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7.5  MAI NTENANCE

The two options under the Maintenance nenu are Course Level (where test
itens, academ ¢ and non-academ c tests, and questionnaires are created) and
Cl ass Level (where academic tests are assigned to sel ected classes).

Under Course Level, the first option allows you to devel op the test
itenms for the learning objectives you plan to be taught and tested in the
course. The second option allows you to create test categories under which
you can group tests (e.g., witten, |eadership, perfornmance). You nay
retain or change the default Academ c category.

The third and fourth options under Course Level allow you to establish
acadeni c or non-academic test records. The acadenic tests can be assigned
to students in certain classes (i.e., pending, in session). The non-
acadenmic test records are available to be adninistered to anyone registered
for the course (for exanple as a pre- or post-test) at any class status
(pending, in session, graduated, or BNA upl oaded). Acadenic tests are
based upon | earning objectives; non-acadenmic tests are not. The fifth
option under Course Level Maintenance allows you to create questionnaires
that are available for adm nistering to students at any class status
(pending, in session, graduated, or BNA upl oaded).

Under O ass Level, you assign tests, test categories, and test weights
you want for each class. Under this option, you nay also create multipart
tests, lock the tests, and print them

The followi ng steps sunmarize how to access the options under the
Mai nt enance nenu.

1. dick on the Magnifying dass icon. The Select an Approved Course
selection list box (Figure 7-01) is displayed.

2. Highlight and sel ect an approved course or double-click the desired
course. The Eval uati on Managenent wi ndow (Fi gure 7-02) opens.

3. Choose the Mintenance option on the nenu bar. The Mi ntenance
drop-down menu (Figure 7-11) is displayed.

& Fvaluation Management  (COURSE: MOZRMG4)

File Tables | Maintenance Scoting  Reports

i Course Level  + SEREHSI :
sisa kel il : Evaluation
S Class Lewel Exam Categories

Masker Test ficademic

Questionnaire Mon-Academic

Figure 7-11. Mai ntenance Drop-down Menu
4. Choose the desired option under Course Level or d ass Level
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7.5.1 Course Level - Test ltens

This option allows you to add test itens for the selected | earning
objective or to inport test itens already devel oped for your course at the
Working I evel (through the Curriculum nodule). Before you begin devel opi ng
test items, print out the Learning Objective Wrksheet (either by Duty, by
Task, or by LO for the Wrking course under Reports of the Curricul um
nodul e. This report displays all the test itens already devel oped for each
TLO and ELO

If the existing test itens are appropriate for your purposes, you nay
choose to inmport them providing you have not already added test itens to
the LO at this level. |In this manner, the system prevents you from
creating duplicates. You nay edit or delete test itens that you have added
or inported.

Test itens are associated with specific |earning objectives for three
basi c types of academic tests (witten, scaled credit, and mastery/non-
mastery). The four types of test itens that you create for acadenic tests
are descri bed bel ow

e« Miltiple Choice. This type of test itemcontains a question or
statement with up to five possible responses, only one of which is
correct. This test itemnay be selected for use on a Witten test.

e True-False. This test itemcontains a statenent that is either true (A
or false (B). As an alternative, you nay use this test itemfield to
enter a fill-in-the-blank or short answer test item For such a test
item no partial credit is allowed. The correct response would be A and
the incorrect response would be B. This test item may be selected for
use on a Witten test.

e Performance. This test itemis used to evaluate a student's perfornmance
of a | earning objective without concern for the specific process used
during the performance. The focus is on the product of the performance,
rather than the process. This type of test itemnight also be used as
an essay question dealing with a single |earning objective. This test
item nay be selected for use on a Scaled Credit or Mastery/ Non-nastery
test.

e Performance Checklist. This test itemis used to evaluate a student's
performance of a |learning objective with an enphasis on the process
rather than the product. This type of test itemnight also be used as
an essay question that must address certain points, each carrying the
same weight. This test itemnmay be selected for use on a Scaled Credit
or Mastery/ Non-nmastery test.

Note that the test itens are subsequently assigned to tests under
Mai nt enance in this nodul e (Paragraph 7.5.3.3).

HI NT:  Wienever you wish to review the test itens that you have

devel oped for your course, print out the Learning Objective Wrksheet
(either by Duty, by Task, or by LO for the Approved course under
Reports of the Curriculumnodule. This report displays all the test
itens devel oped for each TLO and ELO. Reviewing the LONw || help
you ensure that you have included test itens for each |earning

obj ective you wish to test. Ensure that your test itens are
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conpr ehensi ve
to be established,

1. Fromthe Mintenance drop-down nmenu (Figure 7-11),

Level .
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accurate, and conplete. |If additional test itens need
add t hem before you begi n devel opi ng any tests.

choose Course

Then choose Test Itens. The Test Items for Course
selection list box (Figure 7-12) opens.
MANDHOLD[LO TESTITEM ID|ITEM TYPE -]
9901.01.01 770 Perfi Checklist o

2. Refer to Table 7-03 for an explanation of the data fields.
sel ection Iist
Approved course.
and type of test

9901.01.01a 2
9901.01.01a i Choice
9901.01.01a 112 Choice
9801.01.01a 715 iple Choice
9901.01.01a 716 Multiple Choice
[ 0010ty 47— Wuitple Choies |
9901.01.01h 118 iple Choice
9801.01.01c 115 iple Choice
9901.01.01c 116 Choice
9901.01.01¢ 718 Choice

Choice

Delete | Import | View | Quit |

Add | Edit |

Figure 7-12. Test Itens for Course

The
box lists every test item added or inported for the
This enables you to see at a glance the nunber
itens already entered for each selected | earning

obj ecti ve.

Table 7-03. Test |Itens for Course

| TEM

DESCRI PTI ON

Mand

Non-editable field designating (if checked) nandatory test
items. Those test items are a required part of any
academnmic test using the | earning objective.

Hol d

Non-editable field designating (if checked) those test
items that are on hold and currently excluded from being a
part of any test.

LO

Non-editable field displaying the designator for each

| earni ng objective in the Approved course to which a test
item has been added. The LO appears in numerical (then
al phabetical) order.

Test ItemID

Non-edi table field displaying a unique number for each
test item The Arabic nunber appears sequentially in the
order that you have added or copied the test itens to the
course. The deletion of test itenms does not readjust the
sequence nunber (that is, no unique nunber is re-used).

I[tem Type

Non-editable field displaying the type of test item
(rmultiple choice, true-fal se, performance, or performance
checklist).

3. dick on the desired command button
identifies the TLO or

7.5.1.1 Add

This command all ows you to add test
| ear ni ng obj ecti ve.
(rmul tiple choice,
addi ng anot her.

singl e performance test

checkl i st test
itens,

Version 4.0

one at a tinme,

Note that the title bar
ELO designator with which you are worki ng.

items, one at a tine, for a highlighted
you rmust conpl ete and save each test item
performance, performance checklist) before
The performance test itemtype allows you to create a
itemfor the I earning objective. The perfornance
itemtype allows you to create a sequence of checkli st

that are simlar to performance steps under tasks.

That is,
true-fal se,
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H NT: After adding and inporting test itens, print out the
Learni ng Cbjective Wrksheet (either by Duty, by Task, or by LO
for the Approved course under Reports of the Curricul um nodul e.
This report displays all the test itens devel oped for each TLO and
ELO. Reviewing the LONw || help you ensure that you have incl uded
test itens for each | earning objective you wish to test.

1. Fromthe Test Itens for Course selection |list box (Figure 7-12),
click on Add. The Select Learning Objective dialog box (Figure 7-

13) opens.

Select Learning Dbjective : x|
M - | Learning Objective Description:
ggg:g:gla B Given a military map, protractor, ruler, grid
9901.01.01b coordinate(s), and a scenario, compute the
9901.01.01c dislan[ie between two points, within a tolerance
9901.01.01d of +}- five percent.
os010101e |
9901.01.01f
9901.01.01gq
9901.01.01h
9901.01.01i
9901.01.01
9901.01.01k -

Select | Quit |

Figure 7-13. Select Learning Objective

2. Select the desired | earning objective fromthe conprehensive |ist of
LOs assigned to the course. Note that you can select LOs that may
al ready have test itens based upon themas well as LGCs without any
test itenms. The Select Test Item Type dial og box (Figure 7-14)
opens.

[ x|

~Select Test ltem Type

" True-False

" Performance

¢ Performance Checklist

Proceed Quit

Figure 7-14. Select Test Item Type

3. Choose the appropriate radio button in the dialog box and click on
Proceed. Depending on your choice of radio buttons, choose the
appropriate steps (a, b, or c) bel ow

a. |If you select Miultiple Choice or True-False, the Test |tem
Creation for LO dialog box (Figure 7-15) opens. Note that the
title bar identifies the TLO or ELO designator with which you
are working. The title bar also identifies the test itemtype
as Multiple Choice or True-Fal se.
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Fi gure 7-15.

Referring to Table 7-04 for an explanation of the data
fields,

(1)

Tabl e 7-04.
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Test Item Creation for 9901.01.01 {Multiple Choice) j zlxl
TEST ITEM:

The requirements to navigate between given points within a prescribed time limit include: =1

a. Lensatic compass, military map, and oral directions
b. Lensatic compass, military map, and route card
¢. Lensatic compass, military map, and route card
d. Military map, and route card, and oral directions =l

ANSWER: B~ DATE LAST USED: I

TEST ITEM ID: Hew

REFERENCE:

COMBINED LEARNING OBJECTIVE

Given a military map, lensatic compass, protractor, and an appropriate route 2|
card, navigate between given points within a prescribed time imit, recording .

[~ On Hold

on the route card the box numbers/etters from the boxes located at those

" Mandatory

MODIFIED BY: DATE MODIFIED: 1/

Spell Checker | Save |

Test Item Creation for

Exit wio Save |

LO (Ml tiple Choice)

conpl ete the required information.

Test Item Creation for LO (Miltiple Choice)

| TEM

PARAMETERS/
FORVAT

DESCRI PTI ON

Test Item

Up to 65, 000
al phanuneri c

Place to enter the actual nultiple choice
or true-false test item You nust
conplete this field to save the record. characters

Test ItemID

Sequence nunber that wll be assigned to a test item when
this record is saved. Defaults automatically to next
avai | abl e Arabi ¢ number when addi ng (or copying) a test
item The deletion of test itens does not readjust the
remai ni ng sequence nunbers (each nunber is unique).

Answer

Drop-down |ist fromwhich you choose the correct response
for a nultiple choice (with choices A through E) or true-
false (with A representing True and B representing Fal se)
test item

Date Last Used

Non-editable field displaying the date that this test
itemwas |ast used on any test.

Ref er ence

Up to 45
al phanuneri c
characters

Optional entry; generally contains the
authoritative reference for the test item

On Hold

Setting for a newy created test itemthat you do not want to

i medi ately consider for use. |If selected, MCAIMS excludes the
test itemfromany test until you renpve the check fromthis
box by clicking on it.

Mandat ory

setting nmakes a newy created

dicking on this optiona
using the | earning

test itema required part of any test
obj ecti ve.

Conbi ned
Lear ni ng
hj ecti ve

Non-editabl e field displaying the conbined | earning
objective for the TLOor ELO listed in the title bar

Mbdi fied By

I D of the person
Appears

Non-editabl e field displaying the User
nodi fying or creating the test item
autonmatically when changes are nmde.

Date Modified

Non-editable field displaying the date the test item was

created or |ast nodified.

(2)

b. If you select
(Performance Itenm) dialog box (Figure 7-16) opens.
the title bar

Version 4.0

Cdick on Save. |f you have not entered a test item you
recei ve a nessage advi sing you that you nmust enter a test
itemprior to saving. Cick on K. Oherw se, MCAI M5
returns you to the Test Itens for Course selection |ist
box.

Item Creation for LO
Not e t hat
ELO desi gnator with which

Per f or mance, the Test

identifies the TLO or
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you are working. The title bar also identifies the test item
type as Perfornance Item

Test Item Creation for 9901.01.01 (Performance Item) i ed B

TEST ITEM ID: Hew

Performance I Evaluator Instructions Student Instructions

COMBINED LEARNING OBJECTIVE

Given a military map, lensatic compass, protractor, and an appropriate route card, navigate H|
between given points within a prescribed time limit, recording on the route card the hox

numbersietters from the boxes located at those points, in accordance with FM 21-26.

REFERENCE: |
DATE LAST USED: i O EED
[~ OnHold DATE MODIFIED: )
Save Exit wio Save

Figure 7-16. Test Item Creation for LO (Performance Item

(1) dick on Performance. The Performance Item Add\Edit neno
text box (Figure 7-17) opens. Note that the title bar
identifies the TLO or ELO designator with which you are

wor ki ng.
Performance Item Add'\Edit for 9901.01.01 EI
\ [=]
]
Spell Checker | Save | Exit wio Save |

Figure 7-17. Performance |tem Add\ Edit

(a) Enter the perfornmance itemin the neno text box.
Note that this type test itemis concerned with the
result, rather than the process. You must make an
entry in this text box in order to save the record.

(b) dick on Save. This returns you to the Test Item
Creation for LO dialog box (Figure 7-16).

(2) dick on Evaluator Instructions and Student |nstructions.
A meno text box (simlar to Figure 7-17) opens.

(a) Enter appropriate information in the menmp text box.

(b) dick on Save. This returns you to the Test ltem
Creation for LO (Performance Item dialog box (Figure
7-16).

(3) Referring to Table 7-05 for an expl anation of the data
fields, conplete the required information.
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Table 7-05. Test Item Creation for LO (Performance Item
| TEM DESCRI PTI ON PARAVETERS/
FORMAT
Conbi ned Non-edi table field displaying the conbined | earni ng objective

Lear ni ng for the TLOor ELOlisted in the title bar

oj ective

Ref erence Optional entry; generally contains the Up to 45
authoritative reference for the test item al phanuneri c

characters

Dat e Last Non-editable field displaying the date that this test item

Used was | ast used on any test.

On Hol d Setting for a newWwy created test itemthat you do not want to
i medi ately consider for use. |If selected, MCAI M5 excl udes
the test itemfromany test until you renbve the check from
this box by clicking on it.

Modi fi ed Non-editable field displaying the User ID of the person

By creating or nodifying the test item Appears autonmatically
when changes are nmde

Dat e Non-editable field displaying the date the test item was

Modi fi ed created or last nodified.

(4) dick on Save. The systemreturns you to the Test Itens
for Course selection |ist box
c. |If you select Performance Checklist, the Test Item Creation for

Version 4.0

LO (Perfornmance Checklist) (simlar to Figure 7-16) opens.
Note that the title bar identifies the TLO or ELO desi gnator
with which you are working. The title bar also identifies the

test itemtype as Performance Checkli st.
(1) dick on Performance Checklist. The Performance Checkli st
for Question dialog box (Figure 7-18) opens.
Performance Checklist for Question 0 ﬂ
Add | Edit | Qeletel Dane |
Figure 7-18. Performance Checklist for Question
(2) dick on Add. The Performance Checklist for Question

di al og box (Figure 7-19) opens for you to enter a sequence
of steps, one step at a tine. Note that this type test
item concerns testing the process, rather than the result.

9/ 29/ 03
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Performance Checklist for Question New

Sequence

4 j Pack first aid kit. o

Spell Checker | Save | Exit wlo Save |

Figure 7-19. Performance Checklist for Question (Add)

(a) Referring to Table 7-06 for an expl anation of the
data fields, enter a checklist itemin the neno text
box.

Table 7-06. Perfornance Checklist for Question (Add)

| TEM DESCRI PTI ON PARAVETERS/
FORVAT
LO Non-edi table field displaying the | earning objective on which
the checklist itemis based.
Sequence Fiel d displaying the Arabic nunmber assigned to a checkli st
itemfor the | earning objective.
Untitled Place to enter a checklist itemfor the Up to 64,000
hi ghl i ghted | earni ng objective. You nust al phanuneri c
conplete this field to save the record. characters

7.5.1.2 Edit

(3)

(4)

(5)

(6)

(7)

(b) dick on Save. The systemreturns you to the
Per f ormance Checklist for Question (Figure 7-18).

(c) To add multiple checklist itens, repeat the previous
process as necessary.

If you wish to edit an existing checklist item (Figure 7-
18), highlight the desired itemand click on Edit. A
dialog box (simlar to Figure 7-19) opens for you to edit
the itemor resequence it. Make the appropriate changes.
Adick on Save to return to the Performance Checklist for
Question selection |list box.

If you wish to delete checklist itenm(s), use the multiple
select feature to highlight the desired iten(s) and click
on Delete. A message appears to confirmyour w sh to

del ete the checklist item(s). Cick on Yes. MCAIM

del etes the itens, resequences them and returns you to
the Perfornmance Checklist for Question selection |ist box.

Adick on Done. This returns to the Test Item Creation for
LO (Perfornance Checklist) dialog box (simlar to Figure
7-16).

Referring to Table 7-05 (Step b), enter the required
infornation to conplete the perfornance checklist for the
| ear ni ng obj ecti ve.

dick on Save. The systemreturns you to the Test Itemns
for Course selection |ist box.

This command allows you to edit test itens for a highlighted I earning

obj ecti ve.

Version 4.0
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1. Fromthe Test Itens for Course selection |list box (Figure 7-12),
hi ghlight the desired Test Itemby clicking on it.

2. Cdick on Edit. The appropriate dialog box opens. Refer to Step a
if you are editing a multiple choice or true-false test item
Refer to Step b if you are editing a performance test item Refer
to Step ¢ if you are editing a performance checklist test item

a. |If you select Multiple Choice or True-False, the Test Item
Mai nt enance for LO dialog box (simlar to Figure 7-15) opens.
Note that the title bar identifies the TLO or ELO desi gnator
with which you are working. The title bar also identifies the
test itemtype as Miultiple Choice or True-Fal se.

(1) Referring to Table 7-04 for an explanation of the data
fields, edit the information as needed.

(2) dick on Save. You receive a message inquiring if you
wish to reset the statistical data for this test item
Cick on either Yes or No. If no tests were inpacted by
this test itemedit, you receive a nessage so advi sing
you. Cick on OK. If tests were inpacted by the edit,
you receive a list of nodified or deleted tests. dick on
Print or Quit. The systemreturns you to the Test Itemns
for Course selection |list box (Figure 7-12).

b. If you select Performance, the Test |Item Maintenance for LO
(Performance Iten) dialog box (Figure 7-16) opens. Note that
the title bar identifies the TLO or ELO designator w th which
you are working. The title bar also identifies the test item
type as Perfornance Item

(1) dick on the Perfornance, Evaluator Instructions, or
Student Instructions conmand button. The nenp text box
(simlar to Figure 7-17) opens.

(a) Edit the text for Perfornance, Eval uator
I nstructions, or Student Instructions.

(b) dick on Save. This returns you to the Test |tem
Mai nt enance for LO dial og box (Figure 7-58).

(2) Referring to Table 7-05 for an expl anation of the data
fields, edit the infornmation as needed.

(3) dick on Save. You receive a message inquiring if you
wish to reset the statistical data for this test item
Cick on either Yes or No. If no tests were inpacted by
this test itemedit, you receive a nessage so advising
you. Cick on OK. If tests were inpacted by the edit,
you receive a list of nodified or deleted tests. dick on
Print or Quit. The systemreturns you to the Test Itemns
for Course selection |list box (Figure 7-12).

c. |If you select Performance Checklist, the Test |tem Maintenance
for LO (Perfornance Checklist) dialog box (simlar to Figure 7-
16) opens. Note that the title bar identifies the TLO or ELO
designator with which you are working. The title bar also
identifies the test itemtype as Perfornance Checkli st.

(1) dick on Performance Checklist. The Perfornmance Checkli st
for Question (Figure 7-19) opens.
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(a) Refer to Table 7-06 for an explanation of the data
fields.

(b) If you wish to enter a checklist itemfor the
hi ghl i ghted | earni ng objective in the neno text box,
click on Add. The Performance Checklist for Question
di al og box (Figure 7-19) opens.

1 Referring to Table 7-06 for an expl anation of
the data fields, enter a checklist item

2 Cick on Save to return to the Perfornmance
Checklist for Question list box.

(c) If you wish to edit an existing checklist item
highlight the desired itemand click on Edit. A
dialog box (simlar to Figure 7-19) opens for you to
edit the itemor resequence it.

1 Make the appropriate changes.

2 Cick on Save to return to the Perfornmance
Checklist for Question selection |list box.

(d) If you wish to delete checklist item(s), use the
multiple select feature to highlight the desired
item(s) and click on Delete. A nessage appears to
confirmyour wish to delete the checklist iten(s).
Cick on Yes. MCAIMS deletes the itens, resequences
them and returns you to the Perfornance Checkli st
for Question selection |ist box.

(e) dick on Done. This returns to the Test |tem
Mai nt enance for LO (Performance Checklist) dialog box
(simlar to Figure 7-16).

(2) dick on the Evaluator Instructions or Student
I nstructions comand button. The nenmp text box (simlar
to Figure 7-17) opens.

(a) Edit the text for Evaluator Instructions or Student
I nstructions.

(b) dick on Save. This returns you to the Test |tem
Mai nt enance for LO dial og box (Figure 7-58).

(3) Referring to Table 7-05 for an expl anation of the data
fields, edit the infornmation as needed.

(4) dick on Save. You receive a message inquiring if you
wish to reset the statistical data for this test item
Cick on either Yes or No. If no tests were inpacted by
this test itemedit, you receive a nessage so advi sing
you. Cick on OK. If tests were inpacted by the edit,
you receive a list of nodified or deleted tests. dick on
Print or Quit. The systemreturns you to the Test Itemns
for Course selection |list box (Figure 7-12).

7.5.1.3 Delete

This conmand all ows you to delete the selected test itemfromthe TLO or
ELO appearing in the title bar. Test itens deleted froman unl ocked test
will render the test invalid. Atest itemdeleted fromversion A of a test
will render that test and all alternate test versions invalid. However, a
test itemdeleted froman alternate test version will render only that test
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version invalid. An invalid test is deleted. Locked tests will not be
af fected when a test itemis del eted.

1. Fromthe Test Itens for Course selection |list box (Figure 7-12),
highlight the test itemyou wish to delete by clicking on it.

2. Cdick on Delete. A nmessage appears to confirmyour w sh to delete
this test itemand to provide additional information. Note the
effect if this test itemis deleted fromversion A of a test.

3. dick on Yes. If no tests were inpacted by this deletion, you
recei ve a nessage so advising you. Cick on OK If tests were
i npacted by the deletion, you receive a list of nodified or del eted
tests. Click on Print or Quit. MCAIMS deletes the record and
returns you to the Test Itens for Course selection |list box. Note
that the test itens are not renunbered.

7.5.1.4 |nport

This conmand allows you to inport test itenm(s) fromthe Wrking course if
there are no test items for the given LOin the Approved course. |Inported
test items are given unique test itemIDs within the Approved course. \Wen
you choose to inport test itens for a | earning objective created in the
Wor ki ng course, you rmust inport all the test itens for that LO  You nmay
then edit the test itens as desired or delete those you do not wish to
retain. Once the inport option has been used for a given |earning

obj ective, it cannot be used again.

HINT: After adding and inporting test itens, print out the

Lear ning Obj ective Wrksheet (either by Duty, by Task, or by LO
for the Approved course under Reports of the Curricul um nodul e.
This report displays all the test itens devel oped for each TLO and
ELO. Reviewing the LOWwi || help you ensure that you have incl uded
test itens for each | earning objective you wish to test.

1. Fromthe Test Itens for Course selection |ist box (Figure 7-12),
click on Inport. The Inport Test Item From Wrking to Locally
Approved Status dialog box (Figure 7-20) opens.

Import Test Items from Working to Locally Approved Status...

9901.05.02¢c
9901.05.05e Given a factual situation and the aid of

references, identify the lawful procedures to
request, authorize, and conduct a command
authorized search, in accordance with Military
Rules of Evidence 315.

Select | Quit |

Figure 7-20. Inport Test Item From Wrking to Locally Approved Status

2. Referring to Table 7-07 for an explanation of the data fields,
select the LOfromwhich to inport test itens.
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Table 7-07. Inport Test Item From Wrking To Locally Approved Status

| TEM DESCRI PTI ON
Cour se Sel ection
LO Non-editable field displaying the list of designators for
each | earning objective assigned to this course.
Lear ni ng Non-editabl e field displaying the actual |earning objective
hj ective for the highlighted | o designator
Descri ption

3. dick on Select. The systeminports the test itens associated with
the I earning objective and returns you to the Test Itens for Course
selection list box. Note that you may now preview and edit each
imported test itemindividually (Paragraph 7.5.1.2) or you may
reprint the LOWNfor the Approved course so that you may review the
test items globally (Paragraph 6.4.11).

7.5.1.5 View

This command allows you to view a selected test item The conprehensive
report covers all information entered for this test item(i.e., question
possi bl e answers, correct answer, reference, date |ast nodified, and by
whom nodified). This conmand is available fromw thin the Approved status.

1. Fromthe Test Itens for Course selection Iist box (Figure 7-12),

hi ghlight the desired test itemby clicking on it.

2. Cick on View A viewof the report appears.

7.5.2 Course Level - Exam Categories

This option allows you to establish up to three exam categories. You can
retain or change the default Acadenic category (category 1), and you can
add two additional category titles (categories 2 and 3). However, at | east
one category title must exist. Later, under the C ass nmenu option, you can
assign the tests to the appropriate categories (Paragraph 7.5.6) for a
class. Each class may use different categories. Note that MCAlI M5
automatically recal cul ates the GPA and cl ass standi ng after renani ng exam
cat egori es.

1. Fromthe Mintenance drop-down nmenu (Figure 7-08), choose Course
Level, Exam Categories. |If no class exists yet, a nmessage appears
advising you to create a class before choosing this option. dick
on K. Oherw se, the Exam Category Mi ntenance for Course
selection list box (Figure 7-21) opens.

Exam Category Maintenance for MOZRMGA - x|
FY/CLASS STATUS CLASS TITLE [ ]
00/2000030 Class In Session CHARLIE COMPANY
00/2000040 Class In Session DELTA COMPANY
00/2000050 Class In Session ECHO COMPANY
00/2000060 Class In Session FOX COMPANY
00/2000070 Pending Class Start  MIKE COMPANY
01/2001010 Class In Session AL PHA COMPANY
01/2001020 Class In Session BRAVO COMPANY
01/2001030 Class In Session CHARLIE COMPANY
01/2001100 Class In Session ALPHA INTERNATIONAL OFFICERS
01/2001200 Class In Session BRAVO INTERNATIONAL OFFICERS
01/2001300 Class In Session CHARLIE INTERNATIONAL OFFICERS
022002010 Class In Session SAMPLE CLASS 2002-010
02/2002123 Class In Session OFFICER BASIC
| -

Edit I Done |

Figure 7-21. Exam Category Mi ntenance for Course
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2. Highlight the desired class and click on Edit. The Edit Exam
Cat egories for Course/ d ass dial og box (Figure 7-22) opens.

Edit Exam Categories for MOZRMG4,/01,/2001100 S x|

Category 1; [ACADEMIC

Category 2: ILEADERSHIP

Category 3: [MILITARY SKILLS

Clear | Save Exit wfo Save

Figure 7-22. Edit Exam Categories for Course/d ass

3. If the category fields contain titles that you do not wish to
retain, click on Clear. You receive a nmessage advising you about
this action and confirming your desire to continue. Cick on Yes.
The systemrenoves the current examcategory titles, defaults the
Category 1 title to "Acadenm c", and returns you to the Exam
Cat egory Mai ntenance for Course selection |ist box.

4. If you wish to add two additional category titles, refer to Table
7-08 for an explanation of the data fields.

Table 7-08. Edit Exam Categories for Course/d ass

| TEM DESCRI PTI ON PARAMVETERS/
FORVAT
Category 1 |Category title to which all tests for this Up to 55
class are automatically assigned. You can al phanuneri c
change this default title (Academic), but you characters

cannot delete it
Category 2 | User-defined category title to which tests for Up to 55
this class can be assigned. al phanuneri c
characters
Category 3 | User-defined category title to which tests for Up to 55
this class can be assigned. al phanuneri c
characters

Enter the desired titles.

b. dick on Save. A nessage appears to provide information and to
confirmyour desire to continue. Note that tests previously
assigned to old category titles will be assigned to the
correspondi ng new category titles or reassigned to the first
category title if category titles are del eted.

c. Cick on Continue. The system adds the new categori es,
processes the GPAs for the new category nanmes, and returns you
to Exam Cat egory Maintenance for Course selection |ist box.

7.5.3 Course Level - Master Test - Academ c

This option allows you to establish test(s) for your Approved course that

wi || be subsequently assigned to classes (Paragraph 7.5.6.1). The
functions under this option entail creating and deleting test records,
assigning | earning objectives and test itenms to a highlighted test record
to make it a valid test, creating up to 26 alternate tests of a highlighted
valid test, resequencing test items within a test, and printing draft
instructor or student versions of tests.
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Note that the tests you create under this option are very inportant.
MCAI M5 uses the results of academ c tests you administer to conpute each
student's GPA and cl ass standing. However, sonetinmes you may want to
adm ni ster and score an academic test (which is based on | earning
obj ectives) and prevent the test score frominpacting the student's GPA and
class standing. In those circunstances (e.g., when you adm ni ster
prelinmnary or pop tests), you can clear the test results (Paragraph
7.6.4). However, be sure that you first print the Test Results Report
(Paragraph 7.7.4) before clearing any results.

HINT: To ensure that your tests contain all the test itens you wish to
assign to them print out a draft test. Add any additional test itens
to the tests before you assign tests to classes (Paragraph 7.5.6.1).

If the test itens do not exist, return to Course Level, Test Itens, Add
to establish them (Paragraph 7.5.1.1).

HINT: |If test itens and |l earning objectives are deleted as a result of
overwriting or deleting concept cards in the Curriculum nodule, the
test itenms will also be removed fromany tests that have not been

| ocked to a class. The systemwi |l provide a list of Test IDs that
have been i npact ed.

1. Fromthe Maintenance drop-down nenu (Figure 7-08), choose Course
Level, Master Test, Academic. The Tests for Course selection |ist
box (Figure 7-23) opens.

Tests for Course MOZRMG4 e x|
TEST ID VER |TEST TYPE TEST TITLE [+]
0101X A Written FITHESS REPORT EXAMIN LOfTest ltem
0191X Subijective Test TECHHIQUES OF MILITAR' =
321X A Written NBC/AVI/ENG EXAMINATI
0344 X Subijective Test COMBAT ORDERS FORMA Create Alt Test
359X A Written DEFENSE EXAMINATION =
366X Subjective Test TACTICAL DECISION MAK|
0398 X A Written OFFENSE EXAMINATION Reseq Test Ilemf
0791X A Written BASIC SKILLS EXAMINATI =
0792X A Written LEADERSHIP AND ADMIN
0793X A Written AMPHIBIOUS OPERATION Print Draft
0795X Subjective Test FIRST COMMAND EVALUA - | =
Valid Test
Add | Delete | Quit

Figure 7-23. Tests for Course

2. Refer to Table 7-09 for an explanation of the data fields appearing
in the selection |ist box.

Table 7-09. Tests for Course

| TEM DESCRI PTI ON
Test ID Non-editable field displaying the test identifier
of tests added to the course. |If different

versions of the test exist, the test ID wll
appear repeatedly.

Ver Non-editable field displaying the test version for
the corresponding test.
Test Type Non-editable field displaying the type of test

(i.e., witten, nmastery/non-nastery, scaled
credit, PFT, or subjective test) for the
correspondi ng test.
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Test Title Non-editable field displaying the title of the
correspondi ng test.

Valid or Invalid Test |Non-editable field indicating the status of the

hi ghlighted test. The words "lInvalid Test"

foll owed by an expl anation indicate that |earning
obj ectives with associated test itens have not
been added to a witten, nastery/non-nmastery, or
scal ed-credit test. The words "Valid Test"
indicate that this is either (1) a PFT or

subj ective type test or (2) a witten,

mast ery/ non-nmastery, or scaled-credit test with at
| east one | earning objective and at | east one
associated test item A test nust be valid before
it can be | ocked.

3. dick on the desired commuand button
7.5.3.1 Add

This conmmand all ows you to create test records for the Approved course with
whi ch you are working. After adding a new test record, you should assign

| earni ng objectives and test itens to make a witten, nastery/non-nastery,
or scaled-credit test valid (Paragraph 7.5.3.3).

However, the PFT and subjective test records you establish here are
only test tenplates. Under the Scoring menu item (Paragraph 7.6.2), the
PFT test record will accept manual entry of PFT information for each
student, calculate a PFT score, and assign an academ c grade to that PFT
score. Under the Scoring nenu item the subjective test record will accept
manual entry of student grades for a nmanually scored test. The grades for
PFTs and subjective tests are included with other Acadenmic type test in the
cal cul ati on of student GPAs.

1. Fromthe Tests for Course selection |list box, click on Add. The
Create a Test dialog box (Figure 7-24) opens.

Create a Test = ; ﬂ

~TestType —————
Test ID: Version: A W

i+ Written

Title:
" Mastery{Non-mastery

" Scaled Credit
" PFT

" Subjective

Save | Quit |

Figure 7-24. Create a Test

2. Referring to Table 7-10 for an explanation of the data fields,
enter the appropriate text and click on the desired radi o button

Tabl e 7-10. Create a Test
| TEM DESCRI PTI ON
Test ID Unique identifier for each test created. Up to 9
al phanuneri c
characters
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| TEM

DESCRI PTI ON

Ver si on

Non-editable field displaying that this is version A (a new
test). Subsequent versions can be created only after test
itens are added to this test.

Title

Title for each test created. You nust conplete |Up to 40
this field to save the record. al phanuneri c
characters

Test Type

Witten

Radi o button for a witten test that nay contain nmultiple
choice or true-false test itens or a conbination of both.
This is the default choice. Test keys are generated for
Witten test.

Note that you can take one of the follow ng three approaches
when scoring this test type

(1) Electronically scan individual student responses into
MCAIMS via the ScanTools |l application. MCAIMS  will
automatically score the responses for the entire test to
cal cul ate the student's grade (Paragraph 7.6.1).

(2) Manually enter individual student responses into MCAI NS,
MCAIMS will automatically score the responses for the entire
test to calculate the student's grade (Step 6, Paragraph
7.6.1).

(3) Enter the final score for each student into MCAIMS for
tests you have namnually graded. (Step 8, Paragraph 7.6.2).

Mast ery/
Non-
Mast ery

Radi o button for a nmastery/non-mastery test to which you may
add one or nore performance test itens or a single
performance checklist test itemcontaining multiple checklist
steps. This type of test allows you to assign one of two
scores to the student performance on each perfornance test
item or each performance checklist step. An "A" indicates
mastery (full credit) and a "B" indicates non-nmastery (no
credit). Test keys are NOT generated for a Mastery/ Non-
Mastery test.

Note that you can take one of the follow ng three approaches
when scoring this test type

(1) Conplete a scan sheet for each student and el ectronically
scan the individual student responses into MCAI MS
MCAI M5 wi Il autonatically score the responses for the
entire test to calculate the student's grade (Paragraph
7.6.1).

(2) Enter individual test itemor step results for each
student into MCAIM5. MCAIMS will autonatically score the
responses for the entire test to calculate the student's
grade. (Step 6, Paragraph 7.6.2).

(3) Enter the final score for each student into MCAIMS for
tests you have namnual ly graded. (Step 8, Paragraph
7.6.2).
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| TEM

DESCRI PTI ON

Scal ed
Credit

Radi o button for a scaled credit test to which you may add
one or nore performance test items or a single performance
checklist test itemcontaining nmultiple checklist steps.

This type of test allows you to assign one of five scores to
the student's performance test itemor each performance
checklist step, as appropriate. An "A" indicates 100% (ful
credit), a "B" indicates the average between A and C (parti al
credit), a "C indicates the percentage set for the
Passi ng/ Max Retest value at the tine the C ass record was
created (partial credit), a "D' indicates the average between
Cand E (partial credit) and an "E" indicates 0% (no credit).
Test keys are NOT generated for a Scaled Credit test.

Note that you can take one of the follow ng three approaches
when scoring this test type

(1) Conplete a scan sheet for each student and el ectronically
scan the individual student responses into MCAI MS
MCAIMS wi Il autonatically score the responses for the
entire test to calculate the student's grade (Paragraph
7.6.1).

(2) Enter individual test itemor step results for each
student into MCAIM5. MCAIMS will autonatically score the
responses for the entire test to calculate the student's
grade. (Step 6, Paragraph 7.6.2).

(3) Enter the final score for each student into MCAIMS for
tests you have namnual |y graded. (Step 8, Paragraph
7.6.2).

PFT

Radi o button for establishing a PFT test tenplate. Note that
no ot her conmmand buttons are enabled for this type test.

I nstead of assigning |earning objectives or test itens, the
tenpl ate you establish here accepts manual entry of PFT
information for each student, calculates a PFT score, and
assigns an academ c grade to that PFT score under the Scoring
menu item (Step 7, Paragraph 7.6.2). You may use the PFT
Grade Table Editor in this nmbdule to establish a relationship
bet ween the m ni mum PFT score and the m ni num passi ng
academic grade. MCAIMS is distributed with the PFT Grade
Editor defaults set to Marine Corps standard PFT passing
scores and a related acadenic grade of 80%

Subj ecti ve

Radi o button for establishing a subjective test tenplate. No
test itens are assigned to this test, and no other conmand
buttons are enabled for this type test. Instead, the

tenpl ate accepts manual entry of student grades under the
Scoring nenu item (Step 7, Paragraph 7.6.2) for a nmanually
created and scored test. Considered an academ c type test
for the purposes of calculating a student's GPA, this field
acconmodat es ni scel | aneous academc tests (e.g., matching
colums) that do not fit into other categories (i.e.

witten, nmaster/non-mastery, or scaled credit). A subjective
test can also reflect the individual's affective traits
(e.g., attitudes, values) to which you are assigning a grade
as opposed to the student's intellectual or notor abilities.
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3. dick on Save. |If the records already exist, you will receive a
nmessage so advising you. Cick on K. Oherw se, the system
returns you to Master Test - Acadenic dial og box.
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7.5.3.2 Delete

This conmmand all ows you to delete a test record fromthe course record with
whi ch you are worki ng.

1. Fromthe Tests for Course selection |list box, highlight the desired
test.

2. Cick on Delete. You will receive a nmessage based on one of three
condi tions:

« |If the selected test has already been assigned to any cl asses,
refer to Step 3.

« |If the selected test has not been assigned to any cl asses yet
and is Version A refer to Step 4.

« |If the selected test has not been assigned to any classes yet
and is not Version A refer to Step 5.

3. If the selected test has been assigned to any cl asses, you are
advi sed that you nust either unassign the test fromthe class(es)
or lock the test to the class(es) before it can be deleted. dick
on either Print or Quit. Either selection returns you to the Tests
for Course selection list box. The test is retained.

4. If the selected test has not yet been assigned to any classes and
is Version A, you are advised that deleting this version wll
delete all versions of the test. dick on Yes. The test is
del eted, along with any alternate versions. The systemreturns you
to the Master Test - Academ c dial og box.

5. If the selected test has not been assigned to any classes yet and
is not Version A, you are asked to confirmyour wish to delete the
test. Cick on Yes. The test is deleted. Note that deleting a
version other than A does not delete any other alternate version
The systemreturns you to the Master Test - Acadenic dial og box.

7.5.3.3 LO Test Item

This conmmand all ows you to assign |learning objectives and test itens to the
hi ghli ghted Version A witten, nastery/non-mastery, or scaled credit test
record. For alternate test versions, you cannot add or del ete | earning

obj ectives. However, you can reassign test itens to the highlighted test
record, providing you do not increase or decrease the number of test itens.

1. Fromthe Tests for Course selection |ist box, select the desired

witten, mastery/non-nastery, or scaled credit test. |If you select
Version A of a test, you can add | earning objectives and test
items. If you select alternate test versions, you can only re-

assign test itens.

2. Cick on LO'Test Item The Learning Cbjectives for Test dialog box
(Figure 7-25) opens. Note that the title bar identifies the type

of test with which you are working and the test version. [|f you
sel ected Version A all the command buttons will be enabled. |If
you sel ected alternate versions, the Add and Del ete buttons are not
enabl ed.
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Learning Dbjectives for Test 0791%A (Written) ‘ '_ |

Test ltems

Learning Objectives Items on Test 4]

9901.06.01n

9901.06.010
9901.06.01p
9901.06.01g
9901.06.01r
9901.06.04a
9901.06.04b
9901.06.04c
9901.06.04d

NNA:‘NaMaM

Total Number of Test ltems on this Test: 49

Add Delete Done

Figure 7-25. Learning Objectives for Test

3. Refer to Table 7-11 for an explanation of the data fields.

Table 7-11. Learning Objectives for Test

| TEM DESCRI PTI ON
Lear ni ng Non-editabl e field displaying the | earning objectives
hj ectives added to this test.
Nurmber of Test | Non-editable field displaying the nunber of test itemns
Itens assigned to the correspondi ng | earni ng objective.
Total Nunber Non-editable field displaying the cumul ative total of
of Questions guestions on the test.
on This Test

4, Select the desired command button
7.5.3.3.1 Add

This command all ows you to assign | earning objectives to Version A of a
test record. Note that test itens are associated with specific |earning
obj ectives for three basic types of tests: witten, mastery/non-nastery,
and scaled credit. Learning objectives nust have associated test itens of
the correct type for the selected test type (e.g., if you are working with
a mastery/non-nmastery test, you nmust have a performance or perfornmance
checklist test itemavailable to choose). The nunber of | earning

obj ectives you may assign to the test depends on the test type, as foll ows:

e Assign a single learning objective to a nmastery/ non-nastery or scal ed
credit test record containing a perfornance checklist test item (which
has multiple checklist steps). A nastery/non-mastery test allows you to
assign one of two scores to the student's perfornmance on each
performance checklist step. A scaled credit test allows you to assign
one of five scores to the student's performance on each perfornmance
checkli st step.

e Assign multiple learning objectives to a mastery/non-nmastery or scal ed
credit test record containing one or nore performance test itens. A
mast ery/ non-mastery test allows you to assign one of two scores to the
student's performance on each performance test item A scaled credit
test allows you to assign one of five scores to the student's
performance on each perfornmance test item

e Assign multiple learning objectives to a witten test record. A witten
test may consist of nultiple choice or true-false test itens or a
conbi nati on of both.
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HI NT: Consider printing out a Learning Objective Wrksheet Report for
t he Approved course fromthe Curriculumnodule. This report will enable
you to view the | earning objectives and test itens available to be

assigned to each academic test. |If additional test itenms need to be
est abl i shed, add them (Paragraph 7.5.1.1) before you continue devel opi ng
any tests.

HINT: This command all ows you to assign |earning objectives to Version
A of a test record even if alternate versions of the test exist. Wen
you add |l earning objectives to a test that has alternate versions, the
alternate test versions are del eted.

Fromthe Learning Objectives for Test selection list box, click on
Add. If there are no available |earning objectives containing test
itenms of the correct test type for this course, you receive a
nmessage so advising you. Cick on K. Oherw se, the dial og boxes
t hat appear depend on the type of test with which you are working.

a. If you working with a witten test, the Select Learning
hj ective selection Iist box (Figure 7-26) opens.

Select Learning Objective ﬂ

oa Obje oS
9901.01.01a

9901.01.01h

9901.01.01c

9901.01.01d

9901.01.01f

9901.01.01g

9901.01.01h

9901.01.01i

9901.01.01f

Select | Quit |

Figure 7-26. Select Learning Objective

(1) Double-click on each | earning objective to which you wi sh
to associate test itens.

(2) dick on Select. The systemadds the desired | earning
obj ective(s) and returns you to the Learning Objectives
for Test selection |ist box.

b. If you are working with a nmastery/non-nastery or scal ed credit
type test, the Choose Perfornmance Item or Perfornance Checkli st
di al og box (Figure 7-27) opens.

B |

~Performance ltems:

Multiple Performance test items may be assigned to
a Mastery{Non-Mastery or Scaled Credit test.

 Add

- Performance Check List:
Only one Performance Check List may be selected
for a Mastery/Non-Mastery or Scaled Credit test.

1 Add Performance Check List

Continue | Quit |

Figure 7-27. Choose Performance Item or Perfornmance Checkli st
(1) Choose the appropriate radio button
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(2) dick on Continue. |If there are no avail able |earning
obj ectives containing test itens of the correct type, you
recei ve a nessage so advising you. Cdick on OKto return
to the Learning Objectives for Test dialog box (Figure 7-
25). O herwise, the Select Learning Cbjective selection
list box (Figure 7-26) opens. Note that only | earning
objectives with the appropriate type of test itemfor the
type of test created appear in the list. The choices you
make in this box depend on the type of test with which you
are wor ki ng.

(a) Select the learning objective(s).

1 For a performance type question, double-click
on each |l earning objective to which you wish to
associ ate test itens.

2 For a performance checklist type question
doubl e-click on only one |earning objective.

(b) dick on Select. The system adds the desired
| earni ng objective(s) and returns you to the Learning
hj ectives for Test selection |ist box.

7.5.3.3.2 Delete

This conmand allows you to delete a |learning objective and its test iten(s)
fromthe Version A test record

HINT: This command all ows you to del ete | earning objectives from
Version A of a test record even if alternate versions of the test
exi st. \Wien you delete |l earning objectives froma test that has

alternate versions, the alternate test versions are del eted.

1. Fromthe Learning Objectives for Test selection Iist box, highlight
the desired | earning objective.

2. Cdick on Delete. A message appears to advise you that the
hi ghl i ghted | earni ng objective and the question(s) based on it wll
be deleted fromthis version and all alternate versions.

3. Cick on Yes to confirmyour wish to continue. The |earning
obj ective and any test itens assigned to it is deleted, and the
systemreturns you to the Learning Objectives for Test sel ection
list box.

7.5.3.3.3 Test Itens

This conmand all ows you to add appropriate test itens to the highlighted

| earni ng objective. The type of test (witten, nmastery/non-nastery, or
scaled credit) and | earning objective with which you are worki ng deterni nes
the type of test itens (nultiple choice, true-false, performance, or
performance checklist) that you can choose. For exanple, if you have
chosen a | earning objective that has a performance checklist test item
associated with it, you may choose only a single test itemof this type.
However, if you have chosen a | earning objective that has witten or
performance test itens associated with it, you may choose nultiple test
itens. Note that for alternate test versions, you can assign different
test itenms to the highlighted test record if alternate test itenms exist for
the LO, however, you cannot increase or decrease the nunber of test itens
for each | earning objective.
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HI NT: Consider printing out a Learning Objective Wrksheet Report
(either by Duty, by Task, or by LO fromthe Curricul umnodule. This
will enable you to viewthe test itens associated with each | earning
obj ective that you can assign to the test.

HINT: This command all ows you to add to or delete fromthe nunber of
test itens associated with a | earning objective on Version A of a
test record. Wen you nake changes to the nunber of test itens in a
test record that has alternate versions, the alternate test versions
are del et ed.

Fromthe Learning Objectives for Test selection |ist box, highlight
the desired | earning objective.

Adick on Test Itens. The sequence of dial og boxes depends on the
type of test with which you are working.

« Refer to Step a if you are working with a perfornance checkli st
test item

« Refer to Step b if you are working with a witten or perfornmance
test itemns.

« Refer to Step c if you are working with test iten(s) for an
alternate test.

a. If you are working with a learning objective with a performance
checklist test itemdeveloped for it, the Test (for Checklist)
di al og box (Figure 7-28) opens.

Test M/N A [ <]

LO:0331.01.01a

—Select Checklist:

View Checklist | Save | Quit |

Figure 7-28. Test (for Checklist)
(1) Refer to Table 7-12 for an explanation of the data fields.

Table 7-12. Test (for Checklist)

I TEM DESCRI PTI ON

LO

Non-editable field displaying the designator for the selected
| earni ng obj ecti ve.

Sel ect Checkl i st

Test

Item | Non-editable field displaying the checklist test item
identifier.

(2) If you wish to view a test item highlight the desired
identifier and click on View Checklist. The View Test
Item Answer nmenp text box opens and displays the eval uator
and student instructions and performance checklist. dick
on Exit wo Save to return to the Test dialog box.

(3) Hghlight the desired test itemand click on Save. A
message flashes "renunbering test itenms" and the system
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returns you to the Learning Objectives for Test sel ection
list box.

b. If you are working with a | earning objective with witten or
performance test itens devel oped for it, the Test dial og box
(Figure 7-29) opens.

Lo: 9901.08.08c Total Mandatory: U Total Available: 3
Select ~User Choice——————— ~Random
& User, Choice [ [Seq Num [Test ltem B Ao e (o LCR
I 21T

5 1]

= Random

Save | Quit | View Question |

Figure 7-29. Test
(1) Refer to Table 7-13 for an explanation of the data fields.

Table 7-13. Test

| TEM DESCRI PTI ON
LO Non-editabl e field displaying the designator for the
sel ected | earni ng objective.
Tot al Non-editabl e field displaying the nunber of test itens

Mandatory |that have been designated a required part of any test
using this learning objective. A mandatory test itemis
automatically selected in the selection |ist bel ow under
User Choi ce.

Tot al Non-editabl e field displaying the total nunber of test
Available |itens available to be selected for the highlighted

| ear ni ng obj ecti ve.

Sel ect

User Cicking on this radio button allows you to select the

Choi ce desired test item(s) in the selection list to the right
under User Choi ce.

Random Cicking on this radio button allows the systemto
sel ect those test itens marked as nmandatory
automatically. The nunber of test itens the system can
select is based on the nunber you sel ect under the
Random Nunber for LO fi el d.

User Choice

Untitled A check in this non-editable field denotes that the
corresponding test itemis mandatory for the sel ected
LO

Seq Num Non-editabl e field displaying the sequence nunber that
the system assigns to the test itemon the test.

Test Item | Non-editable field displaying the test itemidentifier
Random
Nurber Drop-down |ist box from which you may choose the tota
for LO nunber of test itens you want the systemto assign to
this learning objective. To access this list box, you
nust have sel ected the Randomradi o button to the far
left.

(2) To preview a test item highlight it and click on View
Question. The View Test Item Answer nenp text box opens
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and di splays the question with the correct response.
Cick on Exit wo Save to return to the Test dial og box.

(3) Hghlight the desired test item(s) and click on Save.
Note that any mandatory itens are automatically sel ected.
A nessage flashes "renunbering test itenms" and the system
returns you to the Learning Objectives for Test sel ection
list box.

c. |If you are working with an alternate test record, the Test
di al og box (Figure 7-30) opens. Note that all the data fields
are di sabl ed except those under User Choice. This dialog box
enabl es you to select different test items for the alternate
test, providing alternate test itenms exist in the |list box.
Not e that you cannot increase or decrease the nunber of test
itens selected for each | earning objective.

TestW132 A [x]
Lo: 0300.01.01 Total Mandatory: 0 Total Available: 4
Select —User Choice—————————— ~Random
% User Chpice: [ [Seq Num [Test ltem B oot et Lo (LGB
([ [ T =
Random

Save | Quit | View Question |

Figure 7-30. Test

(1) To preview a test item highlight it and click on View
Question. The View Test Item Answer nenp text box opens
and di splays the question with the correct response.
Cdick on Exit wo Save to return to the Test dialog box.

(2) Before you can select a new test item you nust first
doubl e-click a selected itemto deselect it. Note that
any nandatory itens are automatically selected and you
cannot de-select such itens.

(3) Double-click the desired test itemto select it.

(4) dick on Save. A nessage flashes "renunbering test itens"
and the systemreturns you to the Learning Objectives for
Test selection |ist box.

7.5.3.4 Create Alt Test

This conmmand all ows you to copy Version A of the desired test to create an
alternate test. You nay create alternates for a valid witten, nastery/
non-mastery, or scaled-credit test for up to 26 versions of a test.

After creating a copy of Version A you need to vary it so that it is
no | onger an exact duplicate. An alternate can be conpleted by (1)
selecting different test itens for the selected test (refer to Step 2c
above (Paragraph 7.5.3.3.3, Test Itens), (2) resequencing test items in the
alternate test (refer to Paragraph 7.5.3.5), or a conbination of options
(1) and (2). Note that you cannot increase or decrease the nunber of test
itenms for each | earning objective.

HINT: Ensure that you create all desired versions of the test
before the test is assigned to a specific class (Paragraph 7.5.6.1)
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and | ocked (Paragraph 7.5.6.7). |If you create other versions after
a test is |locked, the new versions will not be available to a
specific class until the test is re-locked. A test cannot be re-

| ocked until all test scores are cleared. Re-locking a test will
clear all challenged test itens. However, if you wish to create
new test versions that will be available for subsequent cl asses,
you can do so wi thout concern for versions that are already | ocked.

Fromthe Tests for Course selection |ist box, select Version A of
the desired valid test.

Cick on Create Alt Test. |If the current version is inconplete
(i.e., one or nore LOs do not have test items assigned), you
recei ve a nessage that the current test version nust be conplete
prior to creating an alternate version. dick on OK Oherw se, a
nmessage confirnms your wish to create an alternate test version

Gdick on Yes. The systemdepicts the update process. Then the
systemreturns you to the Tests for Course selection |ist box.
Note that to this point, you have created a duplicate of test
version A. To vary the alternate test, you have two options: You
can resequence the test itens or you can select alternate test
itens.

7.5.3.5 Reseq Test Itens

This conmmand all ows you to resequence test itens for a valid witten,
mast ery/ non-mastery, or scaled-credit test. Wen an itemis resequenced,
the intervening itens are nmoved up to fill the gap created when the test
itemis noved

1.

Fromthe Tests for Course selection |list box, select the desired
test.

dick on Reseq Test Items. The Resequence Test ltens for Test
selection list box (Figure 7-31) opens.

Resequence Teskt Items for Test: W0362% ¥ersion: B

1 200 9901.08.08c
2 201 9901.08.06c
3 202 9901.08.08d
4 203 9901.08.06d
5
6
7

204 9301.08.08¢
205 9901.08.08e
206 9901.08.08f
9 208 9901.00.00f
10 209 9301.08.08y
11 210 9901.08.089
12 21 9301.08.08h
13 212 9901.08.08h

View | Save | Quit |

Figure 7-31. Resequence Test Itens for Test

If you wish to view the currently highlighted test item click on
View. A menp text box opens with the test item After viewi ng the
test item click on Exit wo Save to return to the Resequence Test
Items for Test selection Iist box.

Doubl e-click on the sequence nunmber for the test itemyou wish to
resequence. A drop-down |ist of nunbers appears.

Aick on the desired sequence number in the drop-down |ist.

Press the [Enter] key on your keyboard to accept the change or
press the [Esc] key to escape the drop-down |ist.
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7. After changing the desired sequence nunber(s), click on Save. The
system resequences the affected test itens (i.e., the nunber(s) you
changed and nunber(s) followi ng) and then returns you to the Tests
for Course selection |ist box.

7.5.3.6 Print Draft

This conmand allows you to print draft copies of either a student or an
instructor witten, nmastery/non-nmastery, or scaled-credit test. Note that
the answer follows each question in the instructor copy. You may al so
print just the answer key. After reviewing the draft test, you can add
additional test items if you so choose.

Al t hough you cannot print a PFT or subjective test, you can print a
PFT Prelimnary Report (Paragraph 7.7.7). This report is nerely a class
roster in which you can record PFT results. Note that you may print fina
versions of tests after tests are assigned and | ocked to classes (Paragraph
7.5.6.8).

1. Fromthe Tests for Course selection |ist box, select the desired
witten, nmastery/non-nastery, or scaled-credit test.

2. Cick on Print Draft. The system response depends on the type of
test you are printing.

a. |If you are printing a nastery/non-mastery or scal ed-credit
test, the test displays.

b. If you are printing a witten test, the Print Test dial og box
(Figure 7-32) opens.

Print Test W0362% E x|

Print Copy

@ iStudent Copy,

" Instructor Copy

I~ Answers Only.

Print | Cancel |

Figure 7-32. Print Test

(1) dick on the radio button beside Student Copy or
Instructor Copy. |If you choose Instructor Copy, you nay
click on the checkbox beside Answers Only if you want to
print only the test key.

(2) dick on Print. A viewof the test (or test key) appears.

7.5.4 Course Level - Master Test - Non- Academ c

This option allows you to establish non-acadenic tests and to create test
itenms for the test(s). Results for non-acadenic tests are available for
user and historical purposes only, unlike results for academ c tests that
are used to conpute a student's GPA and class standing. For exanple, you
can use a non-academc test to track how students performon pretests or
posttests. Unlike acadenic tests, non-acadenic tests are not based on

| earni ng objectives and the test itens associated with the | earning

obj ectives. You nmay create only one version of each non-acadenic test. A
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non-academc test is not assigned to a specific class but can be used by
any class in the course. It is available for scanning or entering

i ndi vi dual responses under Paragraph 7.6.2. Availability applies to every
class status (pending start, in session, graduated, or BNA upl oaded).

1. Fromthe Miintenance drop-down menu (Figure 7-08), choose Course
Level , Master Test, Non-Academic. The Non-Academnic Tests for
Course selection list box (Figure 7-33) opens.

Non-Academic Tests for Course MOZRMG4

ACE1

BOBNON

ocTo1 Test ltems I
- Print

Title: SOCIAL SKILLS

Number of Test ltems: 3

add | Delete | copy | Quit

Figure 7-33. Non-Academ c Tests for Course
2. Refer to Table 7-14 for an explanation of the data fields.

Tabl e 7-14. Non-Academ ¢ Tests for Course

| TEM DESCRI PTI ON
Test ID Non-editable field displaying the test identifier for each
non-acadeni c test created for a course.
Title Non-editable field displaying the test title for the

correspondi ng highlighted test |D.
Nurber of Non-editable field displaying the nunber of test itens
Test Itens |assigned to the correspondi ng highlighted non-academ c test.

3. dick on the desired commuand button

7.5.4.1 Add

This conmand all ows you to create a new non-acadenic test.

1. Fromthe Non-Acadenm c Tests for Course selection |list box, click on
Add. The Create a Test dialog box (Figure 7-34) opens.

Create a Test = 2 ¢ x|

Test ID: ||

TITLE: |

Figure 7-34. Create a Test

2. Referring to Table 7-15 for an explanation of the data fields, add
the appropriate text.
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Table 7-15. Create a Test

| TEM DESCRI PTI ON PARAMVETERS/
FORVAT
Test ID Unique identifier for each test created. Up to 9
al phanuneri c
characters
Title Title for each test created. You nust conplete |[Up to 50

this field to save the record. al phanuneri c
characters

3. dick on Save. This returns you to the Non-Acadenic Tests for
Course selection list box.

7.5.4.2 Delete
This conmand all ows you to del ete the highlighted non-academ c test from
t he course.

1. Fromthe Non-Academ c Tests for Course selection |ist box,

7.5.4.3

hi ghlight the desired test.

Cick on Delete. A nessage appears to confirmyour intent.
Cick on Yes. The test is deleted and the systemreturns you to
t he Non- Acadenmic Tests for Course selection |ist box.

Copy

This conmmand all ows you to copy non-acadenic tests from anot her Approved or

Subm tte

d course to this course

From t he Non- Academ c Tests for Course selection list box, click on
Copy. If no non-academic tests exist in other courses, you receive
a nessage so advising you. Cick on K. Oherw se, the Sel ect
Cour se/ Non- Academi ¢ Test selection |list box (Figure 7-35) opens.

Select Course/Non-Academic Test) : ﬂ

COURSE ID STATUS TEST ID

MDZRMN4 IAPPROVED NOV11

Course Title:
WARRANT OFFICER BASIC COURSE

Test Title:
SOCIAL SKILLS

Select I Quit |
Figure 7-35. Select Course/Non-Acadeni c Test
H ghlight the desired test ID and click on Select. |If a test with

the sane name exists, you are pronpted to overwite the existing
test. Otherw se, a nessage appears to confirmyour wish to copy
t he non-acadenic test.

Cick on Yes. The test is copied, and the systemreturns you to
t he Non- Academi ¢ Tests for Course selection |ist box.
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7.5.4.4 Test Itens

This conmand allows you to create test itens for this test.

1. Fromthe Non-Academ c Tests for Course selection |ist box,
hi ghlight the desired test.

2. Cick on Test Items. The Test Items Assigned to Test selection
list box (Figure 7-36) opens.

Test Items Assigned to ACEL e X

Sequence 4]

m

)

-

add | Edit | Delete | it |

Figure 7-36. Test Itens Assigned to Test
3. dick on the desired command button

7.5.4.4.1 Add

This conmand all ows you to add a new test item

1. Fromthe Test Itens Assigned to Test selection |list box, click on
Add. The Create a Test Itemdial og box (Figure 7-37) opens.

Create a Test e X
Test ltem:
Sequence:| g j Prepare the tent, ~| Answer:|p j
Save | Quit |

Figure 7-37. Create a Test Item

2. Referring to Table 7-16 for an explanation of the data fields,
create a test item(e.g., nmultiple choice).

Table 7-16. Create a Test Item

| TEM DESCRI PTI ON PARAVETERS/
FORMAT
Sequence Sequence nunber assigned to each test itemcreated. Defaults
automatically to the next Arabic nunber when addi ng anot her
item
Test Item |Place to enter the actual short answer test Up to 64,000
itemor question (e.g., a nultiple choice al phanuneri c
qguestion). You rmust conplete this field to characters
save the record.
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| TEM DESCRI PTI ON PARAVETERS/
FORVAT
Answer A drop-down list (Ato E) fromwhich you designate the
correct answer for this test item Defaults to A unless you
change it.

3. Cick on Save. This returns you to the Test Itens Assigned to Test
sel ection |ist box.

7.5.4.4.2 Edit

This conmmand allows you to edit a selected test item

1. Fromthe Test Itens Assigned to Test selection |list box, highlight
the desired test item

2. Cick on Edit. The Edit Question Number for Test dialog box
(simlar to Figure 7-36) opens.

3. Referring to Table 7-16 for an explanation of the data fields, edit
the test itemor resequence the test itens.

4. dick on Save. This returns you to the Test Itens Assigned to Test
sel ection |ist box.

7.5.4.4.3 Delete

This conmand all ows you to delete a selected test item

1. Fromthe Test Itens Assigned to Test selection |list box, highlight
the desired test item

2. Cdick on Delete. A nmessage appears to confirmyour w sh to
conti nue.

3. Cick on Yes. The test itemis deleted. The systemreturns you to
the Test Itens Assigned to Test selection |list box. Note that the
test itenms will be re-sequenced

7.5.4.5 Print

This conmmand all ows you to print either a student copy or an instructor
copy of a non-academic test. Note that the instructor copy has the answer
foll owi ng each question. You may also print just the answer key.

1. Fromthe Non-Acadenm c Tests for Course selection |list box, select

t he desired non-academ c test.
2. Cick on Print. The Print Test dialog box (Figure 7-38) opens.
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Print Test 6602R [ 21x|

Print Copy

" Student Copy
 instructar Cony

[~ Answers Only

Print | Cancel |

Figure 7-38. Print Test

3. Cdick on the radio button beside Student Copy or Instructor Copy.
If you choose Instructor Copy, you may click on the checkbox beside
Answers Only if you want to print only the test key.

4. dick on Print. The Preview Print Report dialog box (Figure 7-39)
opens.

Print TEST ID: 0101X YER: A ﬂ
" Save report as a text file
Enter the number of lines per page to be used when saving the report(s).
Lines: 40
Enter the file name(s] to be used when saving the report(s).
| Browse... I
Continue I Quit |

Figure 7-39. Preview Print Report
5. Referring to Table 7-17, conplete the required information.

Table 7-17. Preview Print Report

| TEM DESCRI PTI ON PARAMETERS/
FORVAT
Previ ew Check this radio button if you wish to preview or print the
Print report. Then proceed to step 6
Report
Save Check this radio button if you wish to save the report as a
report as text file.
a text
file
Li nes If you selected Save report as a text file, Up to 2
enter the nunber of |ines per page to be used digits; 40
when saving the report(s). is the
def aul t
Nane If you selected Save report as a text file, Up to 30
(Untitled) |enter the file name(s) to be used when saving al phanuneri c
the report(s). You nust conplete this field to |characters
save the record. Note that the Browse button
to the right is enabl ed.

a. |If you selected Save report as a text file, you nay click on
Browse to view other text files titles saved. The Save As
di al og box opens.
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b. Enter a file nanme and click on OK or click on Cancel to return
to the Preview Print dialog box. |If you entered a file nane,
the nane appears in the Nane field.

6. dick on Continue.
a. |If you selected Preview Print Report, the report opens.

b. If you selected Save report as a text file, the system saves
the file and returns you to the Non-Acadenmi c Tests for Course
sel ection |ist box.

7.5.5 Course Level - Questionnaire

This option allows you to establish questionnaires and to create questions
for the questionnaires. Results for questionnaires are available for user
and historical purposes and have no inmpact on a student's GPA and cl ass
standi ng. For exanple, you can use a questionnaire to conduct a survey or
course evaluation. Although a questionnaire is not assigned to a specific
class, it is available for scanning or entering individual responses under
Paragraph 7.6.2. Availability applies to every class status in the course
(pending start, in session, graduated, or BNA upl oaded).

1. Fromthe Miintenance drop-down menu (Figure 7-11), choose Course
Level . Choose Questionnaire. The Questionnaires for Course
selection list box (Figure 7-40) opens.

x
QUESTIONNAIRE ID

Title: INSTRUCTOR EVALUATION

Number of Questions: 4

— Print
=

add | Delete | copy | Quit

Figure 7-40. Questionnaires for Course

2. Refer to Table 7-18 for an explanation of the data fields appearing
in the selection |ist box.

Table 7-18. CQuestionnaire for Course

| TEM DESCRI PTI ON

Questionnaire | Non-editable field displaying (by questionnaire

ID identifier) all the questionnaires created for the course
i dentified above.

Title Non-editabl e field displaying the questionnaire title for
the highlighted questionnaire ID

Nurber of Non-edi tabl e field displaying the number of questions

Questi ons contai ned in the highlighted questionnaire.

3. dick on the desired commuand button
7.5.5.1 Add

This conmand all ows you to create a new questionnaire.
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1. Fromthe Questionnaire for Course selection |list box (Figure 7-40),
click on Add. The Create a Questionnaire dialog box (Figure 7-41)
opens.

Create a Questionnaire E x|

Questionnaire 1D: |

TITLE: |

Figure 7-41. Create a Questionnaire

2. Referring to Table 7-19 for an explanation of the data fields, add
the appropriate text.

Table 7-19. Create a Questionnaire

| TEM DESCRI PTI ON PARAVETERS/
FORVAT
Questionnaire [Unique identifier for each questionnaire Up to 9
ID created. al phanuneri c
characters
Title Title for each questionnaire created. You Up to 50
nmust conplete this field to save the record. |al phanuneric
characters

3. Cdick on Save. This returns you to the Questionnaire for Course
sel ection |ist box.

7.5.5.2 Delete

This conmand all ows you to del ete the highlighted questionnaire fromthe
cour se.

1. Fromthe Questionnaire for Course selection list box (Figure 7-40),
hi ghl i ght the desired questionnaire.

Gdick on Delete. A message appears to confirmyour intent.
Cick on Yes. The questionnaire is deleted and the systemreturns
you to the Questionnaire for Course selection |ist box.

7.5.5.3 Copy

This conmand all ows you to copy a questionnaire from anot her Approved or
Subnitted course to the selected course

1. Fromthe Questionnaire for Course selection list box (Figure 7-40),
click on Copy. |If no questionnaire exists in other courses, you
recei ve a nessage so advising you. dick on K. Oherw se, the
Sel ect Course/ Questionnaire selection |ist box (Figure 7-42) opens.
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Select Course/Questionnaire)

COURSE ID STATUS QUESTIONNAIRE
MOZH4 R4 IAPPROVED BOE1

Course Title:
CLOSE COMBAT INSTRUCTOR TRAINER COURSE

Questionnaire Title:
SAMPLE QUESTIONNAIRE

Select I Quit |
Figure 7-42. Sel ect Course/ Questionnaire
2. Highlight the desired questionnaire and click on Select. If a

questionnaire with the same name exists, you are pronpted to
overwrite the existing questionnaire. Qherw se, a nessage appears
to confirmyour wish to copy the questionnaire.

3. Cick on Yes. The questionnaire is copied, and the systemreturns
you to the Questionnaire for Course selection |ist box.

7.5.5.4 Questions

This conmmand all ows you to create questions for the highlighted
guesti onnaire.

1. Fromthe Questionnaire for Course selection list box (Figure 7-40),
hi ghl i ght the desired questionnaire.

2. Cick on Questions. The Questions Assigned to Questionnaire
sel ection list box (Figure 7-43) opens.

Questions Assigned to BOBQUES

-

Add | Edit | Delete | Quit |
Figure 7-43. Questions Assigned to Questionnaire
3. dick on the desired command button

7.5.5.4.1 Add

This conmmand all ows you to add a new question to the questionnaire.

1. Fromthe Questions Assigned to Questionnaire selection |ist box
(Figure 7-43), click on Add. The Create a Question dial og box
(Figure 7-44) opens.
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Create a Questionnaire E x|

Question:

Sequence: j ~| Answer: j

-

Save | Quit |

Figure 7-44. Create a Question

2. Referring to Table 7-20 for an explanation of the data fields,
Create a test item

Table 7-20. Create a Question
| TEM DESCRI PTI ON PARAMVETERS/
FORVAT
Sequence Sequence number assigned to each question created. Defaults
automatically to the next Arabic nunber when addi ng anot her
guesti on.
Question The actual question. You nmust conplete this Up to 64,000
field to save the record. al phanuneri c
characters
Answer Non-editable field. You cannot indicate a preferred response
inthis field because there is no "correct" answer to be
scored. Individual responses are scanned or entered fromthe
bubbl e sheets with no bias given to each response.

3. Cick on Save. This returns you to the Questions Assigned to
Questionnaire selection |ist box.

7.5.5.4.2 Edit

This conmmand allows you to edit a sel ected question

1. Fromthe Questions Assigned to Questionnaire selection |ist box
(Figure 7-43), highlight the desired question

2. Cdick on Edit. The Edit Question Number for Questionnaire Number
dial og box (simlar to Figure 7-44) opens.

3. Referring to Table 7-20 for an explanation of the data fields, edit
t he questi on.

4. dick on Save. This returns you to the Questions Assigned to
Questionnaire selection |ist box.
7.5.5.4.3 Delete

This conmand all ows you to delete a selected test item

1. Fromthe Questions Assigned to Questionnaire selection |ist box
(Figure 7-43), highlight the desired question

2. Cick on Delete. A message appears to confirmyour w sh to
conti nue.

3. Cick on Yes. The question is deleted. The systemreturns you to
the Questions Assigned to Questionnaire selection |ist box.
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7.5.5.5 Print

This conmand allows you to print either a student copy or instructor copy

of a questionnaire.
each questi on.

Note that the instructor copy has the answer foll ow ng

1. Fromthe Questionnaire for Course selection list box (Figure 7-40),

hi ghl i ght the desired questionnaire.

2. Cick on Print.
opens.

TEST ID: BOBQUES TITLE: SAMPEL QUESTIONNAIRE = x|

" Save report as a text file

Enter the number of lines per page to be used when saving the report(s).
Lines: 40
Enter the file name(s] to be used when saving the report(s).

| Browse... I

Continue I Quit |
Figure 7-45. Preview Print Report

The Preview Print Report dialog box (Figure 7-45)

3. Referring to Table 7-21, conplete the required information.

Table 7-21. Preview Print Report
| TEM DESCRI PTI ON PARAMVETERS/
FORVAT
Preview Print | Check this radio button if you wish to preview or print
Report the report. Then proceed to step 4.
Save report Check this radio button if you wish to save the report as
as a text atext file.
file
Li nes If you selected Save report as a text file, Up to 2
enter the nunber of |ines per page to be digits; 40
used when saving the report(s). is the
def aul t
Nane If you selected Save report as a text file, Up to 30
(Untitled) enter the file nane(s) to be used when al phanuneri c
saving the report(s). You nmust conplete characters
this field to save the record. Note that
the Browse button to the right is enabl ed.

a. If you selected Save report as a text file, you nmay click on

Browse to view other text files titles saved.
di al og box opens.

The Save As

b. Enter a file nane and click on OK or click on Cancel to return

to the Preview Print dialog box.
the nane appears in the Nane field.

4. dick on Continue.

If you entered a file nane,

If you selected Preview Print Report, the report opens.

b. If you selected Save report as a text file, the system saves
the file and returns you to the Questionnaire for Course

sel ection |ist box.
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This option allows you to access tests created for a course,

tests to a specific class, and to maintain selected tests.

3.
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to assign

HI NT: Postpone assigning weights to the tests you assign to your
class until you are sure all the appropriate tests exist.

O herwi se, you nust readjust the percentages each tinme you assign
or unassign a test.

From t he Mai nt enance drop-down nmenu (Figure 7-08),
The Sel ect O ass selection |ist

Level .

with a list of classes.

Select Class - _':'

FY/CLASS STATUS TITLE [ <]

00/2000030

Class In Session

CHARLIE COMPANY

choose C ass
box (Figure 7-46) opens

£

00/2000040

Class In Session

DELTA COMPANY

00/2000050

Class In Session

ECHO COMPANY

00/2000060

Class In Session

FOX COMPANY

00/2000070

01/2001010

Pending Class Start
Class In Session

MIKE COMPANY

ALPHA COMPANY

01/2001020

Class In Session

BRAVO COMPANY

01/2001030

Class In Session

CHARLIE COMPANY

01/2001100

Class In Session

ALPHA INTERNATIONAL OFFICERS

01/2001200

Class In Session

BRAVO INTERNATIONAL OFFICERS

01/2001300

02/2002123

Class In Session

Class In Session

CHARLIE INTERNATIONAL OFFICERS
022002010 Class In Session SAMPLE CLASS 2002010

OFFICER BASIC

Select I

Done |

Figure 7-46

. Select C

ass

H ghlight the desired class (usually a pending class or class in
session) and click on Select or double-click the desired class.

The Tests Assigned to Class selection |ist
with a list of any tests already assigned to the class.

box (Figure 7-47) opens
Not e t hat

the buttons that are enabl ed depend on the type class sel ect ed.

Tests Assigned to Class MO2RMG4 /0372003300

LOCK DATE

TESTID

TEST TYPE

0191X

Subjective Test

20030402

0321X

Written

20030402

KT

Title: DEFENSE EXAMINATION

Category: ACADEMIC

YWeight: Equal

Assign

| Unassign |

Multipart | Import

|
|

0344% Subjective Test 20030402
0359X Written 20030402
0368X Subjective Test 20030402
_'IJ

Category

Weight

Lock

Print

| Done

Refer to

Figure 7-47.
Tabl e 7-22 for an explanation of the data fields.

Tabl e 7-22.

Tests Assigned to O ass

Tests Assigned to O ass

| TEM

DESCRI PTI ON

Test ID

Non-editable field displaying the test identifier

Test Type

Non-editable field displaying the test type (i.e.
mul tiple part, nmastery/non-nmastery, scaled credit,
subj ective, or witten) for the correspondi ng test.

Lock Date

Non-editable field displaying the date the test was
| ocked, if appropriate.

Title

Non-editable field displaying the title of the
hi ghl i ghted test.
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Cat egory Non-editabl e field displaying the category of the
highlighted test, if assigned. The default is Acadenic
Wei ght Non-edi tabl e field displaying the weight of the
hi ghlighted test. The default is Equal

4, dick on the desired commuand button
7.5.6.1 Assign

This conmand all ows you to assign valid academ c tests and PFTs created for
the course to the selected class. Note that you cannot assi gn non-acadenic
tests or questionnaires because they are automatically available to every
class in the course.

When you assign tests to an In Session class, the systeminitiates two
cal cul ati ons:

« GPA for everyone except those who have previously been
i ndi vidual |y dropped or graduated.

« (Cass standings for everyone except those who have previously
been i ndividual |l y dropped.

1. Fromthe Tests Assigned to Class selection |list box (Figure 7-47),
click on Assign. The Tests Available for Course selection |ist box
(Figure 7-48) opens. Note that tests already assigned to the class
wi |l not appear in the selection |ist box.

Tests Available for Course MDZRMG4

TEST ID TEST TYPE TEST TITLE
Mastery/Non Mastery MASTERY/NM
SCALED CREDIT

NOW13 Scaled Credit

Select I Quit |

Figure 7-48. Tests Avail able for Course

2. Using the nultiple select feature, mark the test(s) that you w sh
to assign to the class and click on Select. The system adds the
test(s) to the class and returns you to the Tests Assigned to O ass
selection list box (Figure 7-47).

7.5.6.2 Unassign

This conmmand all ows you to renpve an unscored test fromthe sel ected class.
The renpved test is returned to the course |level where it remains avail able
to re-assign to a class in the future. |If a test version has already been
scored for a class with students in session, you nust first clear al

student scores before you can unassign the test. Test scores for students
who have been dropped or individually graduated will not affect the
Unassign function. Note that you can unassign any test type fromthis
selection list box except a nultipart test. A nultipart test is nmintained
under the Multipart Test Miintenance selection |ist box (Paragraph
7.5.6.3.2).

When you unassign a test froman In Session class, the system
initiates two cal cul ati ons:
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« GPA for everyone except those who have previously been
i ndi vidual 'y dropped or graduated.

« (Cass standings for everyone except those who have previously
been i ndividual |l y dropped.

1. Fromthe Tests Assigned to Class selection |list box (Figure 7-47),
sel ect the desired test.

2. Cick on Unassign. The response you receive depends on whether the
test has a version that has al ready been scored.

a. |If a test version has already been scored, you receive an
advi sory nessage. Cick on OK. The systemreturns you to the
Tests Assigned to Class selection |ist box.

b. If a test version has not been scored, you receive a nessage
asking you to confirmyour intention. Cick on Yes. |If the
test you are unassigning already had a wei ght assigned it, the
Assign Weight to Test dialog box (Figure 7-60) opens for you to
readj ust the weights for the renaining tests (Paragraph
7.5.6.6). Oherwi se, the systemrenoves the test fromthe
di al og box and returns you to the Tests Assigned to C ass
selection list box).

7.5.6.3 Miltipart

This conmmand allows you to create and maintain a nultiple part test. Such
atest is actually any conbination of two or nore individual tests. A
nmultipart test allows a single acadenmic grade to be used in the cal culation
of the student GPA-C ass Standing. Each of the tests conprising the
multipart test nay be the sane or different test types (e.g., a

mastery/ non-mastery and witten test). |f you want each conponent test to
be associated with a category, assign each test to a category before you
assign the test to the multipart test. Note that each part of a nultipart
test can carry a percentage of the total weights assigned to the conbined
test. Refer to Paragraph 7.6.2 for information about scoring a nultipart
test.

MCAI M5 autonatically recal cul ates the GPA and cl ass standing after the
foll owi ng processes:

« Assigning individual tests to a nultipart test
« Assigning or nodi fying weights on a nultipart test
« Unassigning parts of a nultipart test

HI NT: Before you create a nultipart test, be sure to assign
every test in the course that you wish to add to the class. Then
assign the desired category to each test that will be a conponent
of the nultipart test. |If you need to change the category for
any test within a nultipart test, you nust unassign the test,
choose a category, and then re-assign the individual test to the
nmul tipart test.

HI NT: Select the Set to Equal button if you think you may assign
additional tests to the nmultipart test. |[If you postpone
assigning weights to each conponent test until you are sure al
the appropriate tests have been assigned to the multipart test,
you do not have to readjust the percentages each tinme you assign
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or unassign a test.

HINT: Only tests that have not been scored are available to add
to a multipart test.

1. Fromthe Tests Assigned to Class selection |list box (Figure 7-47),

click on Multipart. The Miltipart Test Mintenance dial og box
(Figure 7-49) opens.

Multipart Test Maintenance

TEST ID s [« ]
032X  PATROLLING |
0859 SUPPORTING ARMS EXAMINATION

8605X FIRST AID EVALUATION

Create | Mainlenancel Done |
Figure 7-49. Miltipart Test Maintenance
2. Refer to Table 7-23 for an explanation of the data fields.

Table 7-23. Miltipart Test Maintenance

| TEM DESCRI PTI ON PARAVETERS/
FORVAT
Test ID Non-editabl e field displaying the test Up to 65,000
identifier for any nmultipart tests for this al phanuneri c
cl ass. characters
Title Non-editable field displaying the title for the
corresponding nultipart test.

3. dick on the desired command button

7.5.6.3.1 Create
This conmand allows you to create a nultipart test.

When you create a nultipart test for an In Session class, the system
initiates two cal cul ati ons:

« GPA for everyone except those who have previously been
i ndi vidual |y dropped or graduated.

« (Cass standings for everyone except those who have previously
been i ndividual |l y dropped.

1. Fromthe Miltipart Test Maintenance dialog box (Figure 7-49), click
on Create. |If only one test is available to be assigned to this
type test, you receive a nessage advising you that at |east two

tests are required. Cick on OK. Oherwise, the Create Miltipart
Test dial og box (Figure 7-50) opens.
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Create Multipart Test i B
Test ID: I
Title: |
Continue | Quit |
Figure 7-50. Create Multipart Test
2. Referring to Table 7-24 for an explanation of the data fields, add
the appropriate text.
Table 7-24. Create Multipart Test
| TEM DESCRI PTI ON PARAVETERS/
FORMAT
Test ID Unique identifier for each nmultipart test Up to 9
created. al phanuneri c
characters
Title Title for each multipart test created. You rmust |Up to 50
conplete this field to save the record. al phanuneric
characters

3. Cick on Continue. The Tests Available for
box (Figure 7-51) opens.

Tests Available for Course MD2RMG4 2 J 5 i B
TEST TITLE [«
AMPHIBIOUS OPERATION EXAMINATION

FIRST COMMAND EVALUATION

SECOND COMMAND EVALUATION

NIGHT LAND NAVIGATION EVALUATION

1470% Written LAND NAVIGATION WRITTEN EXAMINATION
1485X Subjective Test DAY LAND NAVIGATION EVALUATION

2140X Subjective Test WEAPONS PRACTICAL EVALUATION

(s e i mARY LA ExaMINATION
400X Subjective Test PHYSICAL FITHESS TEST

3493X Subjective Test OBSTACLE COURSE

8494 X Subjective Test ENDURANCE COURSE EVALUATION

8599 X Subjective Test DRILL EVALUATION

= |

[TEST ID

TEST TYPE
Written
Subjective Test
Subjective Test
Subjective Test

lo793x
0795
0796X
1460X

Quit |

Figure 7-51. Tests Avail able for Course
4. Using the nultiple select feature, nmark at
click on Save. This returns you to the Miltipart Test

sel ection |ist box.
7.5.6.3.2 Maintenance

This conmand all ows you to assign and unassi gn conponent tests

Cour se selection |ist

| east two tests and

Mai nt enance

and to

establish weights for each conponent test within a nultipart test.

1. Fromthe Miltipart Test
sel ect the desired MP test.

2. dick on Maintenance. The Multipart Test

(Figure 7-52) opens.

Version 4.0

Mai nt enance di al og box (Figure 7-49),

Mai nt enance di al og box
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[TEST ID TEST TYPE TITLE B

MASTERZ Mastery/Non Mastery MASTERY CHKLIST

PET___ PFT__ PFTTEST |
Ied Credit SCALED CHKLST

Category: ACADEMIC

Weight: 10.00

Assign | Unassign | Weights | Done |

Figure 7-52. Miltipart Test Maintenance

3. Refer to Table 7-25 for an explanation of the data fields.

Table 7-25. Miltipart Test Maintenance

| TEM DESCRI PTI ON

Test ID Non-editable field displaying the test identifier for the
conponent tests conprising this nultipart test.

Test Type Non-editable field displaying the test type for the
correspondi ng conmponent test.

Title Non-editable field displaying the title for the
correspondi ng conmponent test.

Cat egory Non-editabl e field displaying the category for the
hi ghl i ght ed conmponent test.

Wei ght Non-editabl e field displaying the weight for the highlighted

conponent test.

4, Click on the desired conmand button
7.5.6.3.2.1 Assign

This conmmand all ows you to assign additional component tests to the
selected nultipart test. Note that at |east two conponent tests nust be
added to this type test when it is established.

When you assign a test to an existing nultipart test for an in session
class, the systeminitiates two cal cul ations:

« GPA for everyone except those who have previously been
i ndi vidual |y dropped or graduated.

« (Cass standings for everyone except those who have previously
been i ndividual |l y dropped.

1. Fromthe Miltipart Test Maintenance selection Iist box (7-49),
click on Assign. |If no test is available to be assigned to this
type test, you receive a nessage so advising you. Cick on OK
O herwi se, the Tests Available for Course selection |ist box
(Figure 7-53) opens.
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Tests Available for Course MOZRMG4 x|
TEST ID TEST TYPE TEST TITLE [« ]
0101X Written FITNESS REPORT EXAMINATION
0191% Subjective Test TECHHIQUES OF MILITARY INSTRUCTION
0359 % Written DEFENSE EXAMINATION
0368 X Subjective Test TACTICAL DECISION MAKING EXAMINATION
0398 X Written OFFENSE EXAMINATION
0792 X Written LEADERSHIP AND ADMIN
0796 X Subjective Test SECOND COMMAND EVALUATION

Select I Quit |

Figure 7-53. Tests Avail able for Course

2. Highlight and select any additional test(s) that you wish to assign
to the nultipart test.

« |f the existing conponents are equally weighted, the system adds
the test(s) to the nultipart test and returns to the Multipart
Test Maintenance selection |ist box.

« |If the existing conponents are unequal ly weighted, the system
adds the test(s) to the multipart test and opens the Assign
Weight to Multiple Part Tests selection list box (Figure 7-54).

Assign Weight to Multiple Part Tests ' ﬂ

[TEST ID -]

Category: ACADEMIC

‘When all test weight values are set to zero, tests will be equally weighted.

Setto Equal Save | Exit wl/o Save |

Figure 7-54. Assign Weight to Miultiple Part Tests

HINT: |f you add another conmponent test after assigning

wei ght's, you nust again readjust the test weights as
appropriate so that all test weights equal 100 percent. Wit
until you have finished assigning all conponent tests to the
nmultipart test before you vary test weights.

a. Assign weight to the added test.

(1) If you wish every test to be equally weighted, click on
Set to Equal. A nessage appears to confirm your
intention. Cdick on Yes. The weights are changed to
zero, signifying all tests are equally weighted.

(2) Referring to Table 7-26, readjust the weight of each test
as appropriate.

Table 7-26. Assign Wight to Miultiple Part Tests

| TEM DESCRI PTI ON PARAVETERS/
FORMAT
Test ID Non-editable field displaying the test identifier for each
conponent test assigned to this nultipart test.
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| TEM DESCRI PTI ON PARAVETERS/
FORVAT
Wei ght Doubl e-click in this colum beside the desired Up to 3

Test ID. Enter a numeric value on the numeric digits to
keypad and press [Enter] on your keyboard. Use |[the left; 2
the arrow keys to proceed to the next weight to the right
you need to change; double-click in the desired
field to select it. The total weight of every
test in the list nust equal 100 percent.

b. dick on Save. MCAIMS returns you to the Tests Assigned to
Class selection list box (Figure 7-10).

7.5.6.3.2.2 Unassign

This conmmand all ows you to renove the conponent tests fromthe multipart
test. The renmoved conponent tests will then becone individual tests re-
assigned to the class. Wien the nultipart test has only two conponent
tests, the nultipart test itself is autonmatically del eted when you unassign
one of the two renmining tests.

When you renove conponent tests froma nultipart test for an in
session class, the systeminitiates two cal cul ations:

« GPA for everyone except those who have previously been
i ndi vidual 'y dropped or graduated.

« (Cass standings for everyone except those who have previously
been i ndividual |l y dropped.

1. Fromthe Miltipart Test Maintenance selection |ist box (Figure 7-
49), select the multipart test and click on Unassign. A nessage
appears to confirmyour intent to continue.

2. Cdick on Yes.

a. |If the nultipart test has three or nore conponent tests and you
| eave at |east two conponent tests assigned to it, the system
re-assigns to the class the unassi gned conponent test(s) as
i ndi vidual test(s) and retains the nmultipart test in the
Mul ti part Test Mai ntenance selection |ist box.

(1) If the existing components are equally weighted, the
system renoves the test(s) fromthe nultipart test and
returns to the Miultipart Test Maintenance selection |ist
box.

(2) If the existing conponents are unequally wei ghted, the
system renoves the test(s) fromthe nultipart test and
opens the Assign Weight to Multiple Part Tests sel ection
list box (Figure 7-55).
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Assign Weight to Multiple Part Tests

Category: ACADEMIC

‘When all test weight values are set to zero, tests will be equally weighted.

Setto Equal Save | Exit wl/o Save |

Figure 7-55. Assign Weight to Miultiple Part Tests
(a) Assign weight to the remaining test.

1 If you wish every test to be equally weighted,

click on Set to Equal. A nessage appears to
confirmyour intention. dick on Yes. The
wei ghts are changed to zero, signifying al
tests are equally wei ghted.

2 Referring to Table 7-27, readjust the weight of
each test as appropriate.

Table 7-27. Assign Wight to Miultiple Part Tests

| TEM DESCRI PTI ON PARAMVETERS/
FORVAT
Test ID Non-editabl e field displaying the test Up to 65,000
identifier for each conponent test assigned to al phanuneri c
this multipart test. characters
Wei ght Doubl e-click in this colum beside the desired Up to 3

Test ID. Enter a numeric value on the numeric digits to
keypad and press [Enter] on your keyboard. Use |[the left; 2
the arrow keys to proceed to the next weight to the right
you need to change; double-click in the desired
field to select it. The total weight of every
test in the list nust equal 100 percent.

Version 4.0

(3) dick on Save. The Assign Wight to Tests dial og box
(Figure 7-56) opens.

Assign Weight to Tests [%]

[TEST ID B
[MASTERZ N

SCALEDZ 0.00
SUBJECT 0.00

Category: ACADEMIC
‘When all test weight values are set to zero, tests will be equally weighted.
Setto Equal Save | Exitw/o Bave |
Figure 7-56. Assign Weight to Tests

(4) Referring to Table 7-27, readjust the weight of each test
as appropriate.

(5) dick on Save. MCAIMS returns you to the Tests Assigned
to Cass selection |ist box (Figure 7-47).
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b. If the nultipart test has only two conmponent tests, the
conponent tests will then becone individual tests re-assigned
to the class (Figure 7-47) and the nultipart test itself is
automatically deleted. A nessage appears to so advi se you

(1) dick on Yes to continue. The systemre-assigns to the
cl ass the unassi gned conponent test(s) as individua
test(s) and deletes the nultipart test.

(2) dick on Done. The Assign Wight to Tests dial og box
(Figure 7-) opens.

(3) Referring to Table 7-24, readjust the weight of each test
as appropriate.

(4) dick on Save. MCAIMS returns you to the Tests Assigned
to Cass selection list box (Figure 7-47).

7.5.6.3.2.3 Weights

This conmmand all ows you to assign weights to the parts of a nultipart test.
Each component test can be weighted equally or the tests can be assigned
varied weights. The weight for all tests/exans conprising the multipart
test must equal 100 percent. For exanple, three conponent tests within a
nmultipart test m ght be weighted 40, 30, and 30 percent (for a total of 100
percent). Note that the multipart test itself will also be weighted in
relation to other tests in the class (Paragraph 7.5.6.6). In effect,
assigning tests to a multipart test and varying the weight of the multipart
test inrelation to other tests allows you nuch flexibility in computing a
student's GPA and cl ass standi ng.

When you change the test weights for parts of a nultipart test
assigned to an in session class, the systeminitiates two cal cul ations:

« GPA for everyone except those who have previously been
i ndi vidual |y dropped or graduated.

« (Cass standings for everyone except those who have previously
been i ndividual |l y dropped.

1. Fromthe Miltipart Test Maintenance selection |ist box (Figure 7-
52), click on Weights. The Assign Wight to Multiple Part Tests
selection list box (Figure 7-57) opens with a list of all conponent

tests assigned to the nultipart test. |f weights had been assi gned
to the conponent tests before they were assigned to the nultipart
test, the weights will need to be adjusted. If no weights had been

assigned to the conponent tests before they were assigned to the
multipart test, the weights will be 0.00, signifying equal weights.
You may need to vary the weights for the tests.

« |If you wish to make all test values equal, refer to Step 2.
« |If you wish to assign weights, refer to Step 3.
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Assign Weight to Multiple Part Tests [%]

Category: ACADEMIC

‘When all test weight values are set to zero, tests will be equally weighted.

Setto Equal Save | Exit wl/o Save |

Figure 7-57. Assign Weight to Multiple Part Tests

2. Cick on Set to Equal. A nmessage appears to confirm your
intention. Cdick on Yes. The weights are changed to zero,
signifying all tests are equally wei ghted.

3. Referring to Table 7-28, vary the weight of each test so that the
cunul ati ve wei ghts equal 100 percent.

Table 7-28. Assign Wight to Miultiple Part Tests

| TEM DESCRI PTI ON PARAVETERS/
FORVAT
Test ID Non-editable field displaying the test identifier for each
conponent test assigned to this nultipart test.
Wei ght Doubl e-click in this colum beside the desired Up to 3

Test ID. Enter a numeric value on the numeric digits to
keypad and press [Enter] on your keyboard. |If the left; 2
you wi sh to enter nunber(s) to the right of the |to the right
decimal point (e.g., 10.5), you nmust type 10,
press the decinmal point key on the numeric
keypad (ensuring the Num oc is active), and
type 5. Press [Enter] on your keyboard. Use
the arrow keys to proceed to the next weight
you need to change; double-click in the desired
field to select it. The total weight of every
test in the list nust equal 100 percent.

4. dick on Save. This returns you to the Tests Assigned to C ass
sel ection |ist box.

7.5.6.4 |nport

This conmand all ows you to inport copies of tests (including nultipart
tests) fromanother class if no other tests have been assigned to this
class. If test itenms were challenged in the class fromwhich the tests
were inported, those test itens will retain the challenge in the class to
which they are inported. After tests are inported, print out an
instructor's copy of all tests produced. This copy will be annotated as to
those test itens that have been chal |l enged.

The scores of any tests that were previously taken by students before
they were re-assigned to the current class will also be inported, providing
the Test IDs match. The test scores will appear on the Academ c Tab of the
re-assi gned student’s record.

When you inport tests fromanother In Session class, the system
initiates two cal cul ati ons:

« GPA for everyone except those who have previously been
i ndi vidual 'y dropped or graduated.
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« (Cass standings for everyone except those who have previously
been i ndividual |l y dropped.

1. Fromthe Tests Assigned to Class selection |list box (Figure 7-47),
click on Inport. |If there are no classes available with tests
assigned, you will receive a nessage so advising you. dick on K
to return to the Tests Assigned to Class selection Iist box.

O herwi se, the Inport Al Tests selection |list box (Figure 7-58)
opens.

Import All Tests , ﬂ
From Class: (2000010 j copy
Class Status: In Session Done
Class Title:  ALPHA COMPANY

[TESTID TEST TITLE TEST TYPE [ <]
0795% FIRST COMMAND EVAL UATION Subjective Test
796X SECOND COMMAND EVAL UATION Subjective Test
1460% NIGHT LAND HAVIGATION EVALUATIO| Subjective Test
1485X DAY LAND NAVIGATION EVALUATION |Subjective Test
2140% WEAPONS PRACTICAL EVALUATION |Subjective Test
2291X RIFLE QUALIFICATION Subjective Test
2292X PISTOL QUALIFICATION Subjective Test
2500% COMMUNICATIONS EXAMINATION Subjective Test
8405X CLOSE COMBAT EVAI UATION Subjective Test =

Figure 7-58. Inport Al Tests

2. Referring to Table 7-29 for an explanation of the data fields,
hi ghlight the desired test.

Table 7-29. Inport Al Tests

| TEM DESCRI PTI ON

From d ass From the drop-down list, select the class fromwhich you
wish to copy tests. Note that the Iist of tests that
di spl ays bel ow changes according to the class sel ected.

d ass Non-editable field displaying the status of the class
St at us sel ected in the drop-down |ist above (e.g., In Session,
Graduat ed) .

Class Title |[Non-editable field displaying the title of the class
sel ected in the drop-down |ist above.

Test ID Non-editable field displaying the identifier for each test
inthe list of available tests to be copied.

Test Title Non-editable field displaying the title of each test in the
list of available tests to be copied.

Test Type Non-editable field displaying the test type for each test
inthe list of available tests to be copied.

3. dick on Copy. MCAIMs copies the desired test and returns you to
the Import Al Tests dial og box.

7.5.6.5 Category

This conmmand all ows you to assign tests fromthe default (Academ c)
category to any other exam category that nay have been created under the
Mai nt enance - Course Level - Exam Categories option (Paragraph 7.5.2). Be
sure to assign a category to any test you intend to assign to a nultipart
test before you assign that test to a nultipart test.

When you change test categories for an in session class, the system
initiates two cal cul ati ons:

« GPA for everyone except those who have previously been
i ndi vidual 'y dropped or graduated.
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« (Cass standings for everyone except those who have previously
been i ndividual |l y dropped.

1. Fromthe Tests Assigned to Class selection |list box (Figure 7-47),
hi ghlight the desired test.

2. Cick on Category. The Choose a Category dial og box (Figure 7-59)
opens.

Choose a Category E ; ﬂ

Choose Category

i~ ACADEMIC

" LEADERSHIP

& MILITARY SKILLS

Save Exit wjo Sawve

Figure 7-59. Choose a Category
3. Referring to Table 7-30, select the desired radi o button

Tabl e 7-30. Choose a Category

| TEM DESCRI PTI ON
Choose Academ c is the default category (which can be changed).
Cat egory Establish the other two categories under Course Level -
Exam Cat egori es (Paragraph 7.5.2).

4. dick on Save. This returns you to Tests Assigned to Cl ass
selection list box. Note that the new category is reflected in the
Category field of the dialog box. The category for a nultipart
test is designated NVA.  You can determ ne the categories selected
for conponent tests under the Multipart Test Mintenance sel ection
list box (Figure 7-49).

7.5.6.6 Wi ght

This conmmand all ows you to assign weights to tests. All tests for a class
can be weighted equally or the tests can be assigned varied wei ghts, but
the total weight of all tests for the class nust equal 100 percent. Note
that a nultipart test is weighted along with other test types. For
exanpl e, you might have a witten test weighted at 40 percent, a PFT

wei ghted at 35 percent, and a nultipart test weighted at 25 percent. In
addition, the conponent tests within a nultipart test are al so wei ghted,
providing increased flexibility (Paragraph 7.5.6.3.2.3). For exanpl e,

t hree conponent tests within a nmultipart test mght be weighted 40, 30, and
30 percent (for a total of 100 percent). |In effect, assigning tests to a
multipart test and varying the weight of the nultipart test in relation to
other tests allows you nmuch flexibility in computing a student's GPA and
class standing. Print out a copy of the Test Wi ght Report (Paragraph
7.7.12) to review the weights you have assigned to each test.

Note that MCAIMS autonmatically recal cul ates the GPA and cl ass standing
after assigning or nodi fying weights for individual tests.

When you assign or nodify weights for the tests in an in session
class, the systeminitiates two cal cul ations:
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« GPA for everyone except those who have previously been
i ndi vidual 'y dropped or graduated.

« (Cass standings for everyone except those who have previously
been i ndividual |l y dropped.

HINT: Select the Set to Equal button until all tests have been
assigned to the class. |If you postpone assigning weights to the
tests until you are sure all the appropriate tests have been
assigned to the class, you do not have to readjust the percentages
each tine you assign or unassign a test.

1. Fromthe Tests Assigned to Class selection |list box (Figure 7-47),
click on Wight. The Assign Wight to Tests dial og box (Figure 7-
60) opens with a list of all tests assigned to the class.
« |If you wish to make all test values equal, refer to Step a.
« |If you wish to assign varied weights to the tests, refer to Step
Assign Weight to Tests 25 B
0101X : - 200 =
0191% 2.00
0321% 3.00
03aax
0359% 4.00
0362 % 3.00
0368% 4.00
0398X 4.00
0791% e 4.00 e
Category: MILITARY SKILLS
‘When all test weight values are set to zero, tests will be equally weighted.
Setto Equal Save | Exit wlo Save |
Figure 7-60. Assign Weight to Tests
a. To neke all test weights equal, click on Set to Equal. The
test weights are set to zero for each entry, signifying al
tests are equal ly weighted.
b. To vary the test weights for each class, refer to Table 7-31 to
make t he changes.
Table 7-31. Assign Wight to Tests
| TEM DESCRI PTI ON PARAMETERS/
FORVAT
Test ID Non-editable field displaying the identifier for each test in
t he cl ass.
Wei ght Doubl e-click in this colum beside the desired Up to 3
Test ID. Enter a numeric value on the numeric digits to
keypad and press [Enter] on your keyboard. Use |[the left; 2
the arrow keys to proceed to the next weight to the right
you need to change; double-click in the desired
field to select it. The total weight of every
test in the list nust equal 100 percent.
2. Cick on Save. |If the weights do not total 100% vyou receive a

nmessage so informng you. dick on OK. O herwi se, MCAIMS returns
you to the Tests Assigned to C ass dial og box.
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7.5.6.7 Lock

This conmmand allows you to lock a test in order for the test to be
avai |l abl e for admnistering and scoring purposes. Locking a test, in
effect, creates a copy of the test (along with test items and test keys)
created at the course level and assigns it to the class. Locking a test
automatically locks all versions of that test. |[If additional versions of a
test are created before the test is |ocked, the systemupdates the test
versi ons assigned to the class.

If you want to access additional versions of a test created after a
test is |locked, the test nmust be re-locked. However, if any version of a
test has been scored, you cannot re-lock the test until all test scores are
cleared. Re-locking a test will clear all challenged test itens and
overwite all test information, including test items and answer keys, wth
new i nformation. Note that PFTs are | ocked autonmatically.

HI NT: Postpone locking a test until you are sure that all desired
versions of the test have been created. Once the test is |ocked,
any new versions will not be available until the test can be re-

| ocked. For a class in session, you cannot re-lock a test until

all test scores are cleared. For a pending class start, you can
re-lock a test even if test scores exist (for students who were
previously enrolled in the class). Those scores will remain and be
treated as a re-test, unless you clear the scores for those

st udent s.

1. Fromthe Tests Assigned to Class selection |list box (Figure 7-47),
hi ghlight the desired test.

2. Cick on Lock. The nessage you receive is conditional

a. If thisis an original lock or a re-lock for a single test, you
recei ve a nessage providing informati on about this procedure.

(1) dick on Yes to continue. A message reconfirms your w sh
to continue.

(2) dick on Yes. A neter bar depicts the |ocking process. A
nmessage advi ses you when the | ock is conplete.

(3) dick on OK. The systemreturns you to the Tests Assigned
to O ass dial og box.

b. If thisis an original lock or a re-lock for a nultipart test,
the Tests Assigned to Test dialog box (Figure 7-61) opens.

Tests Assigned to Test P0362X = X

'Subjective Test __ [LOCKED (20001025
Written LOCKED [20010210

Lock I Done |
Figure 7-61. Tests Assigned to [Miltipart] Test

(1) Refer to Table 7-32 for an explanation of the data itens.
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Table 7-32. Tests Assigned to [Multipart] Test
| TEM DESCRI PTI ON
Test ID Non-editable field displaying the identifier for each test in
t he cl ass.
Test Type Non-editable field displaying the type of test for each test
in the class (e.g., Witten, Scaled Credit).

St at us Non-editable field displaying nothing if the test has not

been | ocked and the notation "Locked” if it has been | ocked.
Dat e Non-editable field displaying nothing if the test has not
Locked been | ocked and the date if the test has been | ocked.

(2) Highlight one conponent test at a tinme and click on Lock
You receive a nessage providing informati on about this
procedure.

(3) dick on Yes to continue. A message reconfirms your w sh
to conti nue.

(4) dick on Yes. A neter bar depicts the |ocking process. A
nmessage advi ses you when the | ock is conplete.

(5) dick on OK. The systemreturns you to the Tests Assigned
to Test dial og box.

(6) After |ocking each conmponent test, click on Done. The
systemreturns you to the Tests Assigned to C ass dial og
box. The Lock Date field will still read NV A

7.5.6.8 Print

This conmand allows you to print a student copy of a test, an instructor
copy (with the answer follow ng each question), or just an answer key for
witten tests. A test at the Cass Level nust be locked in order for you
to print it. At this level, the printed version is the test you adm nister
and is therefore no longer a draft. Note that if test itens for a witten
test have been chall enged, the instructor's copy will be so annotated.

When you print a student copy of a test, you have two choices. You
may choose to preview print the report or you nmay save it as a text file.
In either case, the heading on the first pages contains a line identifying
the version and code. The code corresponds to the version, which is
i mportant when you score tests by scanning. That is, the code is a two-
digit nunber (01 through 99) corresponding to the version (e.g., a code of
01 nmeans version A). This code allows nmultiple versions of a test to be
scanned and scored simultaneously.

When you print an instructor copy of a Scaled Credit or Mastery/ Non-
Mastery test, you may now include either the | earning objective for a
Per f ormance Checklist or the |earning objectives for each Performance Test
Item as appropriate to the test conposition

When you choose to print a test, only one occurrence of the Test ID
appears, even if alternate versions exist. The systemautonatically
di splays any alternate version and allows you to choose which test
version(s) to print. Although you cannot print a PFT or subjective test,
you can print a PFT Prelimnary Report, which is nerely a class roster in
whi ch you can record PFT results.

HINT: Do not adninister the test until all desired versions of the
test are available. [If you wish to use any new versions created
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after the test was | ocked, you nust re-lock the test. You cannot
re-lock a test until all test scores are cleared.

1. Fromthe Tests Assigned to Class selection |list box (Figure 7-47),
hi ghlight the desired test.

2. Cick on Print. The systemresponse depends on the type of test
you are printing.

a. If you selected a single test, the Print Test dial og box (Figure
7-62) opens.

Print Test 0321 Yersion A E 21xl

Print Copy

" Instructor Copy

I~ Bnswers Onhy

I Print all header information on the test,

Print | Cancel |

Figure 7-62. Print Test

(1) Referring to Table 7-33, chick on the radi o button beside
Student Copy or Instructor Copy and choose the additional
options if desired.

Table 7-33. Print Test

| TEM DESCRI PTI ON PARAVETERS/
FORVAT
Print Copy
St udent Check this radio button if you wwsh to print the student’s
Copy version of the test.
I nstructor Check this radio button if you wwsh to print the
Copy instructor’s version of the test, with answers incl uded.
Answer s Check this checkbox if you wish to print the test answer
Only sheet only.
Print all Choose this default selection if you wish to include the
header header information on every page of the test. Uncheck this
i nformation | checkbox if you wish to limt the header information to only
on the text |the first page of the test. This option is useful if you
wi sh to use your test to create a Mcrosoft Wrd docunment
wi t hout the header information on every page.

(2) dick on Print. The Preview Print Report dial og box
(Figure 7-63) opens.
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Print TEST ID: W0362X YER: A

" Save report as a text file

Enter the number of lines per page to be used when saving the report(s).
Lines: 40
Enter the file name(s] to be used when saving the report(s).

| Browse... I

Continue I Quit |
Figure 7-63. Preview Print Report

(3) Referring to Table 7-34, conplete the required
i nformation.
Table 7-34. Preview Print Report
| TEM DESCRI PTI ON PARAMVETERS/
FORVAT
Preview Print |Check this radio button if you wish to preview or print
Report the report. Then proceed to step (4).
Save report Check this radio button if you wish to save the report as
as a text atext file.
file
Li nes If you selected Save report as a text file, Up to 2
enter the nunber of |ines per page to be digits; 40
used when saving the report(s). is the
def aul t
Nane If you selected Save report as a text file, Up to 30
(Untitled) enter the file nane(s) to be used when al phanuneri c
saving the report(s). You nmust conplete characters
this field to save the record. Note that
the Browse button to the right is enabl ed.

(a) |If you selected Save report as a text file, you nmay
click on Browse to view other text files titles
saved. The Save As dial og box opens.

(b) dick on Cancel to return to the Preview Print dialog
box.

(4) dick on Continue.

(a) If you selected Preview Print Report, the report
opens.

(b) If you selected Save report as a text file, the
system saves the file and returns you to the Tests
Assigned to O ass selection |ist box.

b. If you selected a multipart test, the Tests Available for

Printing dialog box (Figure 7-64) opens.
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Tests Available for Printing i B
ERUEL clec TESTID _ |VERITYPE TESTT =
 allParts 0793 A Written ANPHIHE
4400X A |Written MILITAI
" Selected Parts
~ Print Format [Written Only]:
" Student Copy
# Instructor Copy
" Answers Only LI
[ Print all heater information on the test. Comiue Quit |
Figure 7-64. Tests Available for Printing
(1) Referring to Table 7-35, nmke the appropriate choices.
Table 7-35. Tests Available for Printing
| TEM | DESCRI PTI ON
Print Sel ect
Al'l Parts Cick this radio button if you wwsh to print all parts of

the selected nultipart test.

Sel ected Parts

Cick this radio button if you wish to print selected
parts of the selected nmultipart test.

Test ID Non-editabl e field displaying each | ocked nultipart test
avai l able for printing.

Ver Non-editabl e field displaying the test version of each
| ocked nultipart test available for printing.

Type Non-editable field displaying the test type of each

| ocked nultipart test available for printing.

Print Format (Witten Only)

St udent Copy

Cick this radio button if you wish to print the student
copy of the test.

I nstructor
Copy

Cick this radio button if you wwsh to print the
i nstructor copy of the test.

Answers Only

Aick this checkbox if you wish to print the answer key.
You can nmake this choice only if the Instructor Copy is
sel ect ed.

Print all Choose this default selection if you wish to include the
header header information on every page of the test. Uncheck
information on |this checkbox if you wish to Iimt the header information
t he text to only the first page of the test. This option is
useful if you wish to use your test to create a M crosoft
Word docunent without the header infornmation on every
page.
(2) dick on Continue. The Print Test |ID dialog box (Figure
7-63) opens.
(3) Referring to Table 7-35, conplete the required
i nformation.
(4) dick on Continue.
(a) If you selected Preview Print Report, the report
opens.
(b) If you selected Save report as a text file, the
system saves the file and returns you to the Tests
Assigned to O ass selection |ist box.
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