Creating Banks with ExamView 
Making banks is easy.  Remember, when you’re making tests with Exam View, it is best to first create a bank, save it as a bank, and then create a test using your test bank questions.

Step One

Go to Start>My Computer>Programs (J:)>Teacher Tools>ExamView Test Generator
· [image: image1.wmf]Click on Create a new question bank

· Title your bank

· Save your bank in your documents folder.  You may want to create a special folder for this.  It’s important to save it in your documents folder so that if you need to get reimaged, if you are backing up correctly, you will back up your banks.

· Save your banks with a common name.  By SOL number, chapter number, etc.  That way, if you are collaborating on banks, everything will be consistent.
Step Two
To create question, go to the NEW button and the bottom of the bank, or Question>New at the top tool bar.  Either way, you’ll be asked, what type of question?
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Quick Tip: You will most likely be creating similar questions in a row: 10 Multiple Choice, 5 true/false, etc.  To make it easier to do this, go to: Edit>Preferences>Editing Tab.  In the first section called General click the Use the most recent question type radio button.  That way, when you click new at the bottom of the bank, the Multiple Choice question style automatically appears instead of the choice box.  If you’re mixing, all you have to do is go back to a true/false section, click new, and it will know to start with a true/false question style. Make sure you save it as the default.
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Click on Multiple Choice and you’ll see a window pop of for you to write your question and answers.  
You can edit the text and insert pictures.  If you plan on using a lot of pictures, or if the picture is the main part of the question, you may want to link to the picture to save space on the Exam View server that you’ll be using later.  
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Under the rationale, you’ll see other options:
Narrative:  If you’re using the same chart or picture more than once, click on narrative, follow the wizard to save your chart or picture in the narrative.  Then, when you’re creating a second question that uses that picture/chart, use the drop down arrow to select that picture.  This way, you only put the picture into your test once.

Answer: Should be selected already if you clicked the radio button in the question section.

Choices: Allows you to have more or less than 4 choices for your answers.

Scramble: Allows you to scramble the answer choices on a test.

Columns: If you put your answer choices into 2 columns, you can often save paper.

Record: This is what you click to save your bank question.

Close: Closes the window without creating the question.

Info: This is important for gathering data and tagging questions.  They key is to be consistent.  Every body who works on similar banks (everyone doing French banks for example) needs to use the same terminology.

You only need to use a few of the options here:

Reference might be good for putting in the name of the person who created the question.

Learning Objectives: Could be the strand, something from your Curriculum Framework.

State Standard: The actual SOL number.  Make sure everyone uses the same numbering system.

Find out from your Specialist if there is another topic he or she wants completed.
Click OK when done.

Create as many questions as you want, however, only create banks for one SOL category.  It’s easier to keep organized that way.
