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1. Answer the questions about your exam: 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Create an Exam Using Item Bank  

CREATING AN EXAM  

1. Go to Exams.  
2. Click Create a New Exam in the left navigation bar. 

 

STEP 1: ENTER EXAM SUMMARY 

1. Complete the Exam Summary and Filters information 
2. Click Next Step. 

Required fields are:  Title, Date Type, Test 
Date, Academic Year, Grades, Subject Area 
and Type. 
 

STEP 2: EXAM SETUP 

1. Answer the following questions about your exam: 
• Using Item Bank: Choose Yes. 
• Performance Bands: Choose Yes if you want to 

modify performance bands (if No, skip Step 3) 
• Sharing: choose Yes if you want to share this exam 

with other users (if No, skip Step 4). 
2. Click Next Step. 
 

STEP 3: MODIFY PERFORMANCE BANDS 
(This option shows if Modify Performance Bands was chosen 
in the Exam Setup step.) 

1. Modify your performance band ranges and band titles 
as needed. If any of the band ranges are changed, 
enter the end range, then left-click the mouse 
anywhere outside the text field in the browser 
window. This will adjust the range numbers. 

2. Click Next Step. 
 

The Reset button will change the performance 
bands to the original default values. 
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STEP 4: SHARING (PERMISSIONS) 
(This option shows if Sharing was chosen in the 
Exam Setup step.) 
1. On this page, you can share your exam and set 

exam permissions for the users with whom you 
choose to share. Please see the Permissions help 
document for more information on sharing and 
permissions by visiting the DataDirector Help 
link. 

STEP 5: SEARCH FOR 
ITEMS 

1. Select the item search criteria. The 
default search options include: 
standard code, standard keyword, 
grade, standard discipline, item 
publisher and item keyword.  
 

2. Add additional search criteria if 
desired. Options include: item ID, 
question type, created by user (item 
author), and passage. If your site has 
purchased Assess2Know items, you 
may also search by Bloom’s 
Taxonomy, Lexile score, Flesch-
Kincaid range and cognitive 
difficulty. 
 

3. Click Search for Items at the 
bottom of the page once all of your 
criteria has been selected. 
 
 
 

 

 

Note that you may choose to 
display item results by standard 
or passage. 
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STEP 6: SELECT ITEMS 

 
 This image displays results for a search displayed by standard. 

 

To view the items, click on the 
standard description. 

You may also automatically add 
all items from a standard by 
clicking the add items link. 

 

1. Select the item by checking the 
box next to the item number. 
 
2. When finished, click the Close 
button at the bottom of the screen.  
 
3. You may continue to add items 
by choosing another standard, 
modifying your search or starting 
anew search. Otherwise choose 
Preview Exam. 
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STEP 7: EDIT YOUR EXAM 
(Modify Columns screen) 
1. In the Edit step, you may: 

a. Change Item Order: Use the Sort Order 
fields to type in the ordering number (if 
you change the order, make sure to 
rename the Field Name as this is not 
done automatically). 

b. Change point value: This field allows 
you to weight your questions. 

c. Delete Items: Use the checkbox on the 
right and choose Delete at the bottom of  
the page. 

d. Add Items: Click the Save and Add 
More Items link at the bottom of the 
page. 

2. Click Save to save the changes on the 
screen and continue working or click 
Finish Exam Creation. 

 

STEP 8: PRINT THE TEST 
BOOKLET 
1. Click the exam booklet links in the left 

navigation or scroll to the bottom of the 
screen and click either the teacher or 
student booklets. If your site is using 
DataScanner, you would print your answer 
sheets from here too. See the How to Print 
Answer documents in the DataDirector 
Help link for more information. 

 

a. 
 

b. 
 

c. 
 

 

 

d. 
 

 

 

You may select a font size and 
the document format when 
creating the exam booklet. You 
may also choose to include a 
cover page  for the exam. 
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EXAM TIPS 
• The left-hand navigation allows you to edit 

your exam, manage the data and more. 
 
 
 
 
 
 
 
 
 
 
 
 

•  

 

• You can also edit portions of the 
exam by using the edit icons within 
the main screen. 
 

• You can create up to 9 versions of 
an exam. Creating other versions 
will scramble the questions, not the 
answer choices. 
 

• Exam reports will be available 
once student exam data have been 
uploaded, scanned or hand-entered. 
 

• You can add test materials such as 
a document with testing 
administration directions that will 
be accessible in DataDirector.  

• Item Bank items are automatically aligned to standards allowing for standard-based reporting. If you 
would like to report by cluster/strand, you can set-up clusters from the edit options. (This may be done 
after the test has been administered and the results are in DataDirector.) 

1. Click Clusters/Bubble Sheets in the left navigation. 
 

2. Enter the number of clusters to add and click Go. 
 

3. Enter the cluster names 
and click  
Save and return to results. 
 
 
 
 

4. Click Link to Clusters in the left navigation. 
 

5. Link the questions from the right box to the clusters in the left box by clicking the middle Link 
button. When finished, click Return to Exam in the left navigation. 
 
 
 
 
 
 
 
 
 
 
 

•  

  

 

 

 


