How to set up my course and exams to use the Testing Center services.

Adding your course to the list of courses using the Testing Center’s services is a two step process.

1. Add the course information
a. Go to Http://testing.las.iastate.edu/ and log in using your lowa State NetID.
b.
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Add Course <m— Courses
Logout Summer 2012
Dept Course Sections Assessments
Fall 2012
Dept Course Sections Assessments
Spring 2013
Dept Course Sections Assessments

Summer 2013

Dept Course Sections Assessments
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Click on the “Add Course” option


http://testing.las.iastate.edu/

Courses

Logout Cancel

Creator
MName

JESSICE

[5k]

Professar
First Mame

Jessica
Last Mame
Haht
Met-ID
jhaht
Example: netid@iastate.edu

Office Phone
515-294-4303
Example: B55-555-6555

Maobile Phone

Co-InstructorTA
First Mame

Last Mame
Met-ID
Office Phone

Mobile Phone

By default the person who logged into the site will be assigned as creator of the course record AND will
be entered as the Professor. Edit the fields as needed. Note that there are fields that can be used for a
co-instructor or for TA information. Continue to scroll down the page to enter additional information
about the course.



Course Infarmation
Department

Course

Example: 101

Sections

Example: A-C F,1-3,6

Est Mumber of Assessments

Example: 4

Est. Enrollment

Example: 60

Session
Summer 2012 -
Allow Off Campus

(]

Use the drop down menu to select the primary department listing, add the course number, and then
add the section or sections (if the course is cross listed you can enter additional department and
numbers in the course section). Enter the number of assessments the Testing Center will be asked to
proctor along with the estimated enrollment for the course. Select the appropriate session from the
drop down list. Check the “Allow Off Campus” box only if you have a distance education (XW,XE, etc)
section and you want the Testing Center to vet and manage off-campus proctors. (See off-campus
proctor information).



http://www.eol.iastate.edu/proctored-testing-guidelines-for-instructors/
http://www.eol.iastate.edu/proctored-testing-guidelines-for-instructors/

e. Below is an example of a completed course form. (Please note the reference to cross listed courses.)
— Co-Instructor/TA
First Mame
[Jess
Last Mame
[Haht
MNet-1D
[ihaht
Office Phone

hohile Phone

— Course Information

Department*
IA BE vl
Course*

If ':he ccln_lurse is cross listed
S oo |t the primary
|1« EEOB 301, MCDB 301 department then add the

. other departments in the
Example: 101 course field.
Sections™®
[, o

Example: A-CF,1-3,6

Est Number of Assessments™
[4
Example: 4

Est. Enrollment”
[73
Example: 60

Session™
[ Summer2013 > < B S o the drop down st re!
Allow O Summer 2012
Fall 2012
Spring 2013

Summer 2013

Bubmit |



f.  After you press submit you are taken to the View Course Screen.

View Course

Edit Course | Add Assessment | Copy to Future Semester

Contacts
| Creator Jessica Haht (jhaht@iastate.edu)
Professor Doug Bull (ddbull@iastate.edu)
Office - 515-294-7255
TA Jess Haht (jhaht@iastate.edu)

General Information

Session Summer 2013
Dept ABE
Course 301, EEOB 301, MCDB 301
‘Sections A, X0

Estimated Assessments 4

Estimated Enroliment 73

Allow Off Campus No

2. Addthe assessments: NOTE: Exams MUST be added a minimum of 24 hours prior to release.

View Course

Edit Course | Add Assessment | Copy to Future Semester | Delete

Select “Add Assessment” from the View Course Menu



Add Assessment - A B E 301

Canc=l

Mams

Example: Quiz 1

Relzas= Dats

Example: 31 Jul 2012 or 073172012

End Date

Example: 21 Jul 2012 or 0773172012

Systam
Blackboard -
Paszword

Pas=word Suggestions
e=rakE (e=-rak-EIEHT)
cheafE (cheaf-EIEHT)
jafegh (jaf-eg-SIH)

EetifS (fet-iE-FIVE)
Buhigd (Bu-hig-EOUB)
nabak? (mab-ak-TWO)

Ezt. Check ins
T3
Attempts
i

Special Conditions
[£] calculator, graphing
[ ealculator, simple
] calculator, windows
[ ockdown browser
[F] open book
[ open notes
[#] scratch paper (testing center provided)

[£] translation site {language, international students)
Other Specisl Conditions

Comments




Fill in the fields as indicated. The range of dates will typically be a 3 - 5 days excluding weekends. For
online exams you may choose a password of your own or select one of the passwords suggested. Note:
the password you enter in this form MUST be the same password that is used in Blackboard or the
proprietary software used. Since the dates of exams change each semester and since passwords should
be changed for each exam and each semester offered these fields do not carry over for subsequent
additions of exams. The other fields will carry over for subsequent assessments. Repeat the “Add
Assessment” for each exam you intend to the Testing Center to proctor.

3. Copy to Future Semester option

View Course

Edit Course | Add Assessment | Copy to Future Semester

Contacts

Creator Jessica Haht (jhaht@iastate. edu)

Professor Doug Bull (ddbull@iastate. edu)
Office - 515-294-7255

TA Jess Haht (jhaht@iastate.edu)

General Information

Session Summer 2013

Dept ABE

Course am

Sections A, EEOB 301, MCDB 301

Estimated Assessments -

Estimated Enrollment 73

Allow OFff Campus Mo

Assessments

Start Date End Date Hame Check-Ins
08 Jun 2013 (Sun) 20 Jun 2013 (Thu) Test1 0/73

You can use the “Copy to Future Semester” menu option to quickly add your course to future semesters.
Just click on the link and edit the fields if necessary. BE SURE to select the new semester that this
course will be offered from the drop down list. Exam information cannot be carried over since the exam
dates and passwords need to be changed for the new semester and therefore will need to be entered
for the new semester but after you enter the first instance of the exam it will act as a pseudo template
for additional exams.

Written Exams — If your course has a distance education section (XW, XE,..etc) the Testing Center has limited
space that can be used by students enrolled in one of those sections to take written exams. Your exam has to be



saved as a .pdf file AND the first page of the exam should contain all the exam instructions. Following the
instructions above, add the course information and then add the assessments. -However, when selecting the
system use the drop down menu to select the “Written Exam” option.

|Test1
Examnple: Quiz 1

Release Date*

[09 Jun 2013
Example: 31 Jul 2012 or 0713172012

End Date*

[20 Jun 2013
Example: 31 Jul 2012 or 0713172012

Systermn™*
Whritten Exam (sections X# only) j
Upload PDF

| Browse.. |
Est. Check ins* \

Use this to browse you computer for

|?3 the written exam to be uploaded for
. proctors to access when they
Atternpts administer the exam.

[1

s DI Ry T |

Use the browse button to open a navigation screen that will allow you to select the written exam to be
uploaded. Even though you have added the instructions as the first page of the pdf it is a good idea to add the
exam instructions/conditions in the fields provided in the “Add Assessment” screen.

Make up exams: View Assessment screen

When an exam’s end date has been reached proctors no longer have direct access to passwords nor, in the case
of written exams, have access to the download feature. This is to prevent proctors from administering late
exams without instructor approval. Faculty can communicate the need for and approval of a make-up exam by
using the “Create Make-up” menu item found on the View Assessment page. This option allows you to change
the end date of the exam and other items if you choose. You will also be asked to provide the netID’s of the
students for whom permission has been granted to take the make-up exam.



