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Purpose

The purpose of this job aid is to guide you through the step-by-step process of
accessing, searching, and editing the Question Library.

In this job aid, you will learn how to:

e Task A. Access Learning Administration
e Task B. Access and Search the Question Library
e Task C. View and Edit the Question Record
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Select the Learning Administration link.
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Q Task B. Access and Search the Question Library

Enter the search criteria.
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Select the Search button.

Select the Question Library.

Select Content to expand the menu of options.

Admin Center v

Learning Administration

Menu Recents

My Leaming

> Manage User Leaming

> Learning Activities
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Search

Enter a value for each field that you want to use to filter your search. Soeme fields allow you to select from a
list of values. You can also add or remove search criteria to further refine your search.

Case sensitive search:
Question ID:
Description:

Exam ID:

Objestive ID:
Objective Mame:
Status:

Created By:
(User 1)

Last Medified By
(User ID)
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Q Task C. View and Edit the Question Record

1. When you complete Task B, it will show your search results. In order to view a

question, you must check the box.
2. Select the Edit button.
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Question Name

Download Search Results &

Edit
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3. After editing the question, select the Save button. Note: If you edit the question
record in the Question Library, the question will be altered for all administrators who

utilize the Question Library.
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