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Purpose

The purpose of this job aid is to guide you through the step-by-step process of adding
an Exam to an item.

In this job aid, you will learn how to:
e Task A. Access Learning Administration

e Task B. Searching for an Item

e Task C. Add an Exam to an Item
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Select the Learning Administration link.
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Q Task B. Searching for an ltem
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Select Learning Activities to expand the menu of options.

Select Items.
Enter search criteria.

Once you have entered the desired search criteria, select Search.

In the search results, select the desired Item hyperlink.
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Search Results

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

Search | AddNew |

Saved Searches &

Search Save As Reset
» Manage User Learning o
I Cane senative search. O Yes ® No e
Search All Locales: ) Yes ® No
ftem Types: Starts With [+] T
Classes
Hem ID: Starts With £a
Programs Revision Date: |m_"|
(MMIDDAYYY)
Curricula Revision Number: Starts With (]
Curriculum Requirements Htem Title: Starts With [v]
Online Settings: 3
Collections [[]Hes online content
Security Domains: ki
External Links Starts With o] [TRAIN
Orders Enabled: O Yes O No ® Both
Libraries
Create Date After: s
c (MM/DDAYYYY)
Competencies
Create Date Before: Im_ul
(MMIDDAYYY)
Class Groups
Accreditation AddiRemove Criteria ©
Search Save As Reset
» Content
> People Field Chooser & Download Search Results &%
» Finance Records per Page (10 [v] Page: 1 2 3 oPrevicus Nexts (27 total records) Page [1 of 3 [E3
> System Administration Si=is e
WA 1215925 (Rev 1 - 1111372000 02:30 PM America/New IL ing Issuwes
> References L,
VA 12199325 (Rev 1 - 11/18/2000 06:00 PM America/Mew
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Task C. Add an Exam to an ltem

1. Once you have opened the item record, select the Online Content tab.

2. Select the arrow to view the drop down list of options.

3. Select Add Assessment.

Item Search Actions
test 1234
4191633
'y ;" Instructor-Led with Online Content Status: Active
#
/ : “? Department of Veterans Affairs (VA) Cover Page: Inactive
9 _h Revision/Date: Version 1, 8/15/2016 Online Course: Available for launch
~
£ Online Content Agenda Template Classes Request R Class Req Libraries Categories Curricula As: >
Online Content (0) T
Title Content 1D Content Type
No content is associated with this item. | Add Content Object
| Add Content Object
Add Content Package
Add Assessment I
Add Exam Object (Legacy) |
Create Folder
Save | Cancel
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4. Enter the Assessment ID.

5. Enter the Assessment Title.

6. Select OK.

Add Assessment

*Acceccment Tiie

7. Select Save.

Item Search Actions ~
test 1234
4191633
~
< Online Content Agenda Template Classes Request Reasons Class Requests Libraries Categories Curricula >
Online Content (2) 7y 0 4S5
Title Content 1D Content Type
w test 1234 Root
Sample Test TRA-JMW-1234 Exam
a Save | | Cancel II
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