Settings, 

6. next to Correct Response, select True or False.

More Options

From More Options, you can: 

· provide students with feedback they will receive when they view the graded question.

· add notes pertaining to the question that will be viewable only by the section designer.

· add information for any custom columns you’ve created.

· categorize the question into a new or existing category.

· To complete the More Options settings:

7. Expand the More Options section and, if you want to provide students with feedback, enter it in the General feedback text box. 

8. .If you want to provide the Section Designer with notes on the question, enter it in the Section Designer notes text box.

9. If you want to add information for custom columns you’ve created, enter it in the provided text box.

10. If you want to categorize your question, under Category, select Specify an existing category and, from the drop-down list, select the category to which you want to add the question. Or, to create a new category, select Create a category and enter the new category name.
Previewing and Saving the Question

Before you save the question and add it to the Question Database, you can preview how it will appear to students and test the grading scheme.

· To preview the question:

	11. Click Preview.  The Preview Question pop-up window appears and the question is displayed as it will appear to students.

12. Select an answer and click Grade.  The pop-up window updates, the question is graded, and any feedback is displayed.

13. If you want to grade a different answer, click Back and repeat the previous step.

14. Click Close.  The pop-up window closes.

15. Click Save.  The Question Database screen appears and the question is added to the category you selected.
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Creating Multiple Choice Questions

With this question type, students are presented with a question and a list of answers from which they must select one or more correct answers.
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The settings for multiple choice questions are grouped into the following categories: Question, Answer, Settings, and More Options.

Question Settings
· To enter and format the question:

1. From the Question Database screen, make your selections to create a multiple choice question.  The Create Multiple Choice Question screen appears.

2. Complete the Question section.

Note: You may want to indicate whether there is only one correct answer or more than one correct answer in the question text.

Answer Settings

· To enter and format the answers:

3. Select whether there is One answer or Multiple answers correct.
4. In the Answer text boxes, enter the answers and, in the Feedback text boxes, enter any feedback you want students to receive regarding that answer.

5. For the correct answers, select the Correct response check box.  If there is only one correct answer, the answer will automatically be attributed a Value (%) of 100%.  If there is more than one correct answer, enter the Value (%) you want to assign each correct answer.
6. If you want students to receive a negative score for selecting an incorrect answer, for each incorrect answer, enter the negative Value (%).

7. If you want to provide students with more than five possible answers, click Create Additional Answers.  

Settings

The Settings section allows you to specify how the answers will appear to students.  As well, this section allows you to specify whether negative scoring will be allowed.

· To specify the answer settings:

8. Select whether you want the answers to be listed vertically or horizontally and whether you want answers to appear in a numbered or lettered list.

9. Select whether you want to randomize the answer ordering.  If not, questions will be listed in the order in which you entered them.

10. If there are multiple correct answers, select a grading scheme.  All or nothing means that students must select all of the correct answers in order to receive any points for the question.  Cumulative means that students will receive points for each correct answer they select.

11. Select whether you want to allow negative scoring.  

More Options

· To finish creating the question, complete the More Options section.  Preview and save the question.  The Question Database screen appears and the question is added to the category you selected.
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	· Create a true false question and provide students with general feedback.

· Create a simple multiple choice question with one correct answer.  Provide general feedback, as well as feedback for each answer.

· Create a multiple choice question with several correct answers.  Deduct points for incorrect responses.


Creating Assessments and Adding Questions

Now that you have created the questions to include in your assessments, you’re ready to start creating assessments.  You can create assessments and add questions to them in one seamless process.

You can base an assessment on an existing assessment, meaning that you can copy the assessment’s questions and settings to a new assessment.  Alternately, you have the option of copying only the assessment settings. 
· To create an assessment:

1. Navigate to the Content Inventory tab and click Assessments.  The Assessments screen appears.

2. Click Create Assessment.  The Create Assessment screen appears.

3. Enter the quiz Title and select the assessment Type.

4. If you have previously created assessments, select whether you want to base this assessment on an existing assessment, and if so, whether you want to include only the settings. 
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5. Click Save and Add Questions.  The Assessment screen appears.

	6. Under Add to Assessment, click Add Existing Questions.  The Add Questions to Assessment screen appears and all questions in the Question Database are listed.
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7. Expand the categories containing the questions you want to add and select the questions.

8. Click Add Selected. The Assessment screen appears and the questions are added.
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Assigning Points to Questions

For quizzes and self tests, you can assign points to questions.  By default, questions are assigned 10 points each.  However, you can customize the number of points that questions are worth.

· To assign points to questions:

1. From the Assessment screen, for each question for which you want to edit the points, in the Points text box, enter the updated points.

2. Click Update Total.  The Assessment screen updates and the total points for the quiz are updated.
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	· Create a self test and add the questions.  Edit the points assigned to each question so that the total points add up to 60.  
· Create a quiz based on the self test.

· Create a survey.  Create and add a true false and a multiple choice question while creating the survey.


Editing Assessment Settings

Now that you have created, added, and organized questions for your assessment, the final step is to specify the assessment settings.  Assessment settings allow you to control when and how assessments are delivered to students.

	Available Settings by Question Type

	Self Tests
	Surveys
	Quizzes

	Settings:

· Title

· Question titles

· Question delivery
	Settings:

· Title

· Question titles

· Question delivery

· Duration
	Settings:

· Title

· Question titles

· Question delivery

· Duration

· Attempts allowed

· Attempts separation

· Student score

· Student score release

	Dates Available
	Dates Available
	Dates Available

	
	Submission Settings
	Submission Settings

	
	Security Settings
	Security Settings

	
	
	Results Settings


Because quiz settings encompass all of the possible assessment settings, this section will cover editing quiz settings only; you can refer to this section when editing self test or survey settings.

Editing Quiz Settings

Quiz settings are grouped into Settings, Dates Available, Results Settings, Submission Settings, and Security Settings.

Settings

· To edit quiz settings:
1. From the Assessments screen, locate the quiz and, under Actions, click its Edit Settings icon.  The Edit Assessment Settings screen appears.

2. If you want to edit the title of the quiz, enter the new Title.

3. Select whether you want to Display question titles to students as they take the quiz.

4. For Question delivery, select how you want the questions to be delivered to students.
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5. Specify the Duration of the quiz.
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6. From the Attempts allowed drop-down list, select the number of times students can attempt the quiz.

7. If multiple attempts are allowed, for Attempts separation, in the Minimum time text box, enter the minimum number of minutes, days, or hours you want students to wait between attempts and, from the Units drop-down list, select the units.
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8. For Student score, if multiple attempts are allowed, from the drop-down list, select whether you want the First, Last, Highest, or Average attempt to be used for student scores.

9. For Student score release, select whether and how you want students’ scores to be released.
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Dates Available

· To specify the availability of the quiz, expand the Dates Available section and specify Start and End times and select whether you want the quiz to appear as an event in the Calendar tool.

Results Settings

The Results Settings section allows you to specify how you want students’ graded submissions to appear to them.  As well, you can have a copy of students’ results to be sent to an external e-mail address.

· To specify Results Settings

1. Expand the Results Settings section and select the Student’s results display settings that you want to apply.

2. If you want students’ results to be e-mailed to an external e-mail address, in the E-mail results to text box, enter the e-mail address.
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Submission Settings

· To specify Submission Settings for the quiz, expand the Submission Settings section.

1. If you want students to receive a message when they submit their quiz, in the Submission message text box, enter the message.

2. If you want students’ submissions to be sent to an external e-mail address, enter the address in the E-mail submissions text box.
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Security Settings
With security settings you can require that students enter a password in order to access the assessment.  This option is very useful in a proctored environment. 
To require that students use a particular computer to complete an assessment, you can specify an IP address that students’ machines must match. You can also use IP address masks to indicate that only a portion of the address must match.  This option is useful, for instance, if you want students to complete the assessment within a particular lab on campus.
· To specify Security Settings expand the section:

1. If you want students to enter a password in order to access the survey, enter the Proctor password.
2. If you want to specify an IP address that students’ machines must match in order to access the assessment, enter the IP address.

3. If students’ machines do not need to match the entire IP address, in the corresponding IP address mask text boxes, enter 255 in the portions that must match and 0 in the portions that do not have to match.
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4. Click Save.  The Assessments screen appears.
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	· Edit your self-test settings: 

· Re-title the test.

· Make it available starting today and for an unlimited duration.

· Edit your survey settings: 

· Email submissions to your external e-mail address. 

· Require students to enter a password in order to access the survey.

· Enter a message for students to receive when they submit their surveys.

· Edit your quiz settings: 

· Do not display question titles to students.

· Deliver questions one at a time, without allowing students to revisit them.

· Allow students to attempt the quiz three times and use the highest attempt score for students’ grades.  

· Ensure that students will receive any feedback and grader’s comments when they view their graded quizzes.


Creating Additional Question Types

In this section you will learn to create combination multiple choice, fill in the blank, jumbled sentence, matching, paragraph, short answer, and calculated questions.

Combination Multiple Choice Questions

	With this question type, students are presented with a question and a list of answers from which they must choose the combination of items that are correct.

Most of the settings are the same as for standard multiple choice questions. The Create Answer Combinations settings, however, are unique to this question type.
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Create Answer Combinations

The Create Answer Combinations settings allow you to set up the answer combinations that will be presented to students.  As well as combinations of the single answers, you can enter alternate answers, such as None of the above or All of the above.  You can only select one combination answer as the correct response.
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Fill in the Blank Questions

	With this question type, students are presented with a question containing blank spaces and must provide the missing text.  One or more correct answers can be specified for each blank. 
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Some of the options within the Question and Answers settings are unique to fill in the blank questions.

Question Settings
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Answers Settings

The Answers settings allow you to determine how much each blank in the question is worth and the grading scheme for each answer. For example, you can choose whether the students’ responses must be exactly the same as your answer (“equals”) or if their responses can just include the answer (“contains”).
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 Jumbled Sentence Questions

With this question type, students are presented with a sentence from which words are missing.  Drop-down lists containing several word selections appear for the missing words and students must select the correct word.
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Some of the options for the Question and Answers settings are unique to jumbled sentence questions.

Question Settings
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Answers Settings

An answer value of 100% is assigned to the initial answer.  You can also create alternate answers that use the same words in a different order.
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 Matching Questions

With this question type, students are presented with two lists and must match items from the first list to the second.
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The Matching Pairs settings and general Settings are unique to matching questions.

Matching Pairs

The Matching Pairs section allows you to set up the pairs of answers that students must match.
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Settings

The Settings section allows you to specify a grading scheme for the answers, and determine whether both columns are displayed on the screen.
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Creating Paragraph Questions

With this question type, students answer a question in paragraph or essay format.  Paragraph questions must be graded manually by the section instructor or teaching assistant.
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Some of the Answer settings are unique to paragraph questions.

Answer Settings
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 Short Answer Questions
With this question type, students are presented with a question that they must answer in the form of a word or phrase.  Students can be required to enter one or multiple answers.  If multiple answers are required, students can be required to provide their answers in a specific order.  
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superheroes in alphabetical oder.

1. [Batman

2. [Robin

3. [superman

4. [Wonder woman





Answers Setting

The answers section allows you to assign values and select a grading scheme for answers.
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Calculated Questions
With this question type, students are required to apply a mathematical formula to answer the question.  Calculated questions are designed using variables; values, based on a specified range, are randomly generated for each variable in the question.
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Calculated question settings are grouped into Question, Settings, Answers, and More Options.

Question Settings
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Settings
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Variables and Answer Settings

These settings appear after you click Analyze Variables.
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	[image: image45.wmf]  Hands-On Practice: Creating Additional Question Types

	Create at least three of the advanced question types that are applicable to your course and add them to your quiz.


Managing Questions within Assessments

You can add additional questions to assessments, add parts in which you can group questions, and re-order questions within the list of questions or parts.  You can also add or create question sets.
Adding Additional Questions to Assessments

If no students have taken the assessment, you can add additional questions.

· To add additional questions to an assessment, from the Assessment screen, do one of the following:

· To add existing questions, under Add to Assessment, click Add Existing Questions and locate and select the questions you want to add.

· To add new questions, under Create Question, click the question type and create the question. The question will be added to both the assessment and the Question Database

Adding Parts 

You can divide your assessments into parts in order to better organize the questions within the assessment.

Example: If the first portion of your quiz is all multiple choice and true false questions and the second portion of the quiz is a paragraph question, you can divide the assessment into two parts: Part 1: Multiple Choice and Part 2: Long Answer.

· To create parts for an assessment: 
	1.  From the Assessment screen, under Add to Assessment, click Add a Part.  The Add a Part section expands.

2. Enter the Part Title and click Create.  The screen updates and the part is added to the bottom of the list of questions.
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· To group questions into parts:

1. Next to each question you want to group in the part, select the check box.

2. From the Move questions to part drop-down list, select the part and click the Go icon.  The screen updates and the questions are grouped in the selected part.
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 Note: You can re-order questions within the question list or within parts.  
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Adding Question Sets or Question Alternates
A question set is a group of questions from which one question is randomly selected and presented to students.  Question sets can contain two or more questions.  Question sets are an effective way to prevent answer-sharing.

You can add question sets by selecting a set of questions from the Question Database.  Alternately, you can create question sets by adding question alternates to questions that have already been added to the assessment.

Adding Question Sets

· To add a question set:

1. From the Assessment screen, under Add to Assessment, click Add a Question Set.  The Add Questions to Assessment screen appears.

2. Locate and select the questions you want to add as a set and click Add Selected.  The Assessment screen appears and the question set is added.
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Adding Question Alternates

You can create a question set by adding question alternates to an existing individual question. As well, you can add more questions to an existing question set by adding question alternates.
· To add question alternates:

1. From the Assessment screen, next to the question to which you want to add question alternates, select the check box.

2. Click Add Question Alternates.  The Add Question to Assessment screen appears.
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3. Locate and select the questions you want to add as alternates and click Add Selected.  The Assessment screen appears and the question set is created.

Assigning Points to Question Sets

When you assign points to question sets, you must first select the number of questions you want WebCT Vista to randomly select from the set and present to students.  Each selected question in the set then carries the value you enter in the Points text box.
Example: For a question set of five questions, if you specify that two questions are to be selected and assign the question set a value of 10 points, the points contributed by the question set are 2X10, or 20.

· To assign points to question sets:

1. Locate the question set to which you want to assign points and, from the Select drop-down list, select the number of questions you want WebCT Vista to randomly select from the set.

2. In the Points text box, enter the number of points you want to assign to each selected question and click Update Total.  The screen updates and the total number of points is updated.
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	[image: image52.wmf]  Hands-On Practice: Managing Questions within Assessments

	· Divide your quiz into two parts and practice re-ordering questions within the parts.

· Add one of the new questions to your self test.  Create a question set by adding two question alternates to the question.  Ensure that WebCT Vista will select two of the three questions from the set and assign points to the questions.
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Questions are nested within their categories.





You can base any new assessment on any existing assessment, regardless of assessment type.





Students’ machines must have an IP address beginning with 66.132.





Select a combination of single answers.





Enter alternate answers in the Other text box.





Select one correct response.





Once you have entered the question text, click Generate Answers.





In square brackets enclose any words that you want to appear as a blank.





Alternate answers can be given full or partial credit.





Answer values must add up to 100%.





If more than one answer can be entered in a blank, click Create Alternate.





Click Generate Answer.





In square brackets enter the words or phrases that you want jumbled.





3. Indicate the answer value.  The alternate answer can be given full or partial value.





2. Select the order for the alternate answer.





1.To add other possible answers, select Create Alternate.





In this example, both columns are previewed above the actual answer boxes.





If you need more space for your answers, click Long Answer.





These terms will be ordered randomly in a drop-down list.








These terms will remain in the order in which you enter them.





This setting allows students to preview the contents of both columns before making their selections.





The correct response will appear in students’ graded questions. It can also be used as a reference for graders.





Enter a optional prompt to pre-fill students’ answer boxes.





Answer values must add up to 100%.





Indicates that answers can be entered in any answer box.





Indicates the answer must be entered in the correct answer box.





Enter variables in square brackets.





1. Enter the formula. Enclose variables in square brackets.





3. Click Analyze Variables.





2. Indicate the answer units, whether they are required, and what percentage of the answer they’re worth.





1. Enter the minimum and maximum values for the variables.





5. Click Generate Answer Set.





4. Select the answer tolerance to indicate the range of answers which should be considered correct. 





2. Select how many answer sets WebCT should generate.





3. Select the number of decimal places or significant figures you want the answers calculated to.





Parts are collapsible.
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