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Module 4: Reverting to the Original Publisher Version of a Question



Cognero Overview

Cognero is a full-featured, online assessment system that allows publishers to provide content and
enables instructors to create and assign tests, deliver them through a secure online test center, and
perform detailed reporting. This training is designed to get you up and running with the components of

Cognero’s test generator.

System Requirements

Cognero is a completely web-based application which requires the following:

a high-speed internet connection
a modern web browser (see below)

Windows

e Google Chrome 21+

Mozilla Firefox 17+

Microsoft Internet Explorer 9+

Macintosh

e Apple Safari 5.1+
Google Chrome 21+

Mozilla Firefox 17+

Cognero Basic Terminology

known as a preface.

Cognero Overview

In Cognero, all content related to a particular textbook is referred to as a product.
A product is comprised of multiple question sets and/or tests.
Each question set or test is comprised of multiple questions.

Multiple questions can be linked to a single table, chart, picture, or passage. This shared item is
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The Cognero test generator window is organized into three parts:

m ® Hello Keith Vanden Eynden | My Profile | Help | Log Out

Test Generator Section: | Test Generalor ~
Question Sets < | Options = | | chapter 1: Introduction (English) [x]
] My Question Sets File  Edit Set Question Number of questions: 195
ly
@i Chapter 1: Introduction F DO BN BEB| VRSB View: | 10 questions [¥] Goto: Questions 1-10 [w]
@ Cognero Self-Assessment = :
@ Decimals P, 3. The measure of the earth's gravitational pull on matter is: o
@ Matching a Mass b. Weight
@ Mumeric Questions c. Atomic weight  d.Band €
i Pant 1: The Sacred Earth (Imported) e. All of the above
- EQQ‘EXE'"MES 4. A testable statement or prediction is a:
B il
Hypothesis
) Shared Gontent : T:’“ e
) Algebra 1 eory
) American Literaturs e- Scientific law
{0 Astronomy 5. Weight measures the
2. Amount of mater in an object
b. Effect of the gravitational pull on matter
c. State of the matter 3
6. Which of the following are part of the sciemtific method?
a Hypothesis
Tests < | Options = b. Theory
1 My Tests - c. Experimentation
e 7] Build Options d. Voting
&- [5] Chapter 1 Quiz
: 8 Chaz‘y Tem 7. In an experiment, a standard for comparison is a
& [ Decimal = 2 Centrl ‘
& [ Decimels 2 b. Independent variable
4 ) Decimals 3 c. Dependeat variable
Gc] 29'"” What is the effect of caffeinated beverages on heart rate?
E 8 FSSE‘” Participant Beverage [Heart Rate
ractions z
T one [70 bpm
- [ Matching - — - him
B [3] Mathematics 5 Sole 56 bpm
- (5] Myths Test 0 Coffee 5 bpm
&~ (21 Number Question - -

¢ Question Sets Pane: The Question Sets pane displays your question sets in a folder structure.

Question sets are typically organized by textbook chapters or units.

e Tests Pane: The Tests pane displays your tests in a folder structure.

e Editor Pane: Drag a question set or test to the editor pane on the right to make changes to it. You
can edit existing questions, add or delete questions, change formatting, and print from the editor

pane.

Question Sets Versus Tests

Cognero content may be stored as question sets or tests. Question sets and tests are similarly organized
and may be edited interchangeably. Publishers provide content as question sets, which are often
organized by textbook chapter or topic area. You can use the questions in these question sets to build
tests for your students. You can also create your own question sets and questions.There is no limit to the

number of questions that may be stored in a question set or used in a test.

Editing a Question Set

You can browse and edit a question set. You can open an existing question set for editing in the
ways.

following

¢ Right-click a question set and choose the Open Question Set option from the menu that appears.

e Click a question set and then choose Open Question Set from the Options menu.

e Drag the question set you wish to open from the Question Sets pane to the editor pane.

Caution: If you have a question set or test open in the editor pane and drag-and-drop
another set or test to that pane, you will be asked if you want to open the set or test
for editing or if you want to include the questions in the open item. If you include the
guestions in an open set or test, you cannot undo that action.
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Navigation and View Settings

When viewing a question set or test, you can choose how many questions to view per page in your
browser. Viewing fewer questions per page helps each page load more quickly in your browser and
requires you to scroll less. The view settings do not have any impact on pagination for printed tests.

To change the view settings:

1. Use the View drop-down list to select how many questions to display on your browser page.

2. Use the Go to drop-down list to navigate to a particular range of question numbers.

Chapter Set 1 (x|

File Edit Set  Question Number of questions: 195

g | ¥y 0| & |3 E B View: | All questions [+ | Goto:| Questions 1-1] +

¢ You can change the default view settings in your profile.

User Profile X
Information ” Options ” Styles |
General
Default start location: '_7851 Generator ¥
¥ Automatically load editor in background

Question Paging
|7Deiau\t numoer of questions to display at once: |50 |

Assignes Name Format

Assignee name format: | Firsiname Lastname v | |

Help OK ] |

Cancel |

Editing a Question
Use the following steps to edit an existing question.

1. Select the question set or test and select Open from the Options menu.

2. Click the question you want to edit.

3. Click the pencil icon that appears to the left of the question, and choose the Edit option. You can
also double-click a question to open it.

Cognero Overview © 2018 Madeira Station, LLC 3



Question Sets <% QOpfions ~ Chapter 1: Language and Tools of Algebra
& 7] My Question Sets File Edit Set Question
7] 8hared Content % D0 BN BB Ve B
= 7] Algebra 1
£+ ] Unit 1: Foundations for Functions Wiite an algebraic expression for each verbal expression.
fi@ Chapter 1- Language and Tools of Algebra _;lthcmrEthanan“mbEr 777777777777777777777777777777777777777777777777777
i - i Chapter 2: Solving Linear Equations 7 | Edt
-- (] Unit 2: Linear Functions &3 Delete
2] Unit 3- Polynomials and Monlinear Functions [ Dupiicate
- ] Unit 4: Advanced Expressions and Data Analysis :
4 7] Algebra 2 § ANSWER: a
B g7l American Literature
& 7] American Literature (A Survey) 2. Seven less the product of four and a number x
- ] Astronomy a 7-4x
[ 7] Chemistry b7-4-x
& 71 Cognero Sample Content c7-(4+x%)
& -] Economics 4 4x-7

4. Edit the question, answer, and question information as desired. When you are finished, click the
OK button.

Saving Tests or Question Sets

Because tests and question sets are automatically saved in real time, you don’t need a save button. When
you click OK while editing a question, the question is saved to the database. If a sudden network outage
or power outage occurs, simply log in to Cognero again and the test or question set will be just as you left
it.

Question Types

Cognero offers the following question types:

e True/False: Question with an answer of either true or false.

e Modified True/False: Question with an answer of either true or false. If the answer is false,
students must also provide a word or phrase to make the statement true.

* Yes/No: Question with an answer of either yes or no.

¢ Multiple Choice: Students choose one correct answer from the choices provided.

¢ Multiple Response: Students choose one or more correct answers from the choices provided.

¢ Numeric Response: Question with a numeric answer.

e Completion: Question with a one-word or short phrase answer.

e Multi-blank: A completion question with multiple blanks.

e Matching: Students match questions to appropriate answer choices.

¢ Objective Short Answer: Question with a text answer that can be automatically graded.

¢ Subjective Short Answer: Question with a text answer that cannot be automatically graded.

¢ Multi-Mode: Question that can toggle between multiple choice, objective short answer, and
subjective short answer. Toggling questions enables you to quickly and easily change the difficulty
level of a test.

e Ordering: Students must put answer choices in the correct series.

¢ Opinion Scale/Likert: Students rate their agreement with a statement.

¢ Interactive (HTML5): Question that allows for rich internet content in HTML5.

e Essay: Question with an answer in paragraph form. Rubrics can be associated with essay
questions

Cognero Overview © 2018 Madeira Station, LLC 4



Online Help

In addition to this guide, Cognero provides context sensitive help is available throughout the system.
When you click the Help button, you will receive help specific to the task you’re performing. Think of the

help as your online user guide.

@ Test Generator Help

® Getting Started

® Working with Question Sets and
Tests

® Working with Individual Questions

Multiple Choice

A multiple choice question is a question for which students must identify the one correct
answer from the list of choices provided

To create/edit a multiple choice question:

1. Edit an existing multiple choice guestion or click the New Question button ] and

choose to create a multiple choice question.

2. Enter a question Title or paste the stem of the question after writing the question

content.

3. Enter the question content in the word processor window.

Cognero Overview © 2018 Madeira Station, LLC 5



Unit 1: Creating Tests

In general, tests are sub-sets of questions from one or more question sets and are given to students. Once
you create a test, it can be assigned to students online, or it can be printed and distributed. This unit
deals with creating tests and printing them. Administering online tests is covered in the Classes and
Assignments training.

After completing this unit, you will be able to:

e Create and open tests

¢ Select questions multiple questions and add them to a new or existing test
¢ Add questions to a test based on the question type

e Add questions to a test based on question information

e Print atest

Cognero makes it easy for you to create a new test. When creating a test using the test wizard, you can
select questions in the following ways:

e Choose random questions by type from existing questions sets or tests.

e Choose questions from existing questions sets or tests based on meta-information such as
learning objectives, difficult level, standards, etc.

e Create a blank test and select individual questions to create the test.

We’ll look at each of these options in turn.

Note: Regardless of how you initially create the test, you can always add other questions
later, whether they match the original criteria or not.

Module 1: Selecting Multiple Questions

You can select multiple questions in the editor pane and the Question Sets and Tests panes. After
selecting multiple questions you can:

¢ Create a new set or test from the selected questions (instructors only)
e Add the selected questions to an existing set or test

You can select multiple question is the editor pane and the Question Sets and Tests panes.

Working with Multiple Questions in the Editor Pane
One way to work with multiple questions is to open a question set or test in the editor pane.

Adding Multiple Questions to a New Test or Set (Instructors Only)
Instructors can add multiple questions from a set or test open in the editor pane.

1. Open atest or question set by dragging it to the editor pane.

2. Select All questions from the View drop-down list

Note: If you don't select All questions, you will only be able to select questions from the
current page.

Creating Tests ©2018 Madeira Station, LLC 6



8.

9.

Click ¥ or choose Enable Multi-Select from the Set or Test menu. Check boxes appear next to
the questions.

Caution: All other functions are disabled when you are in multi-select mode.

Select the check boxes next to the questions you want to use.

Choose Create New Set or Test From Selection from the Set or Test menu. The Create New Set or
Test From Selection dialog opens.

Create New Test or Set From Selection X

i To create a new test or question set, enter the title and select the folder location where you want it to
be stored. Selecting a question set folder will create a new question set, while selecting a test folder
will create a new test.
Title:
Folder location: & ¢ All Question Sets
- 1 All Tests
| Help | OK | | Cancel |

Enter a Title for the new set or test.
Click to select a location for the set or test.
¢ To create a new set from the selection, select a folder from the All Question Sets tree.

¢ To create a new test from the selection, select a folder from the All Tests tree.

Caution: Where you save the new item determines whether it is a question set or test.

Click the OK. The target set or test opens so you can edit it.

Enter a Title for the new set or test.Click to select a location for the set or test.

10. Click the OK.

Adding Multiple Questions to an Existing Test or Set

You can add multiple questions from a set or test that is open in the editor pane to another existing set or

test.

1.

Open a test or question set by dragging it to the editor pane.

Creating Tests ©2018 Madeira Station, LLC 7



2. Select All questions from the View drop-down list

Note: If you don't select All questions, you will only be able to select questions from the
current page.

3. Click ¥ or choose Enable Multi-Select from the Set or Test menu. Check boxes appear next to
the questions.

Caution: All other functions are disabled when you are in multi-select mode.

4. Select the check boxes next to the questions you want to use.

5. Click  or choose Add to Existing Set or Test from the Set or Test menu. The Add to Existing Set
or Test dialog opens.

| Add Questions to Existing Question Set/Test x
i Select the test or question set to which you would like to add the
\)) selected questions.
& All Question Sets
- All Tests
Help | | OK i | Cancel

6. Click to select a set or test from the tree.
7. Click the OK. The target set or test opens so you can edit it.

Selecting Multiple Questions in the Question Sets or Tests Pane

In addition to selecting multiple questions in the editor pane, you can also select multiple questions in the
Question Sets and Tests panes.

Note: When selecting multiple items in the question sets or tests trees, you can only
select multiple questions from a single set or test.

To select multiple questions in the Question Sets or Tests panes:

1. Inthe Question Sets or Tests pane, choose a set or test from which you want to select questions.

2. Right-click the set or test and choose Enable Multi-select for This Set/Test or choose Enable
Multi-select for This Set/Test from the Options menu. Check boxes appear next to the questions.

Creating Tests ©2018 Madeira Station, LLC 8



Question Sets <% | Options 7
[ fgd Chapter 3 -
E‘ @@ Chapter 4

El iga Chapter 5

- 7 Matter

Substance

Weight

Hypothesis

Weight and Mass

Scientific Method

Copy of Control

Experiment Control

Mass Modified

Weight Completion

Weight Short Answer

Sodium Symbol

Chemical Symbols -

Note: When using multi-select in the Question Sets and Tests trees, you can only select
multiple questions from a single set or test.

3. Select the check boxes next to the questions you want to use.
4. Right-click the set or test again.

5. Choose one of the multi-selection options from the shortcut menu to perform an action on the
selected questions.

Module 2: Selecting Questions by Type

We'll begin by looking at how to build a test by selecting specific types of questions. For example, you
might want to build a chapter test that contains 20 multiple choice questions and two essays.

To build a test based on one or more question types:

1. Click the Create a new test link in the editor pane or select New Test from the Options drop-down
menu in the Tests pane.

Creating Tests ©2018 Madeira Station, LLC 9



New Test Wizard X

i To create a new test, enter the test title and select the folder location where you want the new test stored. Choose a build
‘-q-) option to determine how you want the New Test Wizard to select questions for your test.

Click the Next button to continue. Once the test has been created, you will be able to add, remove, and modify questions in the

test.
Test title: H |
Folder location: | Jj My Tests -
- lJ Build Options |E
=) Chapter 1 Quiz
=) Chapter 1 Test
[i&] Decimal
! L[] Decimals 2 =
Folder name: MNew Folder
Build Options:

@ Build a test with questions randomly selected by question type from existing question sets and/or tests.

Build a test with questions randomly selected by specific question information (such as state standards or difficulty level) from existing
- qguestion sets and/or tests.

(") Build an empty test.

Bk [ Teas

2. Enter a Test Title.

3. Click to select a location for the test from the Folder location list. You can choose an existing
folder or create a new one by clicking the New Folder button.

4. Choose the Build a test with questions selected by question type option from the Build Options
group and click the Next button.

5. Click the check boxes next to the question sets/tests from which you would like questions to be
selected, and then click Next. Depending on how many question sets/tests you choose, it may
take a while to populate the list.

New Test Wizard X

3 Expand the appropriate folder(s) from the Available Question Sets and Tests below. Select question sets and/or tests by placing
\-\f) a check next to each desired item.

Click the Next button to continue.

Available Question Sets and Tests:
=t JJ All Question Sets -
- [ ¢7] My Question Sets
- [[] @ Chapter 1: Introduction
- [] g Cognero Self-Assessment
[] i Decimals
- [] @ Matching
- [[] g Mumeric Questions
[[] & Part 1: The Sacred Earth (Imported)
- [] @ RIA Examples e
- [] g Trial
#- [[] ¢7] Shared Content
#- [[] 7 Algebra 1
#- [[] 2] American Literature
#- [[] ¢ Astronomy
& g~ All Tests
E- [ 71 My Tests
[[] ¢ Build Options

[ 8 Chantar 1O

i

e[

o>

6. If necessary, select one or more question languages and click the Next button.
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New Test Wizard X

Select one or more languages from the list. This determines which question language versions will be available for use on the
test.

Click the Next button to continue.

Languages: [] English
[] Spanish
<Back J[ Nedt> | [ Cancel

7. Select the number of questions to include on the test based on the question type and click the

Creating Tests

Next button.

Note: The wizard allows for a maximum of 300 questions on a test.

New Test Wizard X

\") Select how many questions of each type to include on the test. You may set a number in the "Automatically select' field and
click the Select button to have the New Test Wizard automatically select a distribution of question types for you.
Click the Next button to continue.
Automatically select: |10 < questions Select
Question Type Number Available Number Selected
Completon ' N &
- | —
T / False 2| I:l -
Multi-Mode 2| I:I
[ — 4 [ d
Humeric Resoon: | ol [ o=
Total 25| [
< Back ] [ Next > ] [ Cancel ]

8. Review the information on the summary screen. Click the Finish button to build your test and

open it in the editor pane, or click the Back button to change your selections.

©2018 Madeira Station, LLC



New Test Wizard X

i’ Below is a y of the setti 1 d for the creation of the new test.

If you wish to change any of the settings, click the Back button.

Click the Finish button to accept the settings and create the test. You will be able to use the features of the test generator to add
new q i editq i remove q i and modify the test layout.

Test title: Test
Folder location: My Tests

Matching 10
Total | 10
[ = Back ] [ Finish ] [ Cancel

Module 3: Selecting Questions by Question Information

In addition to selecting questions by type, you can also build your test based on meta-information. This is
helpful if you want to create a test for a specific topic or for a set of learning objectives or standards. Refer
to the chart below for the meta-information you can use to select questions for a test.

Sort Tests Reports

Points X

Rubric X
Rationale X

[T R PR .

Reference X X X
Learning Objectives X X X
Accreditation Standards X X
National standards X X
State standards X X
Local standards X X
Corporate standards X X

Notes

Other

Creating Tests ©2018 Madeira Station, LLC 12



To create a new test based on meta-information:

1. Click the Create a new test link in the editor pane or select New Test from the Options drop-down
menu in the Tests pane.

2. Enter a Test Title.

3. Click to select a location for the test from the Folder location list. You can choose an existing
folder or create a new one by clicking the New Folder button.

4. Choose the Build a test with questions selected by specific question information option from
the Build Options group and click Next.

5. Click the check boxes next to the question sets/tests from which you would like questions to be
selected and then click the Next button. Depending on how many question sets/tests you choose,
it may take a while to populate the list.

6. If necessary, select one or more question languages and click Next.

7. Select the meta-information you want to use from the Question info list.

New Test Wizard X

Select a question information field to display question counts. You may optionally select a question type to narrow your choices.
Click an Edit link to change the ber of i I d

Click the Next button to continue.

Question info: | Difficulty El

Question type: | All Question Types El

Easy 4 0 Edit
Hard 2 o Edit
Medium 1 0 Edit

Total questions on test (300 max): 0
N >

8. Optionally, select a Question type.

9. Click Edit to select the number of questions for each meta-information option and click the Next
button.

10. Review the information on the summary screen. Click the Finish button to build your test and
open it in the editor pane, or click the Back button to change your selections.
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Module 4: Building an Empty Test

To build an empty test simply select Build an empty test in the New Test Wizard and click Finish. The new
test is added to the Tests pane and opens in the editor pane, allowing you to drag and drop questions
from other question sets or tests into the open test.

New Test Wizard x

i To create a new test, enter the test title and select the folder location where you want the new test stored. Choose a build
"\f) option to determine how you want the New Test Wizard to select questions for your test.

Click the Next button to continue. Once the test has been created, you will be able to add, remove, and modify questions in the
test.

Test title: Test

Folder location: | q “] My Tests
[ ) Build Options
! Chapter 1 Quiz

m

__" Chapter 1 Test

3] Decimal

=] Decimals 2 o
Folder name: New Folder

Build Options:

7 Build a test with questions randomly selected by question type from existing question sets and/or tests.

_. Build a test with questions randomly selected by specific question information (such as state standards or difficulty level) from existing
- guestion sets and/or tests.

@ Build an empty test.

< Back Finish ] [ Cancal

Module 5: Adding Questions to an Existing Test
With Cognero’s drag-and-drop interface, there are many ways to add questions to a test.

Dragging Questions from the Question Sets Pane

If you have a test open in the editor pane, you can drag questions from the Question Sets pane or the
Tests pane into the open test. This method allows you to view your test as you build it.

To add test questions from the Question Sets panes:

1. Open your test in the editor pane.

2. Drag a question from the Question Sets pane to the editor pane to add it to the test. Alternately,
you can right-click a question in the Question Sets pane and choose the Add to Current menu
option.

Note: Hold down the Control key while dragging to prevent the editor pane from scrolling
while you drag and drop.

Creating Tests ©2018 Madeira Station, LLC 14



)
E Test Generator

Question Sets <% | QOptions ~ Chapter 1 Test

- ] Algebra 1 ~ || File Edit Test Question

- 7] Algebra 2 |;| I = o .

[+ 7] American Literature ElE® bikal O 28 BEDB VYL

B ¢ American Literature (A Survey) Indicate the answer choice that best completes the statement or answers the guestion.

- ] Chemistry

- (i Chapter 1 - Substances, Mixtures, and Compounds
@ Which of the following is not one of the common states of matter'
@ Which of the following is one of the classes of pure substances?. b. plasma

1. Which of the following is not one of the common states of matter?
a solid

i~ @ Which is not a mixture?... c. liqmd
@ Most samples of matter occur in n d. gas
i~ @ Separating a mixture of iron and sulfur can b
: ANSWER: b
< | 1
=
Tests < | Options ¥ \

- 7] My Tests

- {7| Shared Content
- ] Astronomy

= ] Chemistry

[E Chapter 1 Test

Dragging Questions from the Editor Pane

You can also drag questions from the question set you are viewing in the editor pane. This method allows
you to see the full text of your questions before adding them to your test.

To add test questions from the editor pane:
1. Open a question set in the editor pane.

2. Drag a question from the editor pane to a test in the Tests pane to add it to the test.

Note: Hold down the Control key while dragging to prevent the right pane from scrolling
while you drag and drop.

Cognero’
Test Generator

Question Sets <% | QOptions ~ Chapter 1 - Living in a World of Chemistry

- ] My Question Sets File Edit Set Question

- {7| Shared Content GO0 B BET VYR

- ] Algebra 1 i o . )

B~ ] Algebra 2 1. Which activity comes first in the scientific method?

(- 7] American Literature a. conclusion

- 7] American Literature (A Survey) b. hypothesis

- 7] Astronomy c. experimentation

(- ¢ Chemistry d. observation

- 7] Cognero Sample Content

- ] Economics ANSWER: d

- 7] Survey of Literature e . B PE— L
' /s 2 Which is considered a physical science?
: a physics

EED < || options = | |} b. biology

& ¢ My Tests -l"'-: c. zoology

7] Shared Content d. botany
- 2] Chemistry ANSWER- a
i B [0 Chapter 1 Test e L
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Searching for Questions

To help you find the right questions to add, you can filter questions in the question sets or tests pane. You
may wish to add questions to your test based on question meta-information, such as state standards or
keywords. With Cognero’s powerful search tools, you can filter questions based on meta-data to find the
exact questions you need.

To add test questions using filters:

1. Open your test in the editor pane.

2. Click the button " in the Question Sets or Tests pane.

3. Enter your search text in the Find what field.

Basic ‘;-;deanced .

-1 Search for questions by entering text in the "Find what" field. Select the "Search only question titles, objectives, and
: standards” checkbox to limit the search.

Click the Advanced tab to refine your search even more.

Find what: I

Search only question titles, objectives, and standards

ok ) [ ama ]

4. (Optional) Select the Search only question titles, objectives, and standards check box to limit the
search fields.

5. (Optional) Refine your search further by creating a filter. For example, suppose you only want
multiple choice questions with the state standard QCC 5. Click the Advanced tab. Choose
Regional std ID as the filter criteria, choose is as the operation, and enter QCC 5 as the filter
value.
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Basic | Advanced |

(el

\}) Search for content based on selected filter criteria.

Create a new filter criteria by clicking the "Add Filter” link on the table below and making selections on your new filter
criteria. Click the OK button when you are finished to apply all of the filter criteria, or click the Cancel button to discard your

selections.

Filter Criteria

Publisher provided
Foldertitle

Test/ settitle

Unused questions
Question type

Custom ID

Question title

Question has media
Question has preface
Question has variables
Electronic only questions
Topic

Rationale

Notes

Reference

Difficulty

Learming objective ID

Leaming objective description
Accrediting standard ID

=)

Operation Filter Value

Add Filier

Delste

rs

m

() Match all conditions @ Match any conditions

[ ok

J |

Cancel

]

6. Click OK. Now only questions that match your search criteria are displayed in the question sets or

tests

pane.

Note: If the question set or test is not already expanded, click the + next to the set or test
to expand it and view the questions.

7. Drag questions from the left panes to the editor pane to add them to the test.

8. To turn filters off and display all questions, simply click the " button again.

Module 6: Searching for Questions

To help you find the right questions to add, you can filter questions in the Question Sets or Tests pane.

You may wish to add questions to a set or test based on question information, such as learning objective,
topic, state standards, or keywords. With Cognero’s powerful search tools, you can filter questions based
on question data to find the exact questions you need.

To add test questions using filters:

1. Open your test in the editor pane.

2. Click the button " in the Question Sets or Tests pane.

3. Enter your search text in the Find what field.

Creating Tests
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Basic | Advanced |

1 Search for questions by entering text in the "Find what” field. Select the "Search only question titles, objectives, and
standards” checkbox to limit the search.

Click the Advanced tab to refine your search even more.

Find what: |

Search only question titles, objectives, and standards

o) )

4. (Optional) Select the Search only question titles, objectives, and standards check box to limit the
search fields.

5. (Optional) Refine your search further by creating a filter. For example, suppose you only want
multiple choice questions with the state standard QCC 5. Click the Advanced tab. Choose
Regional std ID as the filter criteria, choose is as the operation, and enter QCC 5 as the filter
value.

Basic | Advanced

i ) Search for content based on selected filter criteria.

Create a new filter criteria by clicking the "Add Filter” link on the table below and making selections on your new filter
criteria. Click the OK button when you are finished to apply all of the filter criteria, or click the Cancel button to discard your
selections.

Dperation Add Filter

£ : | || | | Dalete
| -
Publisher provided
Folder title
| Test/ settitle
' Unused questions
| Question type
Custom ID =
| Question title
| Question has media
| Question has preface
| Question has variables
' Electronic only questions P e
| Topic () Match all conditions '@/ Match any conditions
Rationale
MNotes
Reference
— Difficulty
Learning objective ID

Learning objective description
C Accrediting standard ID - [ OK ] [ Cancel ]

6. Click OK. Now only questions that match your search criteria are displayed in the question sets or
tests pane.

Note: If the question set or test is not already expanded, click the + next to the set or test
to expand it and view the questions.
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7. Drag questions within the panes, between the panes or to an item open in the editor pane.

Note: You can also right-click a filtered set or test and select Add to Current to add filtered
list of questions to the set or test currently open in the editor pane.

8. To turn filters off and display all questions, simply click the " button again.

Module 7: Previewing Questions
There are several ways to preview questions:

e Preview question text
e Preview question information
e Preview the question as it will appear in an online test

Quick Preview
You can now easily preview a question by hovering over the question title in either the Question Sets or
Tests panes.

To preview the details of a question:
1. Click + to expand the question set or test.

2. Use your mouse to point to the question you want to preview. The question displays in a pop-up
window.
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COgnEro’
Test Generator

Question Sets <% | Options +

= T 7 =) =

™ 7
.. @ Graph the solution region to the system of inequalities on the coordinate plane

- @ Maria surveyed LT e o (Multiple choice)
-~ @ Graph the circle with e
.. @ The number line shows
- @ The Venn diagram sho
.. @ dynamic bar graph with
= @ Sample Graphs - Static

.. @ What decimal is repres
. @ The test scores for the
.. @ Solve the system of e
- i@ What fraction of the m
.. i Find the slope of the lil T /
. @ The globe in Mr. Andre Bl gl i iNT AT 1 é'
. @ A shipping company cl 2T Ei
- i@ Graph the raticnal func ]
.. @ Graph the cardioid 5 +
- @ Which of the following ]
.. i@ Add the integers: 4 + ( By
.. @ Solve the compound ir
- @ A quality assurance er . d.
- @ Graph the sclution regi
. i@ Graph the parabola y = =84
. i@ Maria surveyed 190 st il
- @ Graph the circle with e
.. @ New Question J
.. @ The Venn diagram sho Ea

Tests gl - 21
E- {2 My Tests ++ E8 i i+

Detailed Preview

Graph the parabola y = 0.25(x Ay

o1 b

You can also access a detailed preview that includes question metadata as well as the preface associated
with the question, if applicable.

1. Click + to expand the question set or test.
2. Click to select the question you want to preview.

3. Right-click the question and choose Preview Question, or choose Preview Question from the
Options drop-down menu. The Question Preview dialog opens.
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Preview Question: Refer to Figure 16-2. Which of the following repres...

Question Type: Multiple Choice

Question/Answer | Info ][ Preface |

Point Value: 1

a.BJ

b. GH

c. LM

d. There 15 no excess capacity.

ANSWER: ¢

Refer to Figure 16-2. Which of the following represents the excess capacity of this firm?

Help

——

4. Click the Info tab to view the question information.

Preview Question: Refer to Figure 16-2. Which of the following repres...

Questicn Type: Multiple Choice Point Value: 1
Question/Answer |m| Preface |
DIFFICULTY: Difficutly: Moderate
LEARNING OBJECTIVES: Cognero 77740D780D784316A1BTAB4E - LO: 16-2
COMMON CORE STANDARDS: L.7.1a - Explam the function of phrases and clauses 1n general and
their function m specific sentences.
NATIONAL STANDARDS: BUSPROG: Analytic
TOPICS: Excess capacity
OTHER: Analytical
HAS VARIABLES: False
DATE CREATED: 6/5/2014 4:01 PM
DATE MODIFIED: 6/5/2014 4:01 PM

5. If the question is associated with a preface, click the Preface tab to view it.

Creating Tests
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Preview Question: Refer to Figure 16-2. Which of the following repres...

CQuestion Type: Multiple Choice Point Value: 1

_Question/Answer | Info | Preface |

Preface Name: 16-2

Figure 16-2

a5 4
a0 -
85
30
75
70
65
604
55
50
45+
40
35
30~
254
20+

Frice

b D

MC
ATC
F/
\

Help | ' oK |

6. Click OK when you are finished previewing the question.

Note: You can use the same question in multiple sets and tests. In the individual contain-
ers (sets/tests), you can scramble the choices and even reduce the number of choices dis-
played.

e If the choices in a question have been scrambled in a question set or test, the
preview will show the unscrambled version of the question.

¢ If the number of choices for a question was reduced in a question set or test using
the Adjust Choices / Columns option, all the choices will be displayed in the
preview.

Module 8: Organizing Questions in a Test
Once you have questions in your test, Cognero provides several different ways to arrange them, including:

e Dragging and dropping questions
e Scrambling Questions
¢ Organizing questions by question type
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e Sorting questions by meta-information

Caution: When switching between different organization methods, the questions will
always return to the order that they were added to the test.

For example, suppose that you create a five-question test. You re-arrange the
guestions so that question 2 is now question 1. Next, you decide to organize the
guestions by question type. Later, you change your mind and turn off Organize by
Question type. The questions will return to the original order and the question that
you moved will again be question 2.

Scrambling Questions

The Scramble option enables you to quickly create a new version of your test or question set by
scrambling the question order and the answer choice order for multiple-choice, multi-mode, and
multiple-response questions.

To scramble a test or question set:

1. Open the test or question set you want to scramble.

2. Click the button fu or choose Scramble from the Test or Set menu.

Notes:

¢ |f the Organize by Question Type option is enabled, the question order will be scrambled within
each question type group. If this option is not enabled, the question order will be randomized
with no regard to question type.

e Answer choices for multiple-choice, multi-mode, and multiple-response questions will be
scrambled according to the scramble capable setting for each individual question.

¢ Alternately, you may choose from a variety of scramble options when you print your test.

¢ To undo scrambling for a set or test, use the Reset Question Set or Reset Test option. To undo
answer choice scrambling for an individual question, use the Reset Question option.

Organizing Questions by Type

When the Organize by Question Type option is enabled, questions are displayed in groups based on
question type such as true/false and multiple choice. If this option is disabled, questions may be mixed (a
true/false question followed by a multiple-choice question followed by another true/false question).

To toggle the Organize by Question Type setting:

1. Open atest or question set by dragging it to the editor pane.

2. Click the button ® or select Organize by Question Type from the Test or Set menu.
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Notes:

When questions are organized by type, dragging and dropping to reorder questions is limited to
within each question type group.

When questions are organized by type, the scramble option will scramble the question order
within each question type group.

When questions are organized by type, a single preface will appear more than once on the test or
question set if questions of different types are attached to that preface.

Sorting Questions

Use the Sort function to sort your questions based on meta-information such as difficulty level or topic.

To sort questions:

1.

2.

Notes:

Open a test or question set by dragging it to the editor pane.
Choose the Sort option from the Test or Set menu.

Use the Sort by drop-down menu to select the meta-information field upon which you want to
sort. For example, you may want to sort your test by Difficulty, putting the easiest questions at
the beginning of the test and the most difficult questions at the end.

A list of values for the selected meta-information field appears. Drag and drop the values in the
order you want your test questions to appear. For example, you could drag the Easy difficulty to
the top, Medium to the middle, and Hard to the bottom to sort your test questions by difficulty
from easiest to most difficult.

Sort Questions x

Choose the category by which to sort. You may drag and drop items in the
list to determine the sort order.

Click the OK button to apply the sort order to the questions.
Sort by: Difficulty E|

Easy
Moderate

Medium

o ) oo

Click the OK button. Your test questions will now appear in your chosen order based on the meta-
information.

The Sort function is not available if the Organize by Question Type option is enabled.
The Sort function is not available if your questions do not contain any meta-information.
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Module 9: Using Multi-mode and Algorithmic Questions

Multi-mode Questions

A multi-mode question is a question that can be displayed on a test either as a multiple-choice question,
an objective short answer question, or a subjective short answer question. Multi-mode questions can
easily be toggled between their three modes, allowing you to increase or decrease the difficulty level of a
test with a single click of the mouse.

To toggle multi-mode questions between their three modes on a test:

1. Totoggle a single multi-mode question, highlight the question you wish to toggle and choose
Toggle Multi-Mode from the Question menu.

2. To toggle all multi-mode questions on a test, click the Toggle All Multi-Mode Questions button or
choose Toggle All Multi-Mode Questions from the Question menu.

Notes:

¢ In question sets, multi-mode questions appear in their own section if Organize by Question Type
is enabled and as multiple-choice questions if it is not enabled.

¢ Multi-mode questions cannot be toggled in a question set.

¢ In tests, multi-mode questions appear in the multiple-choice, objective short answer, or
subjective short answer section is Organize by Question Type is enabled.

¢ To determine which questions are multi-mode, choose the Display Question Information option
and choose to display question types.

Algorithmic Questions

Using Cognero's algorithmic functions, you can create questions with variables that can be recalculated to
form new questions. Algorithmic functionality enables you to easily print multiple versions of a test or
worksheets to reinforce a particular concept.

Note: To determine which questions in a set or test are algorithmic, choose the Display
Question Information option and choose to display variable status.

You may recalculate algorithms for an individual question or for an entire test/question set.
To recalculate algorithms:

¢ To recalculate algorithms for the question currently being edited, choose Recalculate Variables
from the Tools menu.

¢ To recalculate algorithms for an individual question in a test or question set, click to highlight the
guestion and then choose Recalculate Algorithms from the Question menu.

¢ To recalculate algorithms for an entire test or question set, choose Recalculate All Algorithms
from the Test or Set menu.
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e You may also choose to recalculate algorithms when printing multiple versions of a test.

Note: To determine which questions in a set or test are algorithmic, choose the Display
Question Information option and choose to display variable status.

Module 10: Creating an Online Test

You can create an online test by making an assignment from an existing test in the Classes and Assignment
section of Cognero. You can preview a test in the Test Generator and interact with it as a student would
online.

To preview a test:

1. Open a test by dragging it from the Tests pane to the editor pane.

2. Choose Preview Online Test from the Test menu. In test, you can answer questions and navigate
through the test as if you were a student.

3. Close the preview tab when you are finished.

Module 11: Printing a Test

Cognero enables you to create professional-quality printed tests with your web browser. You can easily
print multiple versions of your test to reduce the likelihood of cheating.

To print a single version of a test:
1. Open your test in the editor pane.
2. Choose Print to PDF - Single Version from the File menu.

3. Select the Print answer key option if you want to include an answer key at the end of your test.

— General Options: -
[¥I Print answer key
[¥]Include answer lines
Cadajo.s % inches of extra space between questions
Add space for open-response questions only

o s

4. Select the Include answer lines option to include lines for students to answer questions directly
on the printed test.

5. Select the Add __inches of extra space between questions to add additional space after each

guestion on the test. This space is in addition to the answer lines and may be useful to give
students room to show their work. You may add up to 3 inches of extra space after each question.
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Select the Add space for open-response questions only to allow for extra space for open
response question types such as short answer and essay, but not for choice-based question types
such as multiple choice and true false.

Click the OK button. A PDF version of your test is created. Click the Open or Save option in your
browser to open or save your test.

To print multiple versions of a test:

1.

2.

3.

4.

Open your test in the editor pane.
Choose Print to PDF - Multiple Versions from the File menu.
Select the Print answer key option if you want to include an answer key at the end of your test.

Select the Include answer lines option to include lines for students to answer questions directly
on the printed test.

Select the Add __inches of extra space between questions to add additional space after each
guestion on the test. This space is in addition to the answer lines and may be useful to give
students room to show their work. You may add up to 3 inches of extra space after each question.

Select the Add space for open-response questions only to allow for extra space for open
response question types such as short answer and essay, but not for choice-based question types
such as multiple choice and true false.

Select the Scramble question sections option to scramble the order of the question type sections
(e.g., true/false, multiple choice, etc.) for each version of the test. This option is only available if
the Organize option is enabled and there is more than one type of question on the test.

General Options:
[#IPrint answer key
[#linclude answer lines
“ladd 0.5 % inches of exira space between questions

Add space for open-response questions enly

Version Options:
Scramble question sections
¥/ Scramble questions
Scramble answer choices
Recalculate algorithm variables

Total versions printed: 0

Help Print New Version J ‘ Done

Select the Scramble questions option to scramble the question order. If the Organize by Question
Type option is enabled, questions will be scrambled within their question type groups.

Select the Scramble answer choices option to scramble the answer choices for these multiple
choice and multiple-response questions. Answer choices will be scrambled based on each
individual multiple choice and multiple-response question's Scramble capable setting. This
option is only available if the test contains multiple choice, multi-mode, and/or multiple-response
questions.
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10.

11.

12.

Notes:

Select the Recalculate algorithm variables option to recalculate variables for all algorithmic
questions in the test. This option is only available if the test contains algorithmic questions.

Click the Print New Version button. A PDF version of your test is created. Click the Open or Save
option in your browser to open or save your test.

Repeat step 11 to create as many versions as desired. The version number is automatically
incremented and included on each test and answer key. When you are finished, click the Done
button.

You do not need to wait for one version of a test to print before printing another.

When you choose to print a test, Cognero creates a PDF version of your test that you may print to
your printer. If this test does not appear, check to see if you have a pop-up blocker enabled on
your browser.

When you choose to print a question set, none of the print options listed above are available.
Cognero will simply create a PDF version of the question set as you see it on the screen.

Choose the Page Setup option from the File menu to set paper size, page orientation, margins,
and other print options.

To format the PDF before printing:

1.

2.

3.

4.

Click File>Page Setup.

Click the Display Options tab.

General | Display Options

Two-column printing
¥ Show header
Show header anly on first page

¥ Show footer

4

Show title

Allow space for name
Allow space for class

Allow space for date

4 K KK

Show page number

Help oK | Cancel

Clear the check boxes for the items that you want to display in the PDF.

Click OK.
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Module 12: Exporting Questions Sets or Tests for Use in an LMS

You can export content from Cognero as an Angel 7.1+, Blackboard 7.1+, Respondus 3.5+, or QTI ZIP file
that may then be imported as a pool into a learning management system (LMS).

To export a question set or test as an LMS ZIP file:
1. Open a question set or test by dragging it to the editor pane.
2. Choose Export from the File menu.
3. Click the format for the export (Cognero, Angel, Blackboard, Respondus, or QTI).

4. The ZIP file is saved to your local hard drive. You may now import this ZIP file into the LMS.
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Unit 2: Formatting and Managing Questions and Tests

Cognero allows you to create and print tests from publisher-provided content with a few simple steps. In
most cases, the information in “Creating Tests” will be all you need to produce professional looking tests.
However, if you want to rearrange the questions or fine tune the formatting of your test, this unit will
enable you to do that.

Cognero offers a wide variety of ways to format and manage questions, allowing you to quickly make
global changes to a large amount of existing content.

After completing this unit, you will be able to:

e Format the text of a question in the word processor

e Adjust the arrangement of an image in a question

e Change the formatting of questions by replacing fonts and changing styles
¢ Understand the difference between copying and duplicating questions

e Reorder questions

* Replace words and phrases in a question

e Assign points to questions
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Module 1: Formatting the Text of a Question

The word processor provides all the capabilities of any commercial word processor, including font and

paragraph formatting, hyperlinks, images, tables, variables, and equations. You can format the question,
answer, feedback, and question information using rich text.

Edit Essay Question X

Title: |Isotopes Essay

Question | Answer and Gra.d"i.ng.;'..Ifaati.ﬁna.l-é._:.Ir.n;'.o“'

File Edit Insert Format Table

Tools

@ |Va|[E|v-c-|AER 8 EEB0 a-|@-|EE= £F
| times newro.. »|1lpt ~| B I U she x* X: E = = A~ O |

le.com to calculate the average atomic mass of neon.

Characteristics of Naturally Occurring Neon Isotopes

20pje 10 19.992 90.48
2INe 10 20.994 27
“Ne 10 21.091 9.25
| # Design | B Preview
[ Help Ok | | Cancel |

Formatting Text with a Double Underline

You can add a double underline to text in a paragraph.

To apply double underline formatting:

1. Inthe word processor, select the text you want to format.

Note: If you are selecting a single word, drag your cursor across the word rather than dou-

ble-clicking it. If you double-click a word and apply a double underline, the formatting will
be applied to the space after the word as well.

2. Select Apply Double Underline from the Format menu.

Note: If you select Apply Double Underline and then begin typing, the text will not be for-

matted with a double underline. You must select existing text and apply the double under-
line to that text.

To remove double underline formatting:

1. Inthe word processor, select the double underlined text.

2. Select Apply Double Underline from the Format menu.

Formatting and Managing Questions and Tests ©2018
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Module 2: Inserting Images

When inserting an image into a question, you can upload multiple images at the same time as well as
adjust the image properties.

Note: Files must be less than 10MB.

To insert an image:
1. Inthe word processor, position your cursor where you want the image to appear.

2. Select Insert Image from the Insert menu. The Image Manager dialog box opens.

Image Manager x

& % T 4k Upload H Ep Image Editor 5] & JI L

Preview Properties

[ g ]

Page 1/1; Items 0-0,0 Cancel

3. Click Upload. The Upload dialog box opens.

Upload x
= Remove
x Remowve
= Remove

Add
Owerwrite if file exists?

Max file size allowed: 10.00 ME
File extensions allowed: *.bmp, *.gif, *jpg, *jpeg, *.png

| Upload |
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4. Click Select to locate the image you want to upload.

Note: You can upload multiple images at once. By default, there is space for three images.
To upload more than three images, click Add. Once an image is added to a question, it can
be re-used in any question in the same question set.

Images that are uploaded but not inserted into a question will be automatically removed
overnight.

If you want to use an image in multiple question sets, you can copy the question
containing the image into the new question set and the image will be available to all the
questions in that set.

5. After you have selected your image click Upload.

6. Select the image you want to insert from the list.

ImageManager x
‘* = 5 =k Upload H Ep Image Editer  JE] & J3 J2

-

Preview Properties

|| |

Page 1/1; Items 1-2/2 Insert Cancel
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7. Click the Properties tab to adjust the image before inserting it.

Eb Image Editer B & Jf3& 2

Image Src GetCogneroMedia.ashxfid=1%25 &
Width 1024 |px  ®s Height | 763 px

Image Alignment x -

Border Coler |+ Border Width = px
Top = px Bottom = px
Right 5 px Left Z opx
Alt Text
Title Text

Long Descripticn

[ Linkte original

COpen in a new window

Preview Properties

Insert Cancel

8. Click Insert.

Note: While you can upload multiple images at the same time, you need to insert them
one at a time. Select Insert Image from the Insert menu and then select each image from
the list of images.

Adjusting an Image Baseline

The baseline feature allows you to adjust how an image or equation aligns vertically with the text in a
question. The examples below show an equation before and after the baseline was adjusted.

This is a preview of your image showing the baseline adjustment. This is a preview of your image showing the baseline adjustment. This is a preview

123

123 J12345

123
of your image showing the baseline adjustment. 123 This is a preview of your image showing the baseline adjustment. This is a praview of
our image showing the baseline adjustment. This is a preview of your image showing the baseline adjustment.

Baseline adjustment: ID s Opixels @ points

[ oK ] [ Cancel ]
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This is a preview of your image showing the baseline adjustment. This is a preview of your image showing the baseline adjustment. This is a preview

3
123 J12345

of your image showing the baseline adjustment. 123 This is a preview of your image showing the baseline adjustment. This is a preview of|

123
'your image showing the baseline adjustment. This is a preview of your image showing the baseline adjustment.

Baseline adjustment: [-18 S pixels ‘@ points

Help oK | ‘ Cancel

To set the baseline for an object:
1. Create or edit a question that contains an image or equation.

2. Click the image or equation to select it.

Note: You can also set the baseline on some, but not all, variables. You can set the
baseline on variables that create images, such as fraction functions (e.g., FRACS,
MIXFRACS, etc.) and the square root (SQRS) function.

3. Choose Image Baseline from the Tools menu.

4. Change the Baseline adjustment setting until the alignment in the preview window is correct. You
may adjust the baseline by either pixels or points.

5. Click OK to record your baseline setting.

6. Click OK to record the question.

Module 3: Insert Media

Use the Insert Media option to add *.mov, *.mp3, *.mpg, *.mpeg, *.wmv files.

Note: Files must be less than 10MB.

To insert media:
1. Inthe word processor, position your cursor where you want the media to appear.

2. Select Insert Media from the Insert menu. The Media Manager dialog box opens.

w

Click Upload. The Upload dialog box opens.

E

Click Select to locate the files you want to upload.

Note: You can upload multiple files at once. By default, there is space for three files. To
upload more than three files, click Add. Once a file is added to a question, it can be re-
used in any question in the same question set.
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5. After you have selected your files click Upload.
6. Select the file you want to insert from the list.

7. Click the Properties tab to adjust how the file will display before inserting it.

| Media Manager x

€ % 5 vpions \

e
J’ Specify Class 1D
: L J Width 150 px Height 150 px

Align Baseline -

Properties Select Property -
Preview Properties
[EALD: | ¥
Page 1/1; rems 1-1/1 Insert Cancel

8. Click Insert.

Note: While you can upload multiple files at the same time, you need to insert them one
at a time. Select Insert Media from the Insert menu and then select each file from the list
of files.

Formatting and Managing Questions and Tests ©2018

36



Module 4: Inserting External Video

You can now insert links to videos hosted on sites such as YouTube and Vimeo.

To insert external video:
1. Open the video in your browser and copy the URL from the address bar.
2. Inthe word processor, position your cursor where you want the image to appear.

3. Select Insert External Video from the Insert menu. The Insert External Video dialog box opens.

% Insert External Video X

— Paste Youtube or Vimeo video URL

Advanced Mode (Embed code

Save Cancel

4. Paste the URL in the Insert External Video dialog box and press Enter.

5. Edit the Embed video settings to change the video properties.

[ Insert External Video X

— Paste Youtube or Vimeo video URL

http:/www.youtube.com/watch?v=--KHLABwoPE

Embed video settings:

Aspect ratio:
ha -

Width | 400
Height =00
¥| Display title before video starts playing

¥| Enablefullscreen button

Save Cancel

6. To view the HTML code that is inserted with the video, click Advanced Mode.
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Advanced Mode (Emb

=iframe src="http://www.youtube.com/embed/xKAlduMMNT og?

wrmode=transparent” width="400" height="300" frameborder="0">
<fiframes

7. Click Save.

Module 5: Inserting Flash

1. Inthe word processor, position your cursor where you want the Flash to appear.

2. Select Insert Flash from the Insert menu. The Flash Manager dialog box opens.

Flash Manager

& % 5 9 Upload

Preview Properties

[RET=———> 1|
Page 1/1; Items 0-0/0

Cancel

3. Click Upload. The Upload dialog box opens.

Upload X
Add
=] Overwrite if file exists?
Max file size allowed: 10.00 MEB
File extensions allowed: *.swf
| Upload |
Formatting and Managing Questions and Tests ©2018
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4. Click Select to locate the Flash files you want to upload.

Note: You can upload multiple Flash files at once. By default, there is space for three files.
To upload more than three files, click Add. Once a Flash file is added to a question, it can
be re-used in any question in the same question set.

5. After you have selected your Flash files click Upload.

6. Select the Flash file you want to insert from the list.

% Flash Manager x

R I

{al
‘ @ ‘ Specify Class ID
. Width 150 px Height 150 px
Quality high T
¥| Play Loop
Flash Menu 7| Transparent
HTML Align Baseline T
Flash Align Left Top ha
Background Celor Mo Celor "
Preview Properties
4 *
D Insert Cancel

Page 1/1; Items 1-1/1

7. Click the Properties tab to adjust how the Flash file will display before inserting it.

8. Click Insert.

Note: While you can upload multiple files at the same time, you need to insert them one
at a time. Select Insert Flash from the Insert menu and then select each file from the list
of files.

Module 6: Replacing Fonts

Occasionally, you may write a question set or test and then decide that it would be easier to read in a
different font. Rather than opening each question and changing the fonts, you can use the Replace Font
command to replace every instance of a particular font in a question set or test. You can change from one
font to another, change the font size, or both.

To replace a font in a question set or test:
1. Open atest or question set by dragging it to the editor pane.

2. Choose Replace Font from the Edit menu.
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Replace Font X

Find what: All Fonts El [include size [12 |3
Replace with: | Same Font El [Clinclude size 12 3
— Options

[#IInclude question text
[[Jinclude answer text

[[include preface text

[ Replace All ][ Close ]

3. Choose the font to be replaced from the Find what list.
4. Select the Include size check box if you only want to replace a certain size of the font.
5. Choose the replacement font from the Replace with list.

6. Select the Include size check box if you want the replacement font to be a particular size.
Otherwise, the original font size will be maintained.

7. Choose which areas in your set/test to include in the search.

¢ Select Include question text if you want to include question text in your search. This option is
selected by default.

¢ Select Include answer text if you want to include answer text, including multiple choice
answer choices, in your search.

¢ Select Search preface text if you want to include preface text in your search.

8. Click the Replace All button to complete the font replacement, or click the Close button to return
to the set/test without replacing fonts.

Module 7: Changing Styles
In addition to changing the font, you might want to change the style, including not only the font and point
size of the text, but the formatting as well. You can change the styles of the following:

e Title

e Section title

e Question numbers

e Answer choices

e New questions

e Question information

To customize your test or question set:
1. Open atest or, question set by dragging it to the editor pane.

2. Select Styles from the Edit menu.
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Styles X

General | Fonts

— Number and choice styles

Question number styles

o1 o@® o[
«1 0@ W
on 0@ OoH
Answer choice styles:

b1 0@ oA 0@ o1 o0
va 0@ OA O@ 01 0@
0o 0@ 0N 00 00

— Answer choice settings

¥ Show choices for True / False and Yes / No questions when printing

~

I Number of answer columns: |1 =+

Choice sequence for multiple choice and multiple response:l abcde v

— Student text entry settings

Default student text entry mode: | Basic v @

ok [ cemel |

3. Click the appropriate radio buttons to set your question number and answer choice styles.

4. Select the appropriate answer choice sequence. If students will be taking the test on a bubble
sheet, select the sequence that matches the bubble sheet.

5. Select the student entry palette that you want to use as your default when writing new open-
ended questions in the current set/test from the Default student text entry mode list.

Note: This setting does not affect existing questions in the set or test.

6. Click the Fonts tab.
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Chapter 1: Introduction Styles
General | Fonts

— Default fonts:

Tile! | Times New Roman, 11pt.. Bold. Underline

Section titles: | Times New Roman, 11pt., Bold

Question nUMBETS: | Times New Roman, 11pt

Answer choiCes: | Times New Roman, 11pt

et

New questions: | Times New Roman, 1ipt

i i | | m
k. fid -4

et

Question info: | arg| 11pt.

7. To change the font and style for any part of your test or question set, click the appropriate Set

button and customize your options.

8. Click the OK button when you are finished.

Note: You can change your default style settings in your profile.

User Profile X

Information \ Options [Styles |

3 Set the default style settings to be used when creating new question sets and

tests.

General | Fonts

— Default number and choice styles
Question number styles:
@ 1 o® o[
®1 9 |
on (of 1] (@]

Answer choice styles:

D a A 0@ P 1
oa SA 0@ O (
© a) D A) (o A @1

— Default answer choice settings

¥ Show choices for True / False and Yes / No questions when printing

Choice sequence for multiple choice and multiple response:
— Student text entry settings

Default student text entry mode: @

ok | [ conc
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Module 8: Reordering Questions
Cognero allows you to reorder questions by dragging and dropping them a test or question set.

To reorder questions by dragging and dropping:

1.

2.

Notes:

Open the test or question set.

Click and drag a question up or down to change its location within the question set or test. A
blank, blue area will appear on the screen when you have dragged the question to an appropriate
location.

Release the mouse button when the question is the desired location.

COgNENO*
Test Generator

Question Sets % | QOptions + Chapter 1 - Substances, Mixtures, and Compounds

=- 7] My Question Sets - File Edit Set Question

&- 7] Shared Content | D8 & BB YRR

=- 7] Algebra 1 | Bemedl

=- 7] Algebra 2 Multiple Choice

B American Literature | p st nssSnisassnissssatissssisssassiisass
&- 7] American Literature (A Survey) = :

B 7] Chemistry P 3. Which of the following is one of ttwglasses of pure substances?

S

& ¢l Chemistry a. compound
+- fg Chapter 1 - Substances, Mixture d Compound b -
_ Chapter 1 - Substances, Mixtures, and C unds DY BOIIOE Crie O Us T Rt
- i Stars

c. solut
&- 7] Cognero Sample Content solution

& ¢ Economics -~ d. heterogeneous mixture
NS 'r/'E‘ C
Tests < | Options ~ J‘ SWER-a
a solid
" My Tes.’ti b. plasma

If the Organize by Question Type option is enabled, you may not drag questions outside of their
question type grouping.

You may not drag a question to an area within a preface group unless it is also attached to that
same preface.

You may not drag a question to an area within a matching group unless it is also a part of that
same matching group.

You can only drag and drop questions within the range of questions that is currently displayed in
the editor pane. Change the view setting to All questions to enable dragging and dropping for the
entire test or question set.

When switching between different organization methods, the questions will always return to the
order that they were added to the test.
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Module 9: Sorting Questions by Question Information

In addition to organizing questions by type, you can also sort questions by question information. For

example, you could sort questions by difficulty so that the easier questions appear first. You could also

sort questions by topic. Refer to the chart below for the question information available for sorting.

Sort Tests Reports

Points X

Rubric X
Rationale X
Difficulty X X

Reference X X X
Learning Objectives X X X
Accreditation Standards X X
National standards X X
State standards X X
Local standards X X
Corporate standards X X
Topic X X

Search Keywords X X

Notes X

Other X

Module 10: Scrambling Questions

In addition to organizing questions by type and question information, you can also scramble the question
order and the answer choice order for multiple choice, multi-mode, and multiple response questions. This

enables you to quickly create a new version of your test or question set to reduce cheating.

To scramble a test or question set:

1.

Notes:

Formatting and Managing Questions and Tests

Click the button

©2018

If necessary, open the test or question set you want to scramble.

i or choose Scramble from the Test or Set menu.

If the Organize by Question Type option is enabled, the question order will be scrambled within
each question type group. If this option is not enabled, the question order will be randomized
with no regard to question type.
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¢ Answer choices for multiple choice, multi-mode, and multiple-response questions will be
scrambled according to the scramble capable setting for each individual question.

e Alternately, you may choose from a variety of scramble options when you print your test.To undo
scrambling for a set or test, use the reset question set or reset test option. To undo answer choice
scrambling for an individual question, use the reset question option.

Module 11: Replacing Text in a Question

You can find and replace text in a question set, making it easy quickly to substitute one word or phrase for
another. You can search for text in the question title, question text, answer text, or prefaces. You can
search one or more text fields at the same time as well as perform case sensitive searches.

To find and replace text in a question set or test:
1. Open atest or question set by dragging it to the editor pane.

2. Choose Replace from the Edit menu.

Find what:
Replace with:
COptions

[[ICase sensitive search
[“] search question title
[¥] Search question text
["]search answer text
["] Search preface text

[ Replace All ] [ Replace ] [ Close

3. Enter the search text in the Find what field.

4. Enter the new text in the Replace with field.

5. Select the desired search options.
¢ Select Case sensitive search if you want to require the text capitalization to match.
e Select Search question title if you want to include question titles in your search.

e Select Search question text if you want to include question text in your search. This option is
selected by default.

e Select Search answer text if you want to include answer text, including multiple choice
answer choices, in your search.

¢ Select Search preface text if you want to include preface text in your search.

6. Click the Replace All button to replace all instances of the search text. Click the Replace button to
replace only the first instance of the search text.
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Module 12: Assigning Points to Questions
Use the Assign Points option to quickly set the point values for all questions in a test or question set.

To assign points to questions:

1. Open atest or question set by dragging it to the editor pane.

2. Click the button @ or choose Assign All Points from the Test or Set menu.

Assign Points X

e e i e D
i Substance True / False i
2 Weight Multiple Choice 1
3 Hypothesis Multiple Choice 1
4 Weight and Mass Multiple Resp.. 1
= Scientific Method Multiple Resp.. 1

[ Control Multiple Choice 1 B
T Experiment Control Multiple Choice 1
8 Mass Modified Modified True .. 1
=] Weight Completion Completion 1
10 Weight Short Answer Subjective Sho.. 1
11 Sodium Symbeol Objective Shor... 1
12 Chemical Symbols Matching 1

12 1:Potassium Matching 1 M

Total Points: 29
[ oK ] [ Cancel ]

3. Adjust the point values for each question in the Points column as desired.

4. When you are finished, click the OK button.

Note: Point values may also be set in the question information when creating or editing
individual questions.

Formatting and Managing Questions and Tests ©2018
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Unit 3: Resetting Questions, Sets, and Tests

Occasionally, you may want to reset the order of the questions or other test options, or if you're using
publisher-provided content, you may want to discard your changes to a question and revert to the original
publisher version of the question.

When you reset a question, set, or test, you are affecting the number of options, the order of the choices,
and the order of the questions. You are NOT affecting the content of the question.

When you revert to the publisher version of the question, the actual text of the question may change
based on the edits you made to the question.

After completing this unit, you will be able to:

e Reset the multiple choice options for a question
e Revert to the original publisher’s version of a question

Module 1: Resetting a Question

Use the reset question command to restore a multiple choice question, a multiple-response question, or a
matching group to its original state.

Resetting a multiple choice or multiple-response question does the following:

e Scrambled answer choice order is reset.
e The number of answer choices displayed is reset.

Resetting a matching group does the following:

e The order of the questions within the matching group is reset.
¢ The show the first questions on this test option for matching questions is reset.

To reset a question:
1. Open the test or question set that contains the question you want to reset.
2. Click to highlight the question you want to reset.

3. Choose Reset Question from the Question menu.

Module 2: Resetting a Question Set
Use the reset question set command to restore certain aspects of a question set to their original state.

Resetting a question set does the following:

e The question order is reset.
e Scrambled answer choice order is reset for multiple choice and multiple-response questions.
e The number of answer choices displayed is reset.

To reset a question set:
1. Open the question set you want to reset.

2. Choose Reset Question Set from the Set menu.
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Module 3: Resetting a Test
Use the reset test command to restore certain aspects of a test to their original state.

Resetting a test does the following:

e The question order is reset.

e Scrambled answer choice order is reset for multiple choice and multiple-response questions.
e The number of answer choices displayed is reset.

¢ The show the first... option for all matching groups is reset.

To reset a test:
1. Open the test that you want to reset.

2. Choose Reset Test from the Test menu.

Module 4: Reverting to the Original Publisher Version of a Question

You have the ability to edit publisher-created content that you have access to. If you have edited a
qguestion and want to revert to the original, publisher-provided form of the question you may do so using
the revert option.

To revert a question:

1. Expand the publisher-created question set or test in the left pane so that the individual question
titles are visible.

2. Right-click the question and select the Revert option.

3. Alternately, you may left click to select the question and then choose Revert from the Options
menu.

Note: If the revert option is not available, the question is not a publisher-provided
question or the question is already in its original form.
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