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First Time Setup:   Setting up the Default Keyword Labels & Lists (optional)   
 
The “Basic Steps”      Log in as a User      

  Create an Item Bank      
  Create an Objective      
  Add Questions 
  Create a Test       
  Generate the Test      
 Print the Test       

 
 
 
 

 Setting up the Default Keyword Labels and Lists. 
First enter the Keyword Labels.  Next the Keyword Lists are added under the label.   

 
 Keyword Label: Select Options, Default Keyword Label 
 Keyword List:  Select Options, Default Keyword List 

 
The Keywords are used to describe the questions. E.g.: This question is from Chapter 1, 
Source is Textbook, Topic is Reading.  

 
Keyword Label  Keyword List 
Chapter   1,2,3,4,5,6,7, etc… 
Source    Textbook, Lecture, Video, Field trip, etc… 
Topic    Reading, Writing, History, Economics, etc… 

 
 

Note: The Keyword Labels/Lists can be setup by the Administrator, if you want a default 
list for all users.  Each user can setup Keyword Label & Lists independent of the 
Administrator’s settings.  You can have up to 250 keywords under each label. 
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The “Basic Steps”   Log in as a User      
  Create an Item Bank      
  Create an Objective      
  Adding Questions 
  Create a Test       
  Generate the Test      
 Print the Test       

 
 

  Log in as a User 
 

Open ParTEST 
Use your Login Name and Password 

 
  Create an Item Bank 

 
Select File, New, Item Bank or the icon on the Tool bar (shown below) 
Enter a Name for the Item Bank  

 
Note: An Item Bank can contain up to 2,000 questions.  The “Path” shows the folder 
associated with your Login Name (U6778012).  Everything you create will be saved to this 
folder.  Each user will have a unique folder number. 

 
 Create an Objective 

 
Select File, New, Objective or the icon on the Tool bar (shown below) 
Enter a Name for the Objective 
 
Objectives are created within an Item Bank to provide a more specific focus for a group of 
closely related test questions.  You create an objective to reflect or specify the course and 
the questions stored within it.  An item bank can contain up to 200 objectives. 
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  Adding Questions 
 
Select File, New, Question or the icon on the Tool bar (shown below) 
Select the Type of Question desired 
 
 
 
 
1) Enter a name for the question 
2) Enter the question text and the available choices 
3) Select the correct answer 
4) Select your keyword list items on the Keyword tab 
5) Click OK and repeat this process to add more questions 

 

 
 

  Create a Test       
Select File, New, Test or the icon on the Tool bar (shown below) 
Enter a Name for the Test 
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Note: When you select a question a “red” check is placed next to the 
question. 
 
Select the items from your Objectives and drag them to the ‘Test 
Contents” window on the right. 
 
You may also select the question and click the right mouse to “Add 
Selected Question to Test” or press your “Insert” key when the question 
is selected. 
 
Continue until all the questions are added to the test. 
 

 
  

  Generate the Test 
 

Select Tools, Generate Test Versions or the icon on the Tool bar (shown below) 
 

After you have assembled a test, you must generate the test before printing.  You can 
generate one or multiple versions of a test.  Multiple versions can scramble questions 
and/or answers.  

 
 
Once the test is generated, you will see the version(s) show in the dialog box.  
 

 
 
 

 Print the Test 
Once the test is generated you can print or preview it.  


