INDIANHILLS

COMMUNITY COLLEGE

Faculty Tutorial:
Add Proctoring to a Course

Purpose: To show faculty members how to add proctoring to their courses.

The following three files are required to add proctoring to a course: the “Proctor Template for
Insertion into Syllabus.docx,” the “Proctor Information Form (Import).zip,” and the “Proctor
Information Form (Description Text).rtf.” These files can be downloaded from the Faculty
Tutorials area of the Indian Hills website (www.indianhills.edu/facultytutorials).

Add Proctoring Information to a Syllabus

First, open the “Proctor Template for Insertion into Syllabus” in MS Word. Then, use your
cursor to highlight/select the entire document (or, press and hold the “Ctrl” key on your
keyboard, while you press the “A” key).
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Proctoring

Studentsin this course are required to make arrangements for a qualified individual to proctor certain
online assignments, identified below. Itis the student's responsibility to ensure arrangements are made
with an approved proctor well before assighment due dates. Afterreadingthe proctor requirements
below and confirming with your proctor, please complete the Proctor Information Form (found in the
Learning Units area of MyHills} to submit your proctor information to your instructor.

Proctor Requirements
A proctor may not be a friend or relative of the student’s. To arrange fora proctor, the student may
contact one of the following institutions:

* An Indian Hills Community College County Service Center: www.indianhills. edu/service centers

s AnIndian Hills Community College Campus Testing Center: www.indianhills.edu/testingcenter

*  Atestingcenterat a nearby college (two or four-year), university, or high school

* A publiclibrary

Next Steps
Follow these steps, once you have identified a location:
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Once the entire document is selected, press and hold the “Ctrl” key on your keyboard and press
the “C” key (or right-click your mouse and select “Copy” in the menu that opens).

wWEHSEE Proctor Template for Insertion into Syllabus = Microsoft Word |

i Hame | Insert Page Layout References Mailings Review View Acrobat
|.._ % calibri(Body) 11 v A" A7 | Aav | B p% 23
L AaBbCcDc  AaBbCcDe AaBde
Paste B J U ~abe x, x° | - TMormal  7MNoSpaci. Headingl |— Change |Editing
- F |z Styles'| -
Clipboard Fant Styles Ta | |
”gA'!
b
B I U=
Proctoring ¥ | cut 1
Studentsinthis coursearereq B3 copy ts for a qualified individual to proctor certain
online assignments, identified [#, Paste Options: Esponsibility to ensure arrangements are made
with an approved proctor well fes. Afterreading the proctorreguirements.
below and confirming with yo the Proctor Information Form (foundinthe
9,

Learning Units area of MyHills)f = briation to your instructor.

Proctor Requirements
A proctor may not be a friend
contact one of the followingin

To arrange fora proctor, the student may

Copy Hyperlink

=R & Hyperlink
e AnlIndianHills Commug A Eont... Center: www.indianhills.edu/servicecenters
e AnindianHills Commu =7 Paragraph... Mz Center: www.indianhills.edu/testingeenter
s Atestingcenteratandl := Bullets | » Wear), university, or high school
* A publiclibrary §=  Numbering | »

A styles 3

Next Steps
Follow these steps, once you b

Fraad st o BTN AP st Tk sl BTN e r,MM\fﬂ&’“

Additional Actions *

4

Now, open your Syllabus and scroll to the “Method of Evaluation” section. Place your cursor
directly to the left of the first item listed under “Method of Evaluation.”
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Note: See the Course Schedule for specific due dates for each of these assignments.

_> RQuizzes

(Sample Text) Students will complete a number of online guizzes during certain Learning Units
throughout the course. Each quiz will cover topics discussed up to that point in the course, including
assigned readings, online lectures, and other course content. These are intended to help students stay
on track and assess their understanding of the course materials.
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Press and hold the “Ctrl” key on your keyboard and press the “V” key (or right-click your mouse,
and, from the menu that opens, select the first option , under “Paste Options,” which is “Keep
Source Formatting”).
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The “Proctoring” information should now be listed first under “Method of Evaluation.” Once
your Syllabus has been updated to include the required information, you may save it as a PDF
and upload it to your course. Please see the tutorial “Upload a Syllabus and Course Schedule”
for information on how to upload your Syllabus.
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Note: See the Course Schedule for specific due dates for each of these assignments.

—> Proctoring

Studentsinthis course are required to make arrangements for a qualified individual to proctor certain
online assignments, identified below. Itis the student's responsibility to ensure arrangements are made
with an approved proctor well before assignment due dates. Afterreading the proctor requirements
below and confirming with your proctor, please complete the Proctor Information Form (found inthe
Learning Units area of MyHills) to submit your proctor information to your instructor.
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Now, open your Course Schedule and type “(Proctor Required)” next to the title of each
assessment in which a proctor is required.

'ABCO00 Course Schedule (Template).do
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= | Learning Unit 1 (August 26 - 30}: Technology in Action

& *  Work through “Before You Begin..." in MyHills

* Carefullyread the Course Syllabus and ensure thatyou have all required materials
*  Work through all contentin the Learning Unit 1 folder in MyHills
* Reading Assignment: Shoup *, Chapter1

_> * Quiz (Proctor Required)? — Due: Friday, August 30 3
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It is also recommended that you add a footnote to the Course Schedule directing students to the
Syllabus for additional information related to proctored assignments.
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i *  Work through “"Before You Begin..." in MyHills
i * Carefully read the Course Syllabus and ensure thatyou have all required materials
o  Work through all contentin the Learning Unit 1 folder in MyHills
Z * Reading Assighment: Shoup !, Chapterl
: *  Quiz (Proctor Required)? — Due: Friday, August 30 *
h Learning Unit 2 (September 2 — 6): Introduction to Microsoft Windows and the Internet
£ * Note:Last Day to Addis Tuesday, September3
2 *  Work through all contentin the Learning Unit 2 folder in MyHills
* Reading Assignment: Shoup, Chapters 2-4
- * Woeb Search Assignment—Due: Friday, September6
A *  Quiz—Due: Friday, September6
g ! “Shoup” refersto your assigned texthook, Microsoft Office 2010 Simplified, by Kate Shoup.
*I 2 please see Course Syllabus for information on the requirements related o proctored assignments. I
7 3 All quizzes and assipnments are due by 11:59 p.m. [Central Time) on the due date in the Course Schedule. :
2 Late assignments may not be accepted. Some instructors may disable qujzzes/assignments after their due dates. I
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Add the “Proctor Information Form” to a Course

From within a course in MyHills, click “Course Tools,” which is located in the gray “Course
Management” menu.
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b Help

Then, in the sub-menu that opens, select “Tests, Surveys, and Pools.”
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On the “Tests, Surveys, and Pools” page, click “Tests.”

| .{\ Indian Hills Community College

MyHills Courses Community Help

Tests, Surveys, and Pools

¥ MyHills Training: Tutorials iy
Course Home
Before You Begin
Syllabus and Schedule

Faculty Information

Learning Units
Assignments
Discussions

Work Groups

Course Tools

Tests, Surveys, and Pools
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Tests h

Tests are sets of questions that are graded to measure sruden:
deployed within a content folder before students can take the
that some question types are not automatically graded. 4
4
£
Surveys -
Surveys are not graded. They are useful for gathering data
performance. Surveys must be deployed in a content folder foy

’
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Pools <
Pools are sets of questions that can be added to any Test or Sg
them in more than one Test or Survey. -
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Then, on the “Tests” page, select “Import Test.”
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¥ MyHills Training: Tutorials

Course Home

Before You Begin

Syllabus and Schedule

Faculty Information

Build Test Import Test 4—

Name Deployed
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The “Test Import” page will open. Select “Browse My Computer.”
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MyHills Courses Community Help

= Tests, Surveys, and Pools » Tests » Import Test

Test Import

Test Import adds an exported Test to the set of Tests. This is a useful way to reuse;
Course Home created by Blackboard Learn can be imported. Tests created by others, Tests creas
Tests created with older versions of Blackboard Learn can be imported as long asé
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¥ MyHills Training: Tutorials

Before You Begin

Syllabus and Schedule

Faculty Information

Learning Units

Assignments 1. Test Import

Discussions : .
Click Browse to locate a file to import.
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& Downloads
Proctor Template for Insertion into

— | Syllabus.docx
1. Adobe Master Collection 55 - Shortcut Microsoft Word Document

=
1=l Recent Places

: = Proctor Information Form
= Libraries i — | (Description Text).rtf

Documents : Rich Text Format
JP Music
[E] Pictures
E Videos

18 Computer
&, 0sDisk (C3)

-

File name: Proctor Information Form (Import).zi ~ | All Files (*.7)
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The file should now appear on the “Test Import” page.
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Course Home created by Blackboard Learn can be imported. Tests created by others, Tests created at
Tests created with older versions of Blackboard Learn can be imported as long as they @
Before You Begin
More Help
Syllabus and Schedule
Faculty Information
Learning Units
Assignments 1. Test Import

Di ' 3 5
Scaseons Click Browse to locate a file to import.

Work Groups

Attach File Browse My Computer | Browse Content Collection [

Selected File File Name | Proctor Information Form (import).zip |
Course Tools

Do not attach
Send Email
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The “Test Import Complete” page will appear, once the import is complete.
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MyHills Courses Community Help

Tests, Surveys, and Pools > Tests

¢ 11

Test Import Complete =

¥ MyHills Training: Tutorials iy

CHE e The package has been processed. The log file is below.

Before You Begin Nov 11, 2013 8:42:44 AM - Status: The operation import has completed.
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Monday, November 11, 2013 8:42:44 AM CST
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Syllabus and Schedule

Click “OK.”
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The “Proctor Information Form” should now appear on the “Tests” page.

A W

e min et achaliit B S o o R e R & o e e A PP ol AT N ot

Tests

Build Test Import Test

Name Deployed Date Last Edited
Final Exam Learning Unit 11 November 11,2013 8:12 AM
LUD1: Quiz Learning Unit 1 November 11, 2013 8:22 AM
LU03: Quiz Learning Unit 3 MNovember 11, 2013 8:14 AM
LUOS: Quiz Learning Unit5 MNovember 11, 2013 8:25 AM
LU08: Quiz Learning Unit 8 November 11, 2013 8:21 AM
LU10: Quiz Learning Unit 10 November 11, 2013 8:19 AM

Proctor Information Form h No November 11, 2013 8:42 AM

Displaying 1to 7 of 7 items Show All  Edit Paging...
ﬂ\_,"om,,""ﬂ;—"u)‘--"-,;’—rrFurmqﬂﬂldwwﬂy.“_f‘(
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Next, click “Learning Units” in the blue Course Menu.

I‘b Indian Hili
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¥ MyHills Training: Tutorials
Course Home

Before You Begin

Syllabus and Schedule

Faculty Information

Learning Units ‘—

Assignments
Discussions

Work Groups
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Then, hover your cursor over “Assessments.”
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¥ MyHills Training: Tutorials #y )
Course Home Build Content ~ Assessments v Tools ~ Publisher Content -
Before You Begin j
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In the sub-menu that appears, select “Test.”
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The “Create Test” page will open.
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SENVIBRS i raidiag:Tutorkals b Creating a Test deploys the Test to a Content Area. Once a Test has

Course Home make it available for students to take. More Help
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Select “Proctor Information Form,” which should appear in the “Add an Existing Test” box,
under “Add Test.”

|4~Indian Hills Community College

MyHills Courses Community Help

v

Learning Units > Create Test }
7
Create Test ¢
MyHils T aining: TUtorals 5 Creating a Test deploys the Test to a Content Area. Once a Test has been !
Course Home make it available for students to take. More Help J
Before You Begin J
Syliabus and Schedule -
Faculty Information }
Learning Units 1 Add Test :
Assignments Create a new Test or select an existing Test to deploy. ¢
3
Discussions Create a New Test Create r
b ¢
orkCrosps Add an Existing Test [ Select Test Below 3
Proctor Information Form h ’
Course Tools ':
Send Email ;
My Grades S

Help Desk
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Click “Submit.”
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The “Test Options” page will open. A green “Success...” message will be at the top of the page.

|A=~Indian Hills Community College

MyHills Courses Community Help

Leamning Units » Test Options[Proctor Information Form]

Success: Proctor Information Form created. ‘_

Test Options

Test Options control the instructions, availability, due dates, feedba§

~e1
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Course Home

e R L
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If you would like the title color of the “Proctor Information Form” to be consistent with the color
palette set for Indian Hills Community College, you may change the color by clicking the drop-
down arrow next to “Choose Color of Name.”

Note: Please use the Indian Hills color palette or leave the color black.
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Test Options

Test Options control the instructions, availability, due dates, feedba

* Indicates a required field.
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In the window that opens, type “741213"” in the “Color value” box.
Then, click “Apply.”

Select a swatch color

Colorvalue 741213 Preview | Skip

Color Preview Aa Bb Black

(#000000}

Cancel Apply

The color should now be maroon.
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Test Options

Test Options control the instructions, availability, due dates, feedba

* Indicates a required field.
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Proctor Information Form Description Text

Now, open the “Proctor Information Form (Description Text).rtf” in MS Word. Then, use your
cursor to highlight/select the entire document (or, press and hold the “Ctrl” key on your
keyboard and press the “A” key).

peFEy )
File | Home | Insert Page Layout References Mailings Review View Acrobat (] e A
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] = 2 Slas = 1 =g [ A 3% Find ~
ﬁj " Helvetica 12 A ' =50 T asebceDe | AaBbcene AaBb( AaBbC - & Replace
EE fac
Paste - 2 | = | =~ | - DE —| Change | ,
g y B I U abe X, X b= .@ fiMormal |7 MNoSpaci.. Headingl Heading2 |Z it s select v

Font M | Paragraph | Styles ] | Editing |

Proctor Information Form (Description Text).rtf [Compatibility Mode] = Microsoft Wor

Clipboard

O
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<table cellspacing="0" cellpadding="3"width="100%" border="0">
; <tbody>

T <tr>

<td align="left">

<font style="font-size:small" face="Verdana, Arial, Helvetica, sans-serif">Students in
this course are required to make arrangements for a qualified individual to proctor
certain online assignments, such as quizzes and exams. See Course Syllabus/Course
Schedule for specific assignments. Information regarding qualified proctors is available
in the Course Syllabus. It is the student's responsibility to ensure arrangements are

: made with an approved proctor <strong=>well before</strong> assignment due dates.

= After reading the requirements found in the Course Syllabus and confirming with your

2 proctor, please complete this online form to submit your proctor information to your
professor. <em>See the Course Schedule for assignment due dates</em>.

<ffont>

: <ftd>

- <ftr=>

) </tbody>

<ftable>

4 | i | »
Page:1of1 | Wards:113 120% (=)——0——(%) |
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Once the entire document is selected, press and hold the “Ctrl” key on your keyboard and press
the “C” key (or right-click your mouse and select “Copy” in the menu that opens).

IMPORTANT: Be sure to select the entire document and do not change anything! This is HTML
code and is needed in its entirety, and exactly as written, in order to work correctly in MyHills.

Now, back in MyHills, on the “Test Options” page, click the “HTML” button located in the
WYSIWYG (what you see is what you get) editor, in the “Content Link Description” area
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. made withan af’= ~ ¢ ; ong>well before</strong> assignment due dates.
~ After reading th§ &« '« H in the Course Syllabus and confirming with your
proctor, please §& Hyperiink... form to submit your procter information to your
= professor. <em Look Up | » [edule for assignment due dates</em=.
<ﬁ0nt> Synanyms 3
’ <;:d> EE Translate
™ <ltr= ;
g <i’tb0dy> Additional Actions »
</table> b
i ES
T at Pt B p bt By P pog Prmitagm § gt BT L S e P WL T ST BN




The “HTML code view” text box will open. Press and hold the “Ctrl” key on your keyboard and
press the “V” key (or right-click your mouse, and, from the menu that opens, select “Paste”).

HTML code view [l Word Wrap

Undo

Cut
Copy

Paste h

Delete
Send to OneMNote

Select all

The code will appear in the box. Click “Update.”

HTML code view [l Word Wirap

<table style="width: 100%;" beorder="0" cellspacing="0" cellpadding="3">

<td align="left"»<span style="Ifcnt-family: Verdana, Arial, Helwetica, sans-
gerif; font-gize: small;" face="Verdana, Arial, Helwvetica, sans-
serif">5tudents in this course are required toc make arrangements for a
qualified individual tc proctor certain cnline agsignments, such as guizzes
and exams. See Ccurse Syllabus/Course Schedule for specific assignments.
Information regarding qualified proctors is awvailable in the Course
Syllabus. It i3 the student's responaibility teo ensjure arrangements are
made with an approved proctor <strong>well before</strong> assignment due
dates. After reading the requirements found in the Course Syllabus and
confirming with your proctor, please complete this cnline form to submit
vour proctor information to vour proiesscr. <ern>See the Course Schedule for
assignment due dates</em>. </span>/td>
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The “Proctor Information Form (Description Text)” should now appear in the “Content Link
Description” text box. There should be a gray border around the text.

[ ad T T s el e r"'*‘r‘v—f/ u‘#"'“'*"“rhqwﬂ‘-“ Al

Choose Color of Name .

Content Link Description ‘—

T T T T paragraph |V Aral Msazmy [VME-E-T-2-@ DiHA
% D OQ EEEEE TT ——_— Y-

Q@ @B fi oMshups - T « © © & B HTML
-fstudents in this course are required to make arrangements for a qualified individual to proctor ~

‘certain online assignments, such as quizzes and exams. See Course Syllabus/Course Schedule
: for specific assignments. Information regarding qualified proctors is available in the Course
:Syllabus. It is the student's responsibility to ensure arrangements are made with an approved
proctor well before assignment due dates. After reading the requirements found in the Course
‘iSyIIabus and confirming with your proctor, please complete this online form to submit your 5
:proctor information to your professor. See the Course Schedule for assignment due dates. :

Path: Words:94 A

Bt T Bttt vt gD ol o BT Ll o PP o e

The instructions for the “Proctor Information Form” should appear automatically next to “Test
Instructions.”

Note: The “Content Link Description” and the “Test Instructions” should be the same.

rrrd T g, —_ o f,,l"'"v'r Ng— -..,...._(I"‘-"v‘“ N e

Choose Color of Name .

Content Link Description

T T T T paragraph V| ariat [V 3020y [V[E-EE-T-2-@ T iHa
% D OQ EEE=EE = Tl T2 — - V-
@Elm.fx ':‘M'mum'ﬂ“(@@&ﬁ HTML
:Students in this course are required to make arrangements for a qualified individual to proctor & A

‘certain online assignments, such as quizzes and exams. See Course Syllabus/Course Schedule

: for specific assignments. Information regarding qualified proctors is available in the Course
:Syllabus. 1t is the student's responsibility to ensure arrangements are made with an approved
‘proctor well before assignment due dates. After reading the requirements found in the Course
:Syllabus and confirming with your proctor, please complete this online form to submit your '
proctor mformatlon to your professor. See the Course Schedule for ass.-gnmenr due dates. ! Y

Path: Words:94 Y

'+ festinstuctons Students in this course are required to make arrangements for a qualified individual to proctor
certain online assignments, such as quizzes and exams. See Course Syllabus/Course
Schedule for specific assignments. Information regarding qualified proctors is available in the
Course Syllabus. It is the student’s responsibility to ensure arrangements are made with an
approved proctor well before assignment due dates. After reading the requirements found in
the Course Syllabus and confirming with your proctor, please complete this online form to
submit your proctor information to your professor.

See the Course Schedule for assignment due dates.

s f e SIS s p PP T v s d NPT T e it Ty ]
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Select the box next to “Show Instructions to students before they begin the test” if you would
like students to be able to view the instructions before opening the form. A checkmark will
appear in the box once selected.

I“-M”r"ﬂmr#—ﬂfv_,f’)r'ﬁw”‘W!‘N‘q—"-w—*‘

TestInstructions Students in this course are required to make arrangements for a qualified individual to proctor

certain online assignments, such as quizzes and exams. See Course Syllabus/Course
Schedule for specific assignments. Information regarding qualified proctors is available in the
Course Syllabus. It is the student's responsibility to ensure arrangements are made with an
approved proctor well before assignment due dates. After reading the requirements found in
the Course Syllabus and confirming with your proctor, please complete this online form to
submit your proctor information to your professor.

See the Course Schedule for assignment due dates.
Show Instructions to students before they begin the test.
Open Testin New () Yes (@ No
Window

S g ;r‘-.“‘_,r ;-'"“.4»“0, O e S e R e T e PO D L |

Keep “No” selected for “Open Test in New Window” to avoid issues with pop-up blockers.

I o A i ot A R gl e o R St

Show Instructions to students before they begin the test. {
: ¢
—’Open Testin New O Ye
Window !f
é
4
<+
o {
2. Test Availability j
vl e P P B e B e PO o

Next, be sure to make the link available by clicking “Yes” next to “Make the Link Available,” as
this will allow students to access the form. “No” will be selected by default.

,.J"’"‘J-»w».-l‘_,f‘v "'W"»‘,""_l“ M“f‘
2. TestAvailability

—’MakemeUnkAvai!able 3 No

Add a New () Yes (@ No
Announcement for this
Test

[C] Multiple Attempts
Allow Unlimited Attempts
Number of Attempts

4
\g‘,‘.,“\.—"\‘ﬂwn\-\__ e

S Pl pa N R et et i gm0 s
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Keep “No” selected for “Add a New Announcement for this Test,” as you do not want a generic
“test” announcement to be added to the course since the “Proctor Information Form” in not
actually a test.

p T il gl e p T ‘,'v-‘»./"'“-..‘l“ W v a—

2. Test Availability

Make the Link Available (®) Yes () No

> 5 a New '®) Ye

Announcement for this
Test

[C] Multiple Attempts
Allow Unlimited Attempts
Number of Attempts

£
\‘x\.v“\v—"*‘*-*\.. 4 Haa

e LY S i R e i

If you would like to allow students to fill out the “Proctor Information Form” multiple times,
check the box next to “Multiple Attempts” and set the appropriate options.

g B et o o G i T g f‘f‘“"“v—"\dx_

Add a New O Yes (® No
Announcement for this
Test

—’ [] Multiple Attempts

Allow Unlimited Attempts
Number of Attempts

[] Force Completion
Once started, this test must be completed in one sitting.

e T R R WL W oy

Hm‘-."w#”.’#“m’w‘m;wki

The “Proctor Information Form” should not need to be completed in one sitting, so do not check
the box next to “Force Completion.”

T st e g ¥ e P N P IP e Py

[C] Multiple Attempts
Allow Unlimited Attempts
Number of Attempts

—’ [] Force Completion

Once started, this test must be completed in one sitting.

S e W L L S VERE O

[] Set Timer

Set expected completion time. Selecting this option also records completion time for
option before they begin the Test. .];

Fad Tt ot i _pid P p e S0
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Do not check the box next to “Set Timer,” as a timer is not necessary when filling out the
“Proctor Information Form.”

—ry "M.\."\rm“""" NN S e Y g N, M Ny g, Tt
[[] Force Completion
Once started, this test must be completed in one sitting.

—> [7] SetTimer

Set expected completion time. Selecting this option also records completion time for this Test. Students will see the timer
option before they begin the Test.
Minutes

Auto-Submit
e OFF ON

OFF: The user is given the option to continue after time expires.
ON: Test will save and submit automatically when time expires.

H"’"‘""‘""’"‘"‘-""‘\'\nﬁ‘ “‘b&'\‘,‘.m”’"‘“-—-ﬂ'\‘ "'M&'“wﬁ"‘&-"'ﬂ-—-"“

If necessary, instructors can limit access to the “Proctor Information Form” using a “Display
After” date and time, a “Display Until” date and time, or both. Students will only be able to
access a form during the time period it is made available to them by instructors. If you do not
want to limit access to the form, do not check the “Display After” or “Display Until” boxes.

W-JWF"W‘—’"W‘*IN-F.
[[] Set Timer

Set expected completion time. Selecting this option also records completion time for
option before they begin the Test.

ey

Minutes

Auto-Submit
e OFF ON

OFF: The user is given the option to continue after time expires.
ON: Test will save and submit automatically when time expires.

mf> (] Display At | 8 | |©

Enter dates as mm/dd/yyyy. Time may be entered in any increment.

—’ [] Display Untill ] [ |

Enter dates as mm/dd/yyyy. Time may be entered in any increment.

[] Password| ]
Require a password to access this Test.

\"“" "\,H'\\-“\.ds’”“"-ﬂ"\\“\‘a

R O Y L oRy b B S Y e
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A password should not be required for students to fill out the “Proctor Information Form.”

WJM"W‘J‘“PwJQp.‘"wJJﬂt,,

-

[] Display After | @ | | ©
Enter dates as mmy/dd/yyyy. Time may be entered in any increment.

[] Display Until | [ | ©
Enter dates as mm,/dd/yyyy. Time may be entered in any increment.

—> [] Password| |

Require a password to access this Test.

\-"""" i VE e L Ve S |

S T e P P P s T PP TN e

Do not add anything under “Test Availability Exceptions,” as an accommodation should not be
needed for the “Proctor Information Form.”

J'ﬁo—p‘f‘\(‘lj“dh,.,)m/"“,Mr_#'—f“"‘wﬂ,"ﬂ_))n\_

3. Test Availability Exceptions 4—

Click Add User or Group to search for course users and groups to add to the exception list. Timer and Force
Completion must be enabled in the previous Test Availability step to enable those settings for Exceptions. If
you choose to use groups, you must make the group unavailable if you do not want students to see group
members. Click Remove all Exceptions to delete all exceptions for the test.

Add User or Group
-t e N,,.-l—"n.f JN’MMJ”JHFHJ‘*“’" _,.J__,___,._.»J

If you would like to assign a “Due Date” for the “Proctor Information Form,” select the box next
to “Due Date.” Then, add the date and time for when the form is due.

P it o e et 4 hW'ﬂ“MM#‘IfM#J‘
4. Due Date

Set the date the assessment is due. Optionally, do not allow students to take a test once the due date has
passed.

Submissions are accepted after this date, but are marked Late.

=== [ Due Date | @ [ | ©

Enter dates as mm/dd/yyyy. Time may be entered in any increment.

Do not allow students to start the Test if the due date has passed.
Students will be unable to start the Test if this option is checked.

- _nl‘“"""-m}"‘" et pod prer ™ [l S SRS T S ol Do ’J“k“‘
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Under “Self-assessment Options,” uncheck the box next to “Include this Test in Grade Center
Score Calculations.”

IMPORTANT: Since this is not actually a test, but rather a form containing proctor information,
you do not want a score to be added to the Grade Center. You should also change the
“Category” of the “Proctor Information Form” from within your Grade Center to “No
Category.” Please see the tutorial “Column Organization” for details on how to change an

assessment’s “Category.”
FW‘J“J"#,‘H"’.“_’I oy R e R L S R e
5. Self-assessment Options

If this test is a self-assessment, choose to include or hide the scores in the Grade Center. Note: If an instructor
decides to include the test in the Grade Center after it was hidden, all prior attempts will be deleted.

—’ n Include this Testin Grade Center Score Calculations

Grade Center items excluded from summary calculations are also excluded from weighting. Also note that if some weighted
items are included in calculations and other weighted items are not, grade weight calculations will be skewed.

[[] Hide Results for this Test Completely from Instructor and the Grade Center

If this option is checked, the instructor will not be able to see any student grades, view answers, aggregate results, or
download result details. To protect student privacy, this choice cannot be reversed later without deleting all attempts.

‘r‘r—m“ﬂmﬂﬁ‘r&hwﬂff‘ J"““th ot Y Y

In the “Show Test Results and Feedback to Students” section, uncheck the box under “Score,” as
you do not want students to see a score for their “Proctor Information Form.”

r-f/-wf_/“*-'_l-l“‘-f‘r-m.,"—’fv‘"“" ——--r-,,.—_.rr--,.:-.pvwv"'l""""

6. Show Test Results and Feedback to Students

Test results and feedback are available to students after they complete a test. Set up to two rules to show
results and feedback. Rules occur based on the events selected.

vhen(i)

| After Submission v| n [] All Answers [] Correct [] O a
Submitted

[—Choose— vl O [ All Answers [] Correct [] O I
Submitted
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Then, check the box under “All Answers Submitted,” as you want students to be able to view
the form questions and their submitted answers.

e R e T e i N S LSRR e el
6. Show Test Results and Feedback to Students

Test results and feedback are available to students after they complete a test. Set up to two rules to show
results and feedback. Rules occur based on the events selected.

When 1? |

| After Submission v O A!IAnswers [ Correct [ O a
Submitted

[—Choose— vl O [ All Answers [] Correct [] O I
Submitted

Keep the default selection of “All at Once” selected under “Test Presentation.”

ol rwwm'*’“mﬂﬂ#w'wfﬂ*—h,ﬂfﬁr‘wﬁd-
7. TestPresentation

—’@ All at Once

Present the entire Test on one screen.

() One ata Time
Present one question at a time.

[C] Prohibit Backtracking
Prevent changing the answer to a question that has already been submitted.

[[] Randomize Questions
Randomize questions for each Test attempt.

e P SR Sl T S B L o SSPGIR STORII aa s S L S e e

Once you have selected your options, click “Submit.”

A green “Success...” message will appear at the top of the “Learning Units” page.
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=~ Indian Hills Community College

MyHills Courses Community Help

Learning Units

o

¥ MyHills Training: Tutorials #iy . i p
Learning Units {

Course Home

Before You Begin

Build Content ~ Assessments v Tools Publisher Content

Syllabus and Schedule

Faculty Information u——'i_’-;,“\ Learning Unit 1

Learning Units

USSP v SN I G U0 Y N S PSSR Sl S S P S

The “Proctor Information Form” will appear at the bottom of the “Learning Units” page.

s ST = Y T T T e TR, T e e TR, e ey e T ey Yy h-—--\.,
Journals

Mobile Compatible Test List Learning Unit 7
Send Email

Tasks
Tests, Surveys, and Pools
Wikis

Learning Unit 8
b Evaluation

v

b Grade Center

b Users and Groups

> Customization GC =) LearningUnit9
b Packages and Utilities
F  Help

G =) Leaming Unit10

Learning Unit 11

v

Proctor Information Form -‘_

Students in this course are required to make arrangements for a qualified individual to proctor
certain online assignments, such as quizzes and exams. See Course Syllabus/Course Schedule
for specific assignments. Information regarding qualified proctors is available in the Course
Syllabus. It is the student's responsibility to ensure arrangements are made with an approved
proctor well before assignment due dates. After reading the requirements found in the Course
Syllabus and confirming with your proctor, please complete this online form to submit your
proctor information to your professor. See the Course Schedule for assignment due dates.

(I PR S Y o ST S YR S SR P R S S D ol S
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Hover your cursor over the “Proctor Information Form,” which will highlight it. Then, move your
cursor to the yellow bar on the left side of the form. Once the four-arrow plus sign appears, click

and hold your left-mouse button.

N e I T S s T ey -.,,w\.tw“'w-‘\\

P Users and Groups

b Customization

» Packages and Utilities
» Help

=

Learning Unit 8

Learning Unit 10

Learning Unit 11

Proctor Information Form

W PP oW o SN oy ST e S

Students in this course are required to make arrangements for a qualified individual to proctor «
certain online assignments, such as quizzes and exams. See Course Syllabus/Course Schedule
for specific assignments. Information regarding qualified proctors is available in the Course 1
Syllabus. It is the student's responsibility to ensure arrangements are made with an approved
proctor well before assignment due dates. After reading the requirements found in the Course
Syllabus and confirming with your proctor, please complete this online form to submit your
proctor information to your professor. See the Course Schedule for assignment due dates.

b ]
4
5

Continue to hold down your left-mouse button as you “drag” the “Proctor Information Form” to
the top of the “Learning Units” page.

Learning Units
Assignments
Discussions

Work Groups

Course Tools
Send Email

My Grades

Help Desk

COURSE MANAGEMENT
¥ Control Panel
¥ Content Collection

* Course Tools
Announcements
Blackboard Collaborate
Blogs
Contacts
Discussion Board
Journals
Mobile Compatible Test List

" et e P v iy o J,;,.f‘wr"ﬂ“'vm(-/ gl

r

Learning Unit 2

e A ™ g ANy

-+
{
Proctor Information Form ’

Students in this course are required to make arrangements for a qualified individual to proctor +
certain online assignments, such as quizzes and exams. See Course Syllabus/Course Schedule 14
for specific assignments. Information regarding qualified proctors is available in the Course
Syllabus. It is the student's responsibility to ensure arrangements are made with an approved
proctor well before assignment due dates. After reading the requirements found in the Course
Syllabus and confirming with your proctor, please complete this online form to submit your
proctor information to your professor. See the Course Schedule for assignment due dates.

2

Learning Unit 4

Learning Unit 5

M 4 A A "Ar L,

quwmmlm#'ﬂwuwww—'-ﬂdfﬂ P Sy T ol U N SR Y |

©Indian Hills Community College | www.indianhills.edu | Page 26 of 33




Once at the top of the “Learning Units” page, unclick/release your left-mouse button. The
“Proctor Information Form should now appear at the top of the page.

|=i~Indian Hills Community College

Courses

1 Learning Units

¥ MyHills Training: Tutorials #
Course Home
Before You Begin
Syllabus and Schedule

Faculty Information

Learning Units
Assignments
Discussions

Work Groups

Course Tools

.-4«'-*J—...'-A-‘J......‘-a.'-,_,.__r-p,rumﬂ-.#w'ru'__,}*o.fI

rdan Mentor 1

Community Help

Edit lode is: #
4

-

Learning Units

Build Content Assessments v Tools ~ Publisher Content ~

Discover Content

—Z Proctor Information Form ‘— f

Students in this course are required to make arrangements for a qualified individual to proctor ¥
certain online assignments, such as quizzes and exams. See Course Syllabus/Course Schedule 7
for specific assignments. Information regarding qualified proctors is available in the Course

Syllabus. It is the student's responsibility to ensure arrangements are made with an approved €
proctor well before assignment due dates. After reading the requirements found in the Course ¢
Syllabus and confirming with your proctor, please complete this online form to submit your
proctor information to your professor. See the Course Schedule for assignment due dates.

ﬁ Learning Unit 1

L\..n—"\.,\ :

View Results of the Proctor Information Form

From within a course in MyHills, click “Grade Center,” which is located in the gray “Course

Management” menu.

Sena cmail

My Grades

Help Desk

COURSE MANAGEMENT

Control Panel
Content Collection
Course Tools

Evaluation

Users and Groups
Customization

Packages and Utilities

v v v w.ow w. w9 w {

Help

Grade Center ‘_

!
-

> Pyt

s e o A

Blelthlu:.‘
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In the sub-menu that opens, select “Full Grade Center.”

e
! L :
COURSE MANAGEMENT x
¥ Control Panel
k- Content Collection X
i
b Course Tools L
-
- Evaluation i
¥ Grade Center i
Needs Grading .T
Full Grade Center &
Asszignments
Blackbosy
Tests .&
P Users and Groups ?
- T i
F Customization -
P Packages and Utilities \
F Help S
y
=

Locate the “Proctor Information Form” column in the Grade Center. Click the drop-down arrow
that appears to the right of the column title.

Note: The “Needs Grading” icon will appear in this column for each student who has
submitted the “Proctor Information Form.” Since you will not grade the form, this icon will
appear for the duration of the course.

JJMﬂ‘wfﬂwm-ﬂfwﬂ‘fﬂ'ﬂv—m"Ltrrwﬁr,f'

Grade Center : Full Grade Center

When screen reader mode is on the table is static, and grades may be entered on the Grade Details page, accessed by selecting the
table cell for the grade. When screen reader mode is off, grades can be typed directly into the cells on the Grade Center page. To enter
a grade: click the cell, type the grade value, and press the Enter key to submit. Use the arrow keys or the tab key to navigate through

Create Column Create Calculated Column Manage v Reporis Filter Discover Content Work Offline ~

7 MoveToTop  Email SortColumns BY: | ayout Position -~ Order 4 Ascending

Grade Information Bar Last Saved:November 12 2013 11:18 AM

i . —
M (asthame  © mirsthame ' scienceinthet ™ Course StudyG ¥ PersonalReflec ¥ Wiiting Assess | Proctorinform: ¥/

[ Dent Stuart (@) L. - - \
[ Learner Janet 95.00 - = s
Selected Rows: 0 <

> MoveToTop  Email Icon Legend

Edit Rows Displayed
'W—’-“*-J""MW’IJM“*M‘"J"’_‘J“‘"-“_’ﬂ’)." _,-—4~.r~.b-i
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In the menu that opens, click “Grade Attempts.”

"-""Hf"-.m...a—»—-l""""*,m-‘r.,‘fﬂ'l-,-,-r_l-ft"‘“"_J'F—‘(ﬁfﬁ"#‘w‘h'r""-f

Move ToTop  Email SortColumns BY: | ayout Position -~ Order: 4 ascending
Grade Information Bar Last Saved:November 12, 2013 11:16 AM
L]
g oont Start ;‘;)00 E Quick Column Information
Learner Janet ¥ e
Selected Rows: 0 < e Tost

Move To Top Email Grade Attempts 4—

Grade Anonymously
ltem Analysis ¥
Attempts Statistics
Download Results
View All Attempts
Grade Questions

View Grade History

Edit Column Information
Column Statistics

Set as External Grade
Show/Hide to Users

Clear Attempts for All Users

Sort Ascending
Sort Descending

Hide Column

J._Ju,ﬂ«d—f*m“ﬂbw,f.wmr‘.).....,r_._h_“,—rooﬂ\.';rﬁ ek b P e P

On the “Grade Test: Proctor Information Form” page, you can view the submitted answers for
the “Proctor Information Form,” one student at a time. The name of the student whose results
you are viewing will appear at the top of the page next to “User.”

Grade Test: Proctor Information Form
Assign a grade and feedback for the current test attempt. Expand the Test Information section to clear the student's attempt or edit

Jumpto... Hide User Names

JUser stuart Dent (Attempt 1 0f 1) ) | Exit  Save and Exit < 1of2 >
View Full Grade Center

¥ Test Information

out of 0 points
Question 1: Short Answer :I
P~ BV Y S R SR g SRTE S e e e ISl e O By S
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The question text, and the student’s “Given Answer,” will be shown for each question.

Note: Since there are no “correct” answers for the “Proctor Information Form,” you may
disregard the “Correct Answer.”

[ o X P I et T I e T L o At R e |

out of 0 points
Question 1: Short Answer E

_> Student Name (First and Last):
_> Given Stuart Dent

Answer:

Correct [None]

Answer:

= - o e -

F::g:;:,:. T T T F paragraph :] Arial ﬂ 3 (12pt) ﬂ ErE-T: #2- @@ i B
D OaQ EEEE = T3 T — - Y-

'] | @ fi wmshops - T « © © & B HrL

Path:

Words:0 v
i — e e o PO P ) e P ‘rﬁ."lw“;,"'.'l'

Some of the question types used on the “Proctor Information Form” require that a correct
answer to the question be selected. Therefore, some of the questions on the form may be

counted wrong automatically. Since the form is not graded, wrong answers do not count against
the student.

Note: Be sure to follow the instructions, shown earlier in this tutorial, for selecting your test
options, as you do not want students to receive a grade for the “Proctor Information Form.”

p-"‘r-_J"""\"“ m#"J&JﬂJ—-\'(“’ _‘_Jv-q,.'u_"‘- N——— L ﬂ(’“-“-'""--'

t of 0 point
Question 2: Either/Or [0 Joutoro points

| will be completing my proctored assignments at an Indian Hills Community College County Service Center or Campus Testing
' Center. (IMPORTANT: Students must ensure center availability at time(s) during which they plan to take tests.)

Selected Answer. £ No

t of 0 points
Question 3: Multiple Choice o Joutof 0 poin

If you answered "Yes" to the question above, which Indian Hills Community College location will you use as a proctoring site?
(Note: If you answered "No" choose option “"None of the Above” below.)

_’ S x| Given Answer: €3 None of the Above

Correct Answer: ¢ Ottumwa Testing Center

BT ST S S S R S SR e SR S ST SR o e P S sl e SR e
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Once you are finished viewing a student’s results, click “Save and Next,” or click the right-facing
arrow to view the next student’s “Proctor Information Form” results.

Note: Click “Save and Exit” to return to the “Full Grade Center.”
P g I ﬂ,.Hw‘f-'...'.-_“‘JJ'J-'”"‘_H“‘I e v gl o a g

Grade Test: Proctor Information Form
Assign a grade and feedback for the current test attempt. Expand the Test Information section to clear the student's attempt or edit

Jump to... Hide User Names

User: Stuart Dent (Attempt 1 of 1) (=) Exit Save and Exit EREVEETLRIEINE < 10f2 >
View: Full Grade Center
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You may also choose to view an individual student’s results. From within the “Full Grade
Center,” hover your cursor over a student’s “Proctor Information Form” grade box. Then, click

the drop-down arrow that appears.
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In the sub-menu that opens, click “View Grade Details.”

'OWM"’““H’d“ﬁh#ﬂ'*‘_‘li"f—".l‘_f;w#"', c"f‘Jr"

Move ToTop  Email Sort Columns BY: | ayout Position -~ Order 4 Ascending

Grade Information Bar Last Saved:November 12, 2013 11:16 AM

A La:
(] Dent Stuart @ e B - )
(%]
[] Learner Janet 95.00 4z = = = =
ST < View Grade Details s
Move ToTop  Email Exempt Grade
Attempt 11112113 (2

P Y Y e = VUV ey By Ses e P S e i B o Y S SO sy

©Indian Hills Community College | www.indianhills.edu | Page 31 of 33




The “Grade Details” page for the selected student will open.
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On the “Grade Details” page, select “View Attempts” or “Grade Attempt” to open the “Grade
Test: Proctor Information Form” page.

l‘\.—--l""\'r"r"r-#—\___..,_o—-.".-p#—ﬁ‘v_’r——q_'l : f"-f"f-"'_./"‘"‘f/“r' - gratt- T

Grade Details

User Stuart Dent (stuart dent) ¢ > Column Proctor Information Form (Test) ¢ >

Current Grade: Needs Grading (2) out of 0 points Exempt

Grade based on Last Graded Attempt
Due: Mone
Calculated Grade

—— [ em]

Attempts Manual Override Column Details Grade History
Delete | Last Attempt v| Go
Date Created i“:t';j”l:ﬁ"‘"['."ﬁ Value {Ji'zlfljh‘m;i 9 ﬁ:(:'m Actions
ssibo ol 11504 g;v'fg_ @) — Clear Attempt || Ignore Attempt
(Needs Grading)
lcon Legend

RN S o o e pa.waﬂr’t#wwﬂﬂar"mfhu..ﬁ P o e e

©Indian Hills Community College | www.indianhills.edu | Page 32 of 33




The “Grade Test: Proctor Information Form” page will open for that student. Here, you can view
the submitted answers for the “Proctor Information Form,” as described earlier in this tutorial.
Pt n e s ot w el ottt ¥ ey gy b e e A v T

Grade Test: Proctor Information Form
Assign a grade and feedback for the current test attempt. Expand the Test Information section to clear the student’s attempt or edit
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Congratulations! You now know how to add proctor information to a course in MyHills!

Office of Online Learning

Looking for more computer tutorials? Please visit: www.indianhills.edu/tutorials.

For further assistance on this topic or other technical issues, please contact the IT Help Desk
Phone: (641) 683-5333 | Email: helpdesk@indianhills.edu | Web: www.indianhills.edu/helpdesk
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