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DASHBOARD

SOFTQUIZ comes with a tentative administrative login details.These are sysadmin

as the username and sysadmin as the password. The school’s ICT administrator

should login for the first time using these login details. After a successful login

into the DASHBOARD, he/she can create a new administrative account and login

details. This is done under the module Users.
Under module User, click Create user. A registration
form will appear. The administrator should fill the form.
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During the creation of an administrator’s account, the User type(Role) should be
set to System Administrator and the User Group should be Admin. For teachers
‘accounts, System Examiner or the equivalent should be selected as the User type
and User Group set to Examiner.

Setting the User Type (Role)
User Type setting makes the system distinguish between the users of this software.
System Administrator , Examiner and Candidate are the default user type. The
Examiner is a role of the teacher/lecturer/interviewer that manages the test
questions. The Candidate is a role of the candidate that answers the questions
from the Examiners. The Access Management link is a sensitive area that demands
thorough understanding of system administrator in the use of this application.
However, we have set it for default usage.

User Group is the classification of all the users particularly the candidates into
batches. For example, the secondary school students could be grouped into
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SS1,SS2,SS3 or SS1A,SS1B, SS2A , SS1 science, SS1 Art , SS1 Business etc. To
the higher institution of learning, it could be 100L Mathematics,200L
Mathematics,100L Business Administration etc Or NC1 Maths Edu, NC2 Maths
Edu etc. Whichever way, the user group should be created in a way to allow the
students for the same examination to be batched together. Check the figure below
for details.

In this module, when a user be it Administrator, Examiner or Candidate, the password
can be changed
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USERS’ LIST

The list of all the users are shown on the same table below, visible to the
Administrator and any other role given the authority to.

The candidates for the test can be registered one by one by the administrator using his/her
account. The candidates can also be registered through upload of Excel files.The file is
downloadable on the create user page. It consists of a column for names of the
candidates, the admission/matriculation number. The import button indicated above with
a red arrow should be clicked. The upload form will display.
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The Excel file should be populated with the students’ names and
admission/matriculation numbers. The file file is then uploaded.

QUESTION CATEGORY
The first thing to take care of in the creation of questions is the question categories.
It depends on the institution, category is used here to group the questions on termly
or semester basis. For a secondary school, the category could be First Term,Second
Term and Third Term. For higher institutions of learning,the category could be
First Semester, Second Semester.
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Creating Quiz Name
Quiz name is like a group name for questions. Questions of the same

course/subject can be grouped together under a Quiz name. For example, the 100L
questions on Mathematics (say MAT 101) can be grouped under a Quiz name 100L
MAT 101. Similarly NC1 questions under Education course( say EDU 234) can be
grouped under NC1 EDU 234. For a secondary school, a Quiz name could be SS1
Mathematics.During the creation of a Quiz name, you must select a Category for
the Quiz name. For example, you could select Category -First Semester/First Term
for a Quiz name 100L MAT 101. This shows that MAT 101 questions are meant for
100L students. In case of carry-over or repetition , the concern candidates must be
added on discretion of the school examiner.
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Creating Subject Name/Course Code
The next is the creation of the subject name/ course title. This will appear on the

examination page for the candidate. It is also needed when creating questions.

7



SOFTWORLD IT LTD | +2348178225850 | 09063647015

Creation of Question
There are two ways to create questions.

1. Creation of questions directly into the question bank
2. Creation of questions under Quiz name

Note: For each of the two methods, there is a need to, first of all, create the subject
name or the course code as applicable to the higher institution.
This name will appear to the candidate on the examination page.
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Creation of questions directly into the question bank
To create a question into the question bank, click create question under the
module Quizzes.

Steps:
● Select the appropriate subject name or course code
● Use the Rich-Text Editor to enter the questions. You can

format,style,bold,color and give size using the tools. Place your cursor on
the tools, the names of the tools will show.
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● Set the question point and penalty point. You may leave the penalty point as
0 if there is no penalty for not getting the question’s answer correctly.

● Header text is for any instruction necessary for the question.Question on
English comprehension passage is an example.The passage can be pasted in
the header text for a candidate to read before answering the question in
concern.But Header and Footer text are optional.

● The footer text may also be used if the aim is that the instruction should
come after the question.

● Question Type select control is used to choose the type of answer options
aimed at the question. There are single-choice, multiple choice and free text.
The single choice allows a candidate to choose a correct answer. A
multiple-choice is for more than one correct answer.The free text type allows
a question that demands a candidate to type in the answer in text using a
keyboard.

● The final step is to input the choices in the Answer Variant boxes and check
the correct answer. If you aim to give a different point to each answer for
multiple-choice type of question, you can enter the points in the Answer
Point boxes. Answer Description is for giving provision of description for
the answer if it is necessary. Both Answer Point and Answer Description
are optional.

● Then submit the data
● NOTE: the plus + and Minus - buttons are used to add more Answer

Variant or to reduce from the Answer Variants respectively
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Creation of questions under Quiz Name

To create questions under a Quiz name, create Quizzes to view the table of Quiz
names already created. For each of the records, there is a column titled Questions.
Once you click the link-Questions, you will be taken to the page where your
questions can be typed under the chosen Quiz name.

The rest of the steps are as explained above under creating questions
directly into the Question Bank.
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CREATING EXAMINATION (ASSIGNING EXAMINATION TO CANDIDATES)

All we have been doing so far must end with this stage.This is where a
bundle of questions under a given Quiz Name is assigned to a set or batch
of candidates to sit for. Under the module Assignment(Exam), click
Create Assignment. The first area to go is under the Tab - General
Settings.

● General Settings

Fill the followings:
❖ Assignment Name:Title of the Examination. For example, 100L MAT102 ,

SS1  Physics etc
❖ Category: Select the Examination Category. Remember you must have

created categories before you come over here. The Categories could be
First Semester and Second Semester. Or it could be First Term , Second
Term and Third Term.

❖ Questions: When a category is chosen, all the corresponding Quiz Names
under it are loaded for selection. You can select any of the Quiz Names or
you choose the Question Bank option to go and fetch your questions from
the Question Bank. The Question Bank will showcase all the questions
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under all the Quiz Names. So an Examiner can combine Questions from
different Quiz Names together under a n Examination. The Examiner may
choose from a single Quiz Name at random in the Question Bank.

❖ Examination Type: This could be a Quiz or Survey. Choose the
corresponding

❖ Show questions : It could be all the questions in a Quiz Name chosen
above or Random Questions from  a set of Quiz Name chosen above.If
Random is selected. The questions set for each candidate come differently
from the total Questions in the bank. The next two steps will be involved.

❖>Show random questions : Enter the random amount from Total or from
a subject/course.

❖>Variants : Select number of different copies of questions set . If 5 is
selected, five copies of question sets are generated from the Quiz name.
Each is pushed to a candidate at random. A copy of the question set sent
to Candidate A might not be sent to candidate B.

❖Calculate by : Point or Percentage
❖ Success point/percent : determined by the Examiner
❖ Test time (in minutes) : determined by the Examiner
❖ Number of attempts : determined by the Examiner
❖ Results template : Select Standard
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PRESENTATION PRIOR TO EXAMINATION
The Examiner may wish to convey a little information about the
examination to the candidates before the commencement of the
examination. This information could be an advert, notification or a short
message intended for the candidates to sit for an examination on this
platform.

Enter short  description and introduction text. This could be images, videos etc.
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● Additional Settings

❖ Calculate total point by : using question point or answer point
❖ Answer calculation mode : Depend on total point calculation
❖ Questions order : Random or by priority
❖ Answers order :Random or by priority
❖ Send quiz results by mail : enter email address(For online setup only)
❖ Send copy of all mails to :enter email address(For online setup only)
❖ Auto assign to new users : yes or No
❖ Show total point/percent to user after finish: yes/No
❖ Allow users to review correct answers after finish : yes/no
❖ Allow to change previous answers :yes/no
❖ Show success/unsuccess message after each question :
❖ Show point information after each question :
❖ Certificate : for certification exam
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SELECT CANDIDATE BATCH

Subject Settings: For making Subject Name appear on Candidate Exam
page

● View all examinations(Assignments) and Start(Activate)
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Reset/Edit

Pause State:

To continue, click the link-continue.
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To stop the exam, click Stop link

View the Examination Outcomes(Information)

Candidate Login Details can be obtained under module Users->local users
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Sign Out and use a candidate login detail to login into examination area
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Click Button start.

Candidate on-going examination page
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Examiner to view result
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Click information link

Click the export button
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Statistics

Candidate to view result

Candidate can be allowed to check detail of the performance after the exam
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