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Tests

In the Tests function, instructors may hand out, collect and grade tests easily in manaba.
Stimulate students’ motivation to learn by effectively using exercises and passing scores.

I Types of tests

There are three types of Tests on manaba.

Autoscore test { | Manual score test
Instructors can register answers and | | Instructors score the student’s
assign points in advance, and the - answers manually after the
student’s answers will be scored P submission.

automatically after submission.

Exercise

Students may repeatedly answer this
type of test in order to
practice.[JUnlike Autoscore tests, the
grades will not be registered
automatically.

IAdd an autoscore test

. Click Add Test in the Tests Administration page.

. Select Autoscore Test.

. Enter the title and the description of test.

. Enter a start date and end date for the test. If you click the Start
and End fields, a calendar will appear. Select a date and time,

B WON -~

and click OK. (optional)

Students cannot submit their answers to a test after the
end date.

5. Enter questions you would like to ask your students. ( See also
“Add a test question” )

6. Select the time of publishing test results and correct answers.

7. Click Next.

8. Register answers and points to the questions.

o If there are multiple correct answers for a Text line
question, separate the answers with a semicolon (*;’).

o For Multiple(1), Multiple(2), True/False, Dropdown and
Matching questions, register the correct answers by
selecting the correct choices on each question.

o For Ordering questions, click choices in the correct order.
Click [v]to clear the selections.

o Register points in the red box shown next to each
question.

o For Multiple(2) and Matching questions, register points
per choice. The total points will be automatically
calculated by multiplying by the number of choices. (Ex: If
2 points are registered per choice and there are five
choices registered, the total points will be 10.)

o For Multiple(2), you can also register points per question.

Answers in a text box and an uploader cannot be
autoscored.

You cannot download all answers at once when
marking. Please use the Assignments if you need to
download all the answers at once.

9. To set a Passing Score for a test, select Set passing score and
enter a passing score.

Passing scores can be used as prerequisites for a
student to take other tests.
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10. Click Save to save the test in manaba.

manaba manual

IAdd a manual score test

. Click Add Test on the Tests Administration page.

. Select Manual Score Test.

. Enter the title and the description of the test.

. Enter a start date and end date for the test. If you click the Start
and End fields, a calendar will appear. Select a date and time,
and click OK. (optional)

5. Enter questions you would like to ask your students.

“Add a test question” )
6. Click Save and save your test in manaba.

B WON -~

( See also

For how to set a passing score to a manual score test, refer
to step4 of “score a test and register grades on the web”

Tests Administration View as | . Instructor | 4

s Acid Tost Import
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IAdd an exercise

An exercise is a type of test where questions are randomly picked from a pool of exercise questions that the instructor registers in advance.

You may set up an exercise to be available for students to take multiple times.

STEP 1. Add a question

1. Click Questions Administration on the Tests Administration
page.

2. Click Add Question in Questions Administration page.

. Enter the title.

4. Enter questions you would like to ask your students. ( See also
“Add a test question” )

5. Click Next.

6. Register answers and points to the questions and click Save to

save the question in manaba.

w
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STEP 2. Add an exercise

. Select Exercise.

. Write the Question Text.

o O hA WN -

. Click Add Test on the Tests Administration page.

. Enter the title and the description of the exercise.
. Enter a start date and end date.

. Click Add Question, select exercise questions that you

registered in STEP 1, and click Add. Should you want to exclude
questions that you selected from an exercise, check those
questions and click the Exclude Checked button.

7. Set the number of questions which should be chosen randomly in
an exercise out of the number of questions you selected in 6.

8. Set the maximum times that a student is allowed to submit

answers.

9. If the order of the options in a question needs to be randomized
when a student answers it, choose Shuffle for Shuffle

Questions.

10. If you select Publish on submission for making the correct
answer available after the student has submitted an answer, they
will be able to check whether or not their answer was correct on

the Results page.

manaba manual

Add Exercise

Titke

Description

Start

End

Select exercise questions

DuesHon Text

-
v
Add Question | |~ Exch

Maximum times to sabm
answers

Shulfie Questions

Portiolio

Publish Answers

Passing Score

Check questions to add

Total

No. Titie
So0ie

Contained in Exercise

12

Add Cancel

—
Unlimited = |1 ¥ |mes maamum

® Do not shue O ShuMe

e submiier's portfolo and cemments cam be made on the portiole

fast you can make it prevequisite for students 1o take other tests

points

Preview Save Cancel
11. You may choose Set passing score to register a passing score.
12. Click Preview to view the exercise as your students will see it. Add Exercise page
13. Click Save and save the exercise in manaba.
I Types of questions
You can add 8 types of questions in a test.
Questions

Text line

A question which allows for
entering a word or a phrase.

Multiple(2)

A question which allows to
select one or more answers
from a list of possible
answers.

Dropdown

A question which allows to
select one answer from a list
of possible answers. It is
similar to a single answer
question, but useful to save
space for other questions.

Matching

A question which allows to
match words or statements
against another list of words
or statements.

Multiple(1)

A question which allows to
select only one answer from a
list of possible answers.

True/False

A question which allows to
select True or False.

Ordering

A question which allows to
place answers in a particular
order.

Text box

A question which allows to
write paragraphs.

Uploader

A question which allows to
upload a file.

Formatted Text

1. Choice 1
2. Choice 2
3. Choice 3
4_Choice 4
5. Choice &

1. Choice 1
2. Choice 2
3. Choice 3
4. Choice 4
§. Choice &

Shuffle Questions

Portiolio

Publish Test Results and
Cormect Answers

A multiple-choice question with several possitle answers

A dropdawn meny question, The choices below]

P || 11|12 || 13| e

mignment 1S

rl|ells|uls

A ES|E?

Optional
Taod line
Multiple(1} | M

Dropdown | C

Optional

Malching
Uploacer

Required
Testine | TusFase

Wultipla(1) | Muliple(2)

Dropdown | Ordering
Maiching | T box

Required

Explanation

line | Mulsi-inos

# ponotsnume ' Snume

® 4307 Do notasd
f you Choose "AS4" he Answirs wil Be a0ded 10 the SSBmEers portiohy and COMMEnts. can be made on the portioic
fem

% Publish testresuls and comect answers afer e submission deading
COMECt ANSWErs URAN Submission

Publish test resulls and

Preview | | Newt | [ Cancel

Add Tests page

"Semicolon(;)", "Half-width Katakana" and "Full-width alphanumeric characters, spaces, hyphens etc." cannot be registered as correct
answers or submitted as answers in a Text line question.

Automatically, "Half-width Katakana" answers will be converted to full-width characters, and "Full-width alphanumeric characters,
spaces, hyphens etc." answers will be converted to half-width characters before being registered.
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IAdd a test question

1.

o

Let’s add a test question. Click a button in area (b) and a question
template of your choice will be inserted.

. Overwrite the example question with the one you would like to

ask.

. Should you want to format your text with headlines or bold text

etc., use buttons in area (a).

. If the order of the options in a question needs to be randomized

when it is answered, choose Shuffle in the Shuffle Questions
field.

In Portfolio field, select Add if submission should be added in
student’s portfolio.

. Click Preview to view the exercise as your students will see it.

« |f you place a Required question, students will not be able to
submit their answer unless they answer it.

« You may select the style of the list of answers (vertical or
horizontal) by using the buttons within the frame of the
possible answers.

If the list of possible answers is composed of short words or
phrases, you may want to select “horizontal” as you can
save space on the page.

With "Autoscore test" and "Manual score test", you can
create up to 100 questions per test.

If the number of questions exceeds 100, you can save the
test but you can not publish it.
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I Enter a text box

Click Text box and a window to set number of lines for the text box Formatted Ten
and the word/character counter will appear.

P ||H1 | 12 | H3| e

Number of lines

Enter the number of lines you would like in the text box. Youmarinsar v ol s ot
5| limes.

Hihe rumzer oflings $pecified hare is ., 3 seroll ar will

displared when answering?

Number of lines you enter does not determine the amount of

D

Maiching || Fext box

text students can write in the text box.
[ok] [ cancat | T

Mubpie(1) | Muliple(2)
Dropdown | Ordering

Character count :
T

Both half-width and full-width characters, symbols and space are - : -
. Window to set up Text box question
counted as one character. Line breaks are not counted.

Word count

Mostly used for questions that allow to type text in English. Words
are counted correctly if they are separated with a half-width space;
note that they are not counted if separated with a full-width space.
If you break a line, it will be counted as one word.

Number of lines and word/character counter will be a guide
for students to know how much they should write.

I How to add a file

You may add files such as Word documents, images, and videos Quostons
inside a question.
Formatted Tex
Uploading video files or images from your computer Press ths qunstion buttons inthe nght mana. and the qastion tmplates wil ggaatin he page P[] w212 e
1. Click File button. DARRNE
2. Enter the title of the file.(optional) | B
3. Locate the file of your choice and click Add file to upload the file r : ] .......... @il
into manaba. l @ File J
4. Click Add and complete the process.
Types of files that can be previewed | . v =] (e )] iz 3]s
« Image files (GIF, JPG, PNG files, etc.) SRR
¢ Video files (MP4, m4v, WMV, FLV, MOV, MPEG files, etc.) NEE
« Audio files (mp3, m4a files, etc.) oot Erdome —Jl e
: ; Feaname i | oree
B olloooooooooooooooooooos g Selectfile || Choosa Fila | Mo file chesen - aez)
&= i [
You may need to install one or more video players in order = N-#'-:« E
to play the uploaded video files. Depending on the browser, Mutpie(1) | Manipie(z)
you cannot play the file on the screen. T
Shuffle Questions. ® Do not shufle © Shutle
MP3,MP4 files can be played on smart phones and tablets. Pl ®AssO0seetses

File uploads
Embed videos from YouTube

1. Click File.

2. Select Embed content.

3. Enter the embed code of the video you would like to embed.
4. Press OK and complete the process.
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I Insert an explanation

Click Explanation button, and you can insert the explanation in the
question.

(The explanation cannot be inserted for Choices of True / False
questions.)

You can select two types of the explanation below.

1 line Multi-lines

A explanation which you
would like to insert into the
whole question.

A explanation which you
would like to insert into the
individual question.

The explanation is not displayed when the student answer
the questions. The background color of the description is
yellow on making questions.

Answess 111 Empsedtme 00:00:08

Anvuwees Subitted

>Correct Answers

A ey choieq qoastesn with end

19 Chent
20 Chace?
10 Choend
10 Chocad
50 Chice§ Gustons. 1

o [(20]ponts
- = A i D QUon Wi 608 Pasiitie Snswer

Total Score:

[ chone

G ot axplanston b
The explanation wil appaar when Students conkm the comect antwes

Total Score: 10

| Ghee

I Set a page break

Click the Page break button, and you can specify the position of

page break.

Pages will be switched at the place indicated with a blue broken
line.

Mz 2 Cugstions 3 Elapsed Time 00:00:81

The term Intrapreneur is related to:
1.9 Growth

Innoation
3.0 Dncowy

2 [3] Questons 3 Elapsed Tme  0001:02
Save and Cut H
| Japan nas a repubiic governing system

True & Faise

oo Save and qut Centem
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3 Discovery

(
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2 False
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Textli ‘ agE abo
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Drops ng
MatchiT TP b

Required
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TreFake
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| Publish a test
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In order to publish a test to students, click on Tests

Administration page.

* Should you wish to send a reminder message, click Publish
and send reminder.

A Instructor | 24 Student

Tests Administration View s | delrstructor | ik Student

> Questons Adminisration

e Add Test Mnport

Please check the submified answers and register grades by dicking on the Manage menul G1

« Use Student button to view the list of tests which are = me - i o) [Eo il
published to Students. 1| [Autes Waekly Quiz 1; Instructional Des.... - | Inprogress W Publsted Oitems &
2 xorcive | Chapler 1 Exercise - In progress o | Fublished *; o
A~ Instructor | 21 Student Student screen (Tests)
If you set a period, students can only respond after the start -
. VW8S | A INStructor | hd Student
date; before the start date, the status of the test will be set
“Pendln » Time Status Stan (10
as g 5_’ Aut: » | Weekly Quiz 1: Instructional Design 2013-02-27 11110 2020-02-27 10:25
!_I E Chapter 1 Exercise 20130226 1200 2020-02-28 12200
About Multiple Selection
In Multiple Selection /| in the upper right corner of Tests
Administration page, you can choose to publish, unpublish
or delete all the selected tests in bulk.
Multiple Selection {3 E
e £ Bulk Publish
£ Bulk Unpublish
Ipuk
m Bulk Delete
2018-09-08
I Edit a test ‘
Follow the steps below, in order to change the dates or questions T
of a test. - |mprogress 550" @ Published 1items &
. - . . 2017-10-26 I I Edit I
1. Click @on Tests Administration page and select Edit. - In progress o, ., @ Publi |
. . Ll0se
2. Revise the test and click Save. 2017-10-26 "
. . . . TR - - 20-3 oy =
* Save the test after registering answers and allotting points if it is 2050~ & Frport
an autoscore test. - |inprogress 20171028 @ ruwi g [Bet Prerequisites
2012-12-21 | [3 [Pubmission Status
. L . . - In progress @ | Publi
If you edit a test, it will automatically be unpublished. Once ¢ 1208 # Grades (Excel)
n.
ou finish editing, please publish it again. 2013-01-24 | B0 Manage Grades (Exce
you g, p pu g = In Progress ., @ ) Fubii
o R rrial Submission (O

Questions you are currently using for an exercise cannot be
edited. Exclude questions from the Edit Exercise page and
revise the question in the Manage Exercise Questions page.

To avoid student confusion, editing the title of a test after a
student's answer and grade registration will not be reflected
in the grade and portfolio title. (Grades titles can be
manually edited from the edit page.)

https://doc.manaba.jp/doc/course2-manual/teacher2.95/en/

Select Edit * Tests Administration
page

Edit Test (Autoscore)
" Query IS puDeshed. If you 5ave tis query, It will D8 Unputkshed

Weehly Quiz 1: Instructional Design
Tile  [Waeekly Quiz 1: Instructional Design

S 0130227 11.10.00

End  [2020-02-27 10:25.:00

Questions
Formatted Text

T =] [P |[n1][nz|[na][m=
Please answer the following questions.

True or False? When converting a successful face-to-face class to an online class, the most effective RilBlzlluls

‘appecach is to make lecture notes avalable 3s web pages

1. True AL

Edit Test page
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I Set prerequisite

Instructors may set a prerequisite for students to take a test based
on whether they achieved a passing score on another test.

1. Click [## on Tests Administration page and select Set
Prerequisites.

2. If you select Set, a list of tests which are set up with passing
scores will appear.

3. Select all the tests you would like to set as prerequisites and click
either AND or OR.
* If you select AND: Students need to pass all the tests.
* If you select OR: Students need to pass at least one of the tests
you selected.
* If you have selected only one test, you may click either AND or
OR.

4. 4. Click Save and finish the process.

2017-10-26
- In progress ?C e @ | Publshed 1items &
Edit
7-10-26 o
- In progress gchI ZE [ @LT
¥ Close
2017-10-28

- Ur

Ay & Export
= In progress [ Pubhl a Set Prerequisites I

- In progress f;g‘;‘_"z' @ ) Fubi B Submission Status
Manage Grades (Excel)

2013-01-24 ul

- |nprogress 5,5 @ ) Publi

I Trial Submission O

Select Set Prerequisites

Weekly Quiz 3: Instructional Design

Wold you like to sat the prerequisites of this test ?

Donot set  © Set
Prerequisites
Autoscors | Weekly Quiz 3: Instructional Design (> 75 points) * currently unpublished

AND (must satisfy all conditions) * OR (must satisfy at least one condition)

| Save ] Close ]
Set Prerequisite page
IView submission status
You may view the names of the students who submitted answers 2017-10:26
. = In progress 5o @ | Publshed 1items &
to a test and their scores or grades. “ i
i 2017-10-26 o Edt
— N progress 5040 @ | Fubii .
» ose
2017-10-28
I Autoscore test / Manual score test - 2030 - e Expor
Click [ of a test in Tests Administration page and select - |inprogress 211 @ )Pubi ol Set Prerequisites
Submission Status. A list of students and their submission status - nprogess 2227 | gy pub,ll [Z Submission Status I
for the test will appear. o —— &9 QManage Grades (Excel)
= In progress 1': g1- @ ) Publi
o [@@ Jrrial Submission O

I Exercise

Click [& of a test in Tests Administration page and select View
Scores. A list of students and their scores for the test will appear.

If answers has been temporarily saved, * Saved data
appears in the Submitted on column for students who have
not yet submitted the test.

*Answers are saved when the student clicks on Quit (Save),
Confirm, Prev, or Next while answering.Or the answers are
saved every 30 seconds after the student starts to answer.
And you can check the answers before the submission is
finalized and complete the submission on the student's
behalf.
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Select Submission Status

Submission Status: Weekly Quiz 1: Instructional Design
Pariod:  2013-02:27 11.10.00~2020-02-27 102500 npogress  Respondents:2 member(s)  Grade:  Unpublished
» Grades Administrat
Hame Student ID Grades  Passed Submitted on Grader Grdedon  Feedback
35693055 Sipoints 20130202 043315 - - 0
8535
35688423 Sopoints. 20130002 054056 . - o
» Tests Administration

Submission Status page
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Request resubmission

In the following the steps, the instructor withdraws the student's
answers that has already been submitted and can return to the
state before the submission was confirmed. (Excluding Exercise)

After withdrawal by the instructor, students will be able to access
the test and respond again.

1. Click on the name of the student whose assignment you wish to
withdraw in "Submission Status".

2. Click the "Request resubmission" button on the "Student's
Questions and Answers" screen.

3. Click "OK" button on the confirmation screen.

o The answer before resubmission is retained.
o Reminders are sent to the submitter and the instructor.

o If pass conditions are set, students who pass once will
remain passed even if the instructor withdraws the
answer.

o If the instructor withdraws the answer, the grade will
also be deleted.

https://doc.manaba.jp/doc/course2-manual/teacher2.95/en/
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/¥ Submission Status (@7 Manage Grades (Excel

Name Student ID Grade Passed

[y TAsahina(EN) 11111.990q92 30 points Passed

Studgnt1 160203A = =

V> A BA: TAsahina(EN)'s Questions and Answers

Grade Answers

Result (Autoscore)

Submitted on

2020-02-04 16:27:54

Not submitted

Submitted on: 2020-02-04 16:31
Elapsed Time ' 4345214

11 10710 MDD TEADERET T, SRR IFTRAL TR,
11

Total forie (SRS

Grade (Unpublished)

Score 10

The submission will be retracted and TAsahina(EN) ‘s assignment retumed to pre-slibmission status
OK?

* After retracting the submission, a remind

=¥ Request resubmission

will be sent to both the instructor and the student,
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ITriaI submission function added to tests and surveys

The course instructor can simulate submission for tests and

L . - |1 Il Published 1 )
surveys from the Tests Administration and Surveys N ProOress 2030 @ Pubishe - Hein=
.. . it
Administration pages. = In progress @ ) Pubii b
X Close
The trial submission function allows the instructor of the course to - e 4 Export
confirm the submission procedure of the test or survey, as many - | inprogress @ P Set Prersquisites
times as wanted, regardless of the acceptance and submission .
% Submission Status
status. - In progress @ Pubi =
Manage Grades (Excel)
- In progress e, @ | Pubii
The trial submission can be made in the following way: % Trial Submission ]

[ [ Trial Susrﬁtssion ]

1. Find the test or survey for which you want to make a trial
submission and click on the gearicon [& in the Manage
column of the Test Administration or Survey Administration page.

2. Click Trial Submission.

3. Click on the Start button to start the test. The answering steps

are the same as how students would answer the test. | TestRoom (Trial Submission)
4. Fina”y‘ click on the Close button to close the window and finish Course instructors may simulate the test submission process. The answers to the trial submission will not be saved
or downloaded

the trial submission.

| Test1

Start 2013-11-07 0056
Trial submissions for tests will not be included in the test : tna 0194148 424
evaluation sheet. The trial submission results will not affect Shuffie Questions Do notshufle
the highest score, either. The passing score you set up will Portfoiio Addto studsnfs porfolio
be ignored, too, so you may simulate the submission for any

tests you add.

| Test Room (Trial Submission)

Enter Confirm

https://doc.manaba.jp/doc/course2-manual/teacher2.95/en/ 16/48
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I Score and register grades of a test

There are two methods to score and register grades of autoscore tests and manual score tests.
* If you need to register grades for an exercise, you may do so in the Grades tab. ( See Also “Register grades”)

! A: Score a test and register grades individually

through the web (Only available for manual score

| test).

I A: Score a test / Register grades on the web

STEP 1. Register scores

1. Click [2] on Tests Administration page and select Submission

Status.
2. Click Register Answers on the submission status page.
3. Enter points of questions.
4. Set passing score if needed.
5. Click Save and finish the registration process.

patterns bellow.

allotted for each choice: if 3 choices are selected or not

point x 3 correct choices = 3 points.)

all the correct answers. If any of the choice is incorrect,
students will get 0 point.)

STEP 2. Score a test individually

1. On Submission Status page, click name of each student.
Student’s answers and the score field will be displayed.

2. Click Correct if student’s answer is correct; manaba will add up
the score automatically. If you would like to give partial credit to

an answer, enter points in the box.

3. Enter Rating In case of evaluating with character string such as

"Good,Excellent,A,B". (optional)
4. Enter Feedback about the student’s test.(optional)

5. If there is no revision to make, click Save and complete the score

count.

https://doc.manaba.jp/doc/course2-manual/teacher2.95/en/

You can score multiple choice and matching question in two

« Partial Match : The points you register will be multiplied by
the number of choices, and that will make the total points of
: the question. (e.g. In a 5-choice question where 1 point is

selected correctly, the total points for this question will be 1

« Exact Match : The points you register will be the full points
for the question.(e.g. If 5 points is allotted for a 5-choice
question, 5 points will be scored only when student chooses

B: Download a Test Evaluation Sheet, score
students’ answers and register grades for all
students in a batch.

Register Answers

» Submission Status
Weekly Quiz 3: Instructional Design

Allot points to the questions in the red boxes.

Allot points to questions

For multiple snswer questions and matching questions. the number of points will be multiphed by the

number of possile answers. (Ex: for 5 answers, total points are 5x points aibited)

5
0
B

Please answer the following questions.

True or False? When converting a successful face-to-face class 1o an online class, the most
effective approach is to make lecture notes available as web pages.

1.1
True  False [ 25]poins Subtotal:_as points
During which phase do you identify the course constraints?

1.2
1 Design
2 = Analysis

r this test. You can then create other tests that require as a prerequisite }
before they take it

" Vou can set s passing sco

that students pass the cu
@ Do not set passing scors
Set passing score points

Passingl score Register Answers page

Submission Status

test
Publish | Unpublish Pusiisnen
Pariod 2017-10-26 2030 ~
Respondents 1 members
Grades 0

‘This test is cumently accapting answers

[ Submission Status || (5 Manage Gra:
[ o e otea seors oo e oo by g Rt Scores Pais o el been oo ]
Name Swdent IO Grades Submitied on Grader Graded on Feedback

201601

testl: TSUGARU TAMENOBU's Questions and Answers

Grade Answers <« < > *»
Score Submitied on 201 -
Elapsed T JGARL
11 15 lcomeed | M-AFEMETY. SEEIIASICEHAL TN, PUABU 1
M - AHTA SANESUE
1.8 e
1.2 15 |Comect priviny DATE MASAMUNE
] MOGAU YOSHIAKG
1.3 15 comect i AEEa o 3
£ ahmEs UESUG! KAGEKATSU
14 15 |comect F‘I;IﬂMtJ.il'MJEQ!L'.’IﬂZ TR, ASHINA MORIUN
Grade [Unpublished) 1.1 s PMHOMLATSU)
2l gmea VOSHITSUGL
o P JP—
Ratng LA [ SANADA HOBUSHIGE
1. est
Fesdatk
20 b
frest
ASAHURADSHIAGE
asH
e
Save R
—

Score page
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I B : Score a test / register grades using an Excel sheet

1. Click [2] on the Tests Administration page and select Manage
Grades (Excel) .

2. Click Download in Test Grades administration page and
download Test Evaluation Sheet.

3. Enter in either "#Score","#Rating" or "#Comment" on the Test
Evaluation Sheet.If you would like to register a score of 0, please
input 0 in "# Score".

*Test sheets of autoscore tests already have grades entered.

The test evaluation sheet of for the Autoscore Test has
already been entered with the total score.

Enter scores for text box answers in the column titled “#
item 1, 2, 3,...". The total score is updated once you enter
points for each question.

If you have registered scores on the web, the test
evaluation sheet for Manual Score Test will have a string of
et in the unanswered "expected” cell.

4. Upload an Excel file with grades and complete registration of
grades.

You cannot upload grades of an autoscore test until you
click Close Test and Publish Correct Answers first.

I Publish grades

Autoscore tests
Once students submit their answers, their grades will be published.
Manual score tests

Grades are not published when they are registered using either the
web or Excel sheets. Grades are published in the following way:

1. Click the Grades tab and open Grades Administration page.
2. Click of the test you would like to publish.
Should you wish to send a reminder message, click Publish
and send reminder.
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Manage Tests page

Manage Grades (Excel)
testt

Publlish | Unpubish Published

Pericd 0971026 2030 ~
Respondents 1 members
Grades [

This test is currently accepling answers.

I Submission Stau B Manage Grades (Excel)

) Download Test Evaliation Sheet

%,| Downlcad | [View Quessions| O

Upiload grade data o register grades

| B | TP ILFERENTVET A || Upload

Download grade data to review
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Grades Administration
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Flease el the cate, check and regisier ihe grades by cicking on the Manage menu( O
.- Tt dremisieied on Publsh Ungsiish Published | peisiered Manage
1 |[Tont ) Weekty Quizd e ot oners | (&
3 repr— spatea | O
2 |[Assgrment | Refloction Urpuiished “::,'M L]
Het
3 |[Grade | Wesrkly Quirt [respre— mc‘,’m o
%, Export All Grades
Inchude stadents’ raing
Manual Score Test Grades page

18/48



2020/9/8

manaba manual

I Import / Export a test

Instructors may export a test and save it to own their computer.

You may replicate the test in another course by importing data you have exported.

I Export an autoscored / manual score test

Export tests one by one

Click [&3] of a test on Tests Administration page and select Export
(a).

The test will be downloaded as an MHT file.
Export all tests in a course

Click Export All Tests (b) at the bottom of the list and a zip file
containing all the existing tests will be downloaded.

I Export exercises

Export questions one by one

Click [&+| of an exercise and select Export (c) on Questions

Administration page. The questions will be downloaded as an MHT
file.

Export all exercises and questions in a course

Click Export All Exercises (d), and a zip file containing all the
existing exercises and their exercise questions will be
downloaded.

I Import a test or exercise

Click Import (e) on Tests Administration page and upload the test /
exercise data. There are three different kinds of data that you can
upload.

The sections to import are different:

+ Autoscore tests / manual score tests

+ Exercises and exercise questions

+ Exercise questions

Import an autoscore test and manual test

Use Import individually (Upload MHT files) under Autoscore
and Manual Score Tests Import if tests should be uploaded one
by one.

Use Import All (Upload ZIP files) below if tests should be
uploaded all together in a zip file.

Import an exercise and exercise questions

Use Import All (Upload ZIP files) under Exercise and Questions
Import if an exercise and its questions should be uploaded all
together in a zip file. Use Import individually (Upload MHT files)
under Questions Import if exercise questions should be uploaded
one by one.

Imported tests need to be published.
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Tests Administration View as - bnsf

Piease check e submilied answers and regisler grades by dicking on the Manage menu Gif) ( eJ

Ho. T prereg. Period Publish/ Unpublish  Subemitter Manage
1 X Chapter) Exercise - Unputisned 0 tams (-}

2 |[& Weskly Quiz 1 Jinstruction Design - |inprogress W Pubished 0 iterns (-]

€ Edt

3 | - W&clh’Ouu!]ms!muml)—L.b)-

Export Al Tests

e

v d kY -
( } Tests Administration page
Questions Administration
# Add Question Import | > Add Exercise
Adtor adding questions, you can add an exsecise in the Tests Administration page. You can give students @ random selection of the following
questions
* R is best to allot the same number of points for all questions so that they ace equivalent when selected randomly.
No. Tite Contained in Exercise Last Edited Total Score Wanage
# Exercise 1 2 Chapter 20130301 0622 [3 <
# Eworcise 2 2. Chapiar 20130301 02 guiinii
( C) & Export
Questions Administration page
Iimport
Import Tests

Impart tests from files on your computer
Autoscore and Manual Score Tests import
Impart indkidually (Upload MHT les)
[Choose Fila | Mo file chosen Import
Impont all (Upload 2P Ses)

[:Choose Fila | Mo file chesen Impant

EXEICiSes and Questions Mmpart
Import exercises and questions (Upload 2P tles)
Cheose Fila | Mo file chosen Import

Ouestions Impert

Impaort a question (Upload MHT fles)

Chaose File | Mo file chosen Import

» Back o List

Import Tests page
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