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Create a New Assignment 
 
Before you can score a test, you must first build it using ExamView Test Generator and then 
create an assignment in ExamView Test Manager. When you create the assignment, the 
ExamView Test Manager automatically opens the test file and reads the following information 
for each question (if available): answer, reference, learning objective, local standard, state 
standard, national standard, and points. 
 

Note: If you plan to administer multiple (scrambled) versions of a test, create one version, 
print it, and then save the file. Scramble the test to create the next version, print it, and 
save the test. For each unique test, you must create a separate assignment in Test 
Manager. 

 

1. Click the New Assignment button or 
choose Assignment > Create New 
Assignment from the menu options. The New 
Assignment window appears. 

 
2. In the New Assignment dialog, enter 

assignment name, category, term, and date. 
 

3. Choose Paper test scored manually….  
 

4. Click the Next button. 
 

5. Select the file that corresponds to the test you 
created in ExamView Test Generator. 
 

6. Click the Next button.  
 

7. Review the summary information, and click the 
Finish button to complete the process. 

 
 
After you create the assignment, it appears in 
ExamView Test Manager work area. The program 
shows the assignment title, date, category, term, and 
possible points. A placeholder (--) appears for each 
score. 
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Score an Assignment 
 
Using the ExamView Test Manager, you can easily score assignments with a scanner, CPS 
response pads, and LAN. These automated methods are covered in the next module. Use the 
directions below to score an assignment manually. 
 

1. To score an assignment manually, choose Assignment > Edit Scores from the menu 
options. The Edit Scores window appears. 
 

2. The Edit Scores window shows you how 
your students answered each question and 
the points earned.  
 

3. Select a student.  
 

4. Read their response on the paper-based 
test and enter the number of points 
earned for each question.  
 

5. Click the Next button to move to the next 
student. 
 

6. Click OK when finished. 
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