


ASSESSMENTS WIZARD
FROM THE ASSESSMENTS TAB IN AWARE, SELECT CREATE A NEW TEST





OPTIONS

• CREATE A QUICK TEST KEY - USE THIS OPTION WHEN A TEST BOOKLET WILL NOT BE CREATED

• CREATE A NEW BLANK TEST - USE THIS OPTION WHEN A TEST BOOKLET WILL BE PRINTED AND ANSWER 

DOCUMENTS GENERATED.  YOU WILL NEED TO TYPE THE QUESTIONS AND ANSWERS WITH THIS OPTION.



TEST DETAILS
• ENTER AND SELECT THE FOLLOWING:

• TITLE

• START DATE - THE FIRST DAY TEACHERS CAN BEGIN 

PRINTING ANSWER DOCUMENTS

• END DATE - THE LAST DAY TEACHERS CAN PRINT 

ANSWER DOCUMENTS

• TEST TYPE

• GRADE LEVEL

• NOTE: THE START AND END DATES ONLY AFFECT A 

TEACHER'S ABILITY TO PRINT ANSWER 

DOCUMENTS. THE DATES DO NOT AFFECT SCANNING.

FMS Local



SELECT A COURSE

• SELECT THE PRIMARY COURSE 

ASSOCIATED WITH THE TEST

• NOTE: IF MULTIPLE COURSES NEED TO BE 

ASSOCIATED WITH THE TEST, ADDITIONAL 

COURSES CAN BE SELECTED IN A LATER 

STEP.

• CLICK NEXT AND FINISH



LOCAL TEST ADMIN CONTROLS



SAVE

CLICK THIS ICON WHEN CHANGES ARE MADE TO THE TEST.

PRINT

PRINT TEST BOOKLET - IF THE ACTUAL TEST QUESTIONS ARE ENTERED, THE TEST CAN BE PRINTED.

PRINT TEST KEY - ONCE THE KEY IS CREATED AND ASSOCIATED WITH THE CORRECT SES, THE KEY CAN BE PRINTED ALONG WITH THE SCORING GUIDE (IF APPLICABLE).

DELETE TEST

THIS OPTION SHOULD ONLY BE USED IF THE TEST NEEDS TO BE COMPLETELY DELETED. ALL RESULTS ASSOCIATED WITH THE TEST WILL BE DELETED AS WELL.

PENDING

WHEN A TEST KEY IS CREATED, THE STATUS IS PENDING. THE TEST SHOULD REMAIN PENDING UNTIL ALL THE QUESTIONS ARE ASSOCIATED WITH STANDARDS AND THE 

CAMPUS AND STUDENTS ARE SELECTED FOR THE TEST. THE TEACHERS WILL NOT BE ABLE TO PRINT ANSWER DOCUMENTS WHILE A TEST IS PENDING; HOWEVER ANYONE 

WITH DATA ADMINISTRATOR, CAMPUS ADMINISTRATOR, OR THE BENCHMARK PRINTER ROLE WILL BE ABLE TO PRINT AT ANY TIME.

ACTIVE

ONCE THE KEY IS ENTERED, ASSOCIATED WITH SES, AND CAMPUSES AND STUDENTS SELECTED, THE TEST SHOULD BE MADE ACTIVE. TEACHERS WILL ONLY BE ABLE TO 

PRINT ANSWER DOCUMENTS WHEN THE TEST IS ACTIVE, THE CURRENT DATE FALLS WITHIN THE START AND END DATE, AND THEIR CAMPUS AND STUDENTS HAVE BEEN 

SELECTED.

ARCHIVED

ONCE THE TEST IS COMPLETED AND ALL DOCUMENTS HAVE BEEN SCANNED, THE TEST SHOULD BE ARCHIVED. ARCHIVING DOES NOT PREVENT THE TEST FROM BEING 

ANALYZED, BUT NO OTHER ANSWER DOCUMENTS CAN BE SCANNED IN FOR THIS TEST. IT IS RECOMMENDED THAT ALL TESTS BE ARCHIVED BEFORE THE NEXT SCHOOL 

YEAR. IF A TEST IS EVER REUSED, IT SHOULD BE COPIED FROM THE ARCHIVE SO THAT IT CAN BE ASSOCIATED WITH NEW STUDENTS FOR THE CURRENT YEAR.



TABS



GENERAL
• THE GENERAL TAB CONTAINS GENERAL INFORMATION FOR THE ASSESSMENT.

• TEST NAME - THE TEST NAME CAN BE CHANGED BEFORE, DURING, OR AFTER THE TEST ADMINISTRATION.

• TEST TYPE - THE TEST WILL BE ORGANIZED BY TEST TYPE ON THE ANALYZE TAB.

• SUBJECT AREA - THE SUBJECT AREA SHOULD ALREADY BE SELECTED BASED ON THE PRIMARY COURSE 

CHOSEN WHEN THE KEY WAS CREATED.

• GRADE LEVEL - THE GRADE LEVEL WILL REFLECT THE APPROPRIATE GRADE LEVEL THAT WAS CHOSEN IN 

THE WIZARD. (A STATE-RELEASED TEST SHOULD HAVE CORRECT GRADE LEVEL ALREADY SELECTED.)



CURRICULUM TAB

• THE CURRICULUM TAB IS USED ONLY WHEN MORE THAN ONE COURSE IS ASSOCIATED WITH A TEST.

• CLICK ADD COURSE

• SELECT AN ADDITIONAL COURSE TO ASSOCIATE WITH THE TEST

• CLICK ADD COURSE



QUESTIONS TAB
• THIS TAB ALLOWS THE TESTING ADMINISTRATOR TO CREATE AND FORMAT QUESTIONS FOR THE TEST 

BUILDER. THIS ALSO INCLUDES SE ALIGNMENT.

• CHOOSE THE TEXT STYLE OF THE TEST BOOKLET

• A - ELEMENTARY BOOKLET

• A - INTERMEDIATE

• A - SECONDARY BOOKLET

• M - MODIFIED BOOKLET

• S - SIMPLE BOOKLET (ANSWER KEY ONLY)



ADD QUESTIONS



QUESTION TYPES
• SELECTED RESPONSE - MULTIPLE CHOICE 

OR MULTIPLE SELECTION

• THE QUESTION TAB IS USED TO ENTER THE 

CONTENT OF THE QUESTION AND THE 

ANSWER CHOICES AS WELL AS SELECT THE 

CORRECT RESPONSE. THE ANSWER 

CHOICES CAN ALSO BE ADDED, DELETED, 

OR REORDERED.



OPTIONS TAB

• THE OPTIONS TAB IS USED TO SELECT THE FORMAT, 

LAYOUT, AND OTHER OPTIONS FOR THE QUESTION 

INCLUDING QUESTION WEIGHT.

• QUESTION WEIGHT ALSO CAN BE USED TO OMIT A 

QUESTION.



NUMERICAL RESPONSE - GRIDDABLE

• THE QUESTION TAB IS USED TO ENTER THE CONTENT 

OF THE QUESTION AND CORRECT NUMERICAL 

RESPONSE. NOTE: THE NUMBER LIMIT FOR 

NUMERICAL RESPONSES IS 9999.999 TO NEGATIVE 

9999.999.



OPTIONS TAB

• THE OPTIONS TAB ALLOWS THE TEST 

ADMINISTRATOR TO SELECT FLOATING OR FIXED 

DECIMAL POINT AND THE NUMBER OF DECIMAL 

PLACES FOR THE NUMERICAL RESPONSE, ALONG 

WITH OTHER QUESTION OPTIONS.



CONSTRUCTED RESPONSE

• OPEN-ENDED ITEMS THAT THE TEACHER SCORES 

USING A SCORE RANGE OR RUBRIC

• THE QUESTION TAB IS USED TO ENTER THE 

CONTENT OF THE QUESTION AND THE SCORING 

GUIDE.



OPTIONS TAB
• THE OPTIONS TAB ALLOWS THE TEST ADMINISTRATOR 

TO SELECT THE SCORE RANGE, THE AUTO FAIL SCORE, 

AND OTHER FORMATTING OPTIONS.

• NOTE: IF YOU WANT THE TEACHER TO BE ABLE TO 

BUBBLE IN THE SCORE ON THE ANSWER DOCUMENT 

BEFORE SCANNING, MAKE SURE THE NUMBER OF 

ROWS IS SET TO ZERO. OTHERWISE, THE TEACHER WILL 

NEED TO LOG INTO AWARE AND ENTER THE STUDENT 

SCORES USING THE ONLINE INTERFACE.



ASSOCIATE STANDARDS
• WITHIN THE QUESTION EDITOR, SELECT THE STANDARDS TAB

• IF THE TEST IS ASSOCIATED WITH MULTIPLE COURSES, SELECT THE CORRECT COURSE FROM THE DROP-DOWN 

MENU

• CHOOSE THE CORRECT SE IN THE LIST AND EITHER DOUBLE CLICK TO ADD THE STANDARD OR CLICK THE 

SELECT STANDARD BUTTON

• OR

• SEARCH FOR THE SE BY TYPING A KEYWORD INTO THE TEXT BOX, CLICKING MAGNIFYING GLASS ON THE RIGHT 

AND CHOOSING THE SE. THEN EITHER DOUBLE CLICK TO ADD THE STANDARD OR CLICK THE SELECT STANDARD 

BUTTON.



PRIMARY 
AND 

SECONDARY
SE’S



EDIT AND MOVE QUESTIONS

Move a Question



ALTERNATING LETTERING
• BY DEFAULT, ALTERNATING LETTERING IS TURNED ON WHICH MEANS THAT THE ANSWER CHOICES WILL BE 

ABCD, FGHJ. TO CHANGE THE ANSWER CHOICES ON A TEST TO ABCD, ABCD, CLICK THE ALTERNATE BUTTON.


