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When you download a MyTest document in Microsoft Word format, each question

is in a separate table. Just because you can’t see the lines around the columns and
rows doesn’t mean they aren’t there.

MyTest Word Documents

When you modify a MyTest Word document with either Microsoft Word 2003 or
Microsoft Word 2007, the first step is to display gridlines so that you can see the
table. The easiest way to do so is to press Alt+A+G.

What do you want to do?

e Format or Edit MyTest Content

e Add or Delete MyTest Content

e Download, View, and Print All Help Topics
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Format or Edit MyTest Content

What Do You Want to Do?

Display Gridlines

Edit and Line Up Questions

Edit and Line Up Answers

Re-Order, Renumber, and Line Up Questions

Re-Order, Renumber, and Line Up Answers

Spell-Check the Test

Create a Respondus Test

Want to Know More?

Add or Delete MyTest Content

Download, View, and Print all Help Topics




Display Gridlines

In both Word 2003 and Word 2007, the easiest way to display gridlines is to open the MyTest document and
press Alt+A+G.
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If you prefer, you can perform one of the following procedures instead:

Word 2003

a. Open the MyTest document.
b. Select Edit > Select All.

c. Select Table > Show Gridlines.

Word 2007
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c. Click View Gridlines in the Table group.
R B
Select View |Properties
s Gridlines
Table [y
d. Press Ctrl+S to save the test.
Notes:
e [fatany time you don’t get the result you expect, press Alt+E+U, select Edit > Undo (Word 2003), or
click Undo 9 on the Word toolbar.
e When you print your MyTest, the gridlines do not appear in the printed version.

a. Open the MyTest document.
b. Under Table Tools, click Layout.

Click Layout
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Edit and Line Up Questions

1.

2
3.
4

5.

Notes:

Open the MyTest document.

Press Alt+A+G to display gridlines.

Click the question you want to edit.

Make your changes to the question. For example, select a word and replace it with a new one, as

shown in this illustration:
Original
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Replacement
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Press Ctrl+S to save the test.

Because the questions are in a column in a table, the text stay lined up automatically.

If at any time you don’t get the result you expect, press Alt+E+U, select Edit > Undo (Word 2003), or
)

click Undo on the Word toolbar.

When you print your MyTest, the gridlines do not appear in the printed version.




Edit and Line Up Answers

1.

2
3.
4

Notes:

Open the MyTest document.

Press Alt+A+G to display gridlines.

Click the answer you want to edit.

Make your changes to the answer. For example, insert a word, as shown in this illustration:

Original

T 'fiﬁ:'i'f'li}if"ijiésé is the most accurag€ definition of the discipline of psychology?
"Lhesclencecfbehawar
__'Lhesmenn:e_ofmentalfr_ gszes B
_the science of behavior and; mentalecesses

! 'Lhe sclence ofhu.manbeha*.‘mr andmentalpmcesaes

i'ﬁ-]’ﬁ"{ﬁ’: e

Inserted word

1. Which of these is the most agturate definition of the discipline of psychology? |
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Press Ctrl+S to save the test.

Because the answers are in a column in a table, the text stay lined up automatically.

If at any time you don’t get the result you expect, press Alt+E+U, select Edit > Undo (Word 2003), or

click Undo ) on the Word toolbar.

When you print your MyTest, the gridlines do not appear in the printed version.




Re-order, Renumber, and Line Up Questions
1. Openthe MyTest document.
2. Press Alt+A+G to display gridlines.

3. Drag your mouse to select the entire table that contains the question and answers you want to move.
Make sure the rows are selected, not just the words, as indicated by the blue bars that appear at the
end of the first two rows.

Blue bars appear at
the end of the rows

1. Which of these is the most accurate definition of the discipline of psychology?
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4. Press Ctrl+X or do one of the following to copy and delete the question:
Word 2003
a. Select Edit > Cut.
Word 2007

a. Click in the Clipboard group on the Home tab.
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Click the blank line above the question where you want to insert the question that you removed.
Press Enter key to insert two blank lines. You now have three blank lines.

Press the left arrow (€) key.
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Press Ctrl+V or do one of the following to insert the deleted question in the new location:
Word 2003
a. Select Edit > Paste.

Word 2007
=
Paste
a. InWord 2007, clickl_=__lin the Clipboard group on the Home tab.

9. Delete one of the blank lines below the question you just moved so the spacing is the same as between
the other questions.

2. Inthe definition of psychology, the term mental processes refersto .
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3. Which topic would NOT be investigated by a psychologistif the definitionof
: pn chulngv\ﬁ:re limited to "the science of behavior™?
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10. Renumber the questions to match their new order by selecting each question’s number and typing the
new one. For example, select the number 2 in the preceding illustration and type the number 1, and
then select the number 1 in the preceding illustration and type the number 2 so the numbers are
sequential. The result should look similar to this illustration:
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11. Press Ctrl+S to save the test.
Notes:
e Because the questions are in a column in a table, the text stay lined up automatically.

e [fatany time you don’t get the result you expect, press Alt+E+U, select Edit > Undo (Word 2003), or
)

click Undo on the Word toolbar.

e When you print your MyTest, the gridlines do not appear in the printed version.




Re-order, Renumber, and Line Up Answers
1. Openthe MyTest document.
2. Press Alt+A+G to display gridlines.
3. Select the answer you want to move and the letter to its left.

Note: Select only the cell with the answer in it and the cell with letter associated with that answer.
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4. Press Ctrl+X or do one of the following to copy and delete the answer:
Word 2003
a. Select Edit > Cut.
Word 2007

b. Click in the Clipboard group on the Home tab.

e
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5. Click the answer above which you want to insert the answer you just deleted.
6. Do one of the following to insert a blank answer row:
Word 2003
a. Select Table > Insert > Rows Above.
Word 2007
a. Click Layout under Table Tools.
b. Click Insert Above in the Rows & Columns group.

Click Layout
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b "I:he science of mentalprocesses

1. Which of these is the most accurate definition of the discipline of psychology?
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7. Press Ctrl+V or do one of the following to insert the deleted answer in the new location:
Word 2003
a. Select Edit > Paste.
Word 2007

T,

B

a. InWord 2007, click LFa5te | in the Clipboard group on the Home tab.

'Lhe science nfmentalpmcesses
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8. Select the blank cells where the answer you moved and its associated letter originally appeared.

9. Do one of the following to delete the blank answer row:
Word 2003
a. Select Table > Delete > Rows.
Word 2007
a. Click Layout under Table Tools.
b. Click Delete in the Rows & Columns group.

c. Click Delete Rows.

=5

Delete Insert Insert
= W—_fbove Below

Delete Cells.”

-

Click Delete
and then click
Delete Rows

Delete Columns

Delete Rows [}

5 % 4

Delete Table
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10. Change the letters, as needed, for the answers to match their new order by selected each question’s
letter and typing the new one. For example, select the letter b in the preceding illustration and type
the letter a, then select the second instance of the letter a in the preceding illustration and type the
letter b so the letters are sequential. The result should look similar to this illustration:

1. 'Which of these is the most accurate definition of the discipline of psychology? |

. thescience of mentalprocesses |

a

[ - S S —— — -

b. thezcience of behavior

ic. the science of behaviorand mental processes i
4. thescience of humanbehaviorandmentalprocesses |

11. Press Ctrl+S to save the test.
Notes:
e Because the answers are in a column in a table, the text stay lined up automatically.

e Ifatany time you don’t get the result you expect, press Alt+E+U, select Edit > Undo (Word 2003), or
)

click Undo on the Word toolbar.

e When you print your MyTest, the gridlines do not appear in the printed version.




Spell-check the Test

To spell-check a MyTest Word document, you first need to copy the text into a blank document in plain text
format. You then spell-check the new document to identify any errors. Once you know what and where the
errors are, you can correct them in your original document.

1. Openthe MyTest document.
2. Press Alt+A+G to display gridlines.
12. Press Alt+E+L or do one of the following to select everything in the document:
Word 2003
a. Select Edit > Select All.
Word 2007
a. Click Select in the Editing group on the Home tab.
b. Click Select All.

% 4 Find -
4aBbCei

{ac Replace

I/\\? Select All

Select Text with Similar Formatting

Intense E.. - Change |'5_|' e
Styles ~ | |[(5 2€7€ Click Select
|EL selectAl and then click

3. Press Ctrl+C or do one of the following to copy everything in the document:
Word 2003
a. Select Edit > Copy.
Word 2007
a. Click 52 €2P¥ in the Clipboard group on the Home tab.

4. In the blank document, press Alt+E+S or do one of the following to paste everything into the new
document:

Word 2003
a. Select Edit > Paste Special.
Word 2007

a. Click Paste in the Clipboard group on the Home tab.




b. Click Paste Special.

47k

E= | % Cut

I Paste H
e Click Paste
- and then click
|8, Paste Cells Paste Special

|3 Paste Special..,

A
=

5. Select Unformatted Text, and then click OK.
Note: Do not select Microsoft Office Word Document Object.
| Paste Special

Source: Microsoft Office Word Document
C:Users\pkornbli\Documents\MyTest\Ciccareli Sample Te. ..

As:
@ Paste: Microsoft Office Word Document Object » | || Display as icon
Paste link:
Picture (Windows afile)
Picture (Enhanced Metafile)
HTML Format
nformatted Unicode Text
Result

Inserts the contents of the Clipboard as text without any formatting.

| ok || cancel

6. Press Alt+T+S or do one of the following to spell-check the test in the new document:
Word 2003

a. Select Tools > Spelling and Grammar.

Word 2007

Spelling &
a. Click _5™mmar [in the Proofing group on the Review tab.




7. Review each suggested change in turn and decide which ones you want to make to the original MyTest
Word document.

Spelling and Grammar. English (United States) B |
Mot in Dictionary:
b. the sience| of mental processes |:| I[ Ignore Once ]I
il Ignore Al
_| | Add to Dictionary |
Suggestions:
e, - | C
silence I Change ‘
sir!r.e |E | I e |
zeine
sé_anu:e [ AutoCorrect ]
sdences =
Dictionary language: |English (United States) B
[¥] check grammar
| Options. .. | [ Unda ’ s

Note: There is no need to actually make any changes to the new document because you will make them
in the original one.

8. Return to the original MyTest Word document and make the changes.

9. Press Ctrl+S to save the test.




Create a Respondus Test

The easiest way to create a Respondus test is not from a MyTest Word document. Instead, you should export
an assessment to the WebCT format directly in MyTest.

To create a Respondus test directly from MyTest:
1. Open MyTest.

2. Open the MyTest assessment or pool of questions you want to export.

3. Click | LiExport

4. Select WebCT (CE 6 & VISTA 4).

[|save [} Export (i Print
Blackboard 6 & 7
(CEB & VISTA 4)

Click Export
and then click
WebCT

5. Click Save.
File Download 3]

Do you want to open or save this file?

= MName: Sample Test 07122010 _222333 zip
i Type: WinZip File

From: pegasus2.pearsoned.com /

Open |[ Save ﬂ Cancel ]

| Click Save

harm your computer. f you do not trust the source, do not open ar

| ? | While files from the Intemet can be useful, some files can potertially
= savethisfile. What's the risk?

6. Locate and open the folder on your computer where you want to save the .zip file.
7. Click Save.

8. Click Close.

9. On your computer, find the .zip file you just exported.

10. Double-click the .zip file to open the file in WinZip or a similar application.

11. Double-click the folder by the same name within the folder.




3] WinZip Pro - Sample Test 07122010_222333 2ip
File Actions View gobs Dptions  Help

s a.,aJnIL IIQ |]~.l~m

-

o

New Open Favorites Extract Mail Encrypt View CheckOut  Wizard ‘u":ew ‘St)'EE
Address 1\ - -.?"' =
Folders X & | Name L Type Modified Size Ratio Packed
=3 [Sample Test 07122010_222333.zip] | QIZ 5553724 M Folder B/12/2010 10:23 PM
b Q55532 M = imsmanLysRm XMLDocum.. 8/12/201010:23PM 1621 0% 1626
Double-click
to open the
folder
Folder:\ Total 4 files, 52KB 200

12. Double-click the data folder.
:jQ WinZip Pro - Sample Test 07122010_222333 zip
File Actions View Jobs Options Help

Boed QR E 9

ncrypt View CheckOut  Wizard  View Style

Favorites Extract Mail
Address QIZ 5553724 M\ - rEm-o
Folders X & Name ‘ Type Modified Size Ratio Packed
&) [Sample Test 07122010 222333.2ip] ¢ hdata Folder 8/12/2010 10:23 PM
|, QIZ 5553724 M I}
| data

Double-click to open
the folder

Selected 0 files, 0 bytes Total 4 files, 52KB 200




The zipped file contains four files. The file you want to import into Respondus is the largest file, which
has the same name as your test. Note the name and location of the file.

1 WinZip Pro - Sample Test 07122010_222333.zip E=R(EOE 5|

File Actions View Jobs Options Help

D AR R &R S
Mew E

Open Favorites Add Extract Mail ncrypt View CheckOut  Wizard  View Style

B W i [ [l

Address QIZ 5553724 _Whdata',

Folders X & MName e Type Modified Size Ratioc Packed
T3 [Sample Test 07122010 222333 zip] ¢ = broperties QIZ 0340520 xm| ¥ML Docum...  8/12/201010:23 PM 933 0% 938 |
W QIZ 5353724 M = quiz_QIZ_5553727 xml XML Docum...  8/12/2010 10:23 PM 1107 0% 1112
j data ': Sample Testxml AML Docurm...  8/12/2010 10:23 PM 48,961 0% 484971
Note the file
name and
location
Total 4 files, 52KB 2960

Selected O files, 0 bytes

13. Open Respondus.




14. Select IMS QTI 1.1+ in the Current Personality list.

R Respondus I ntie
File Edit Miew Help

CEak

&

Settings " g publish

Start Open or Create _?;!
- Current Perzonality: M5 ATI 1.7+ -
Introduction ] ‘-i
Open or Create Open a Respondus file. Current
E] Open Pe rson ality
list
Create a new Rezpondus file,
D Create
A The Responduz Exam “Wizard iz the quickest way to
create an exam uzing an existing set of questions.
Wizard
1 Im port Impart questions from a text file
Questions
Import
o . . Questions
Afchive Create a Rezpondus archive file zo that questionz, media,
rd and equationz are stored as a single, comprezsed file.

15. Click Import Questions.
16. Under Select the file to Import, select QTl in the Type of File list.




. lipoge G5 s E;
| 1. Select the file to Impart: Cancel L Select (ITI
Type of file: |IJTI - Help

File name: (ML OTI MyT st aml Eiigemg——— ik Hrowse
o Browse

| 2 Chooze where to add the new Questions

Image Folder [C:\Documents and

" Append the questions to the current document. Enlon 4 nanha

¢ Create a new docurment, hamed: |TESt'I 2345 4 = for the new
; Type of file to create;. & Ewam / test
[ Use "stem" plus question number to create titls, e.q.
"chl1-" stem becores "chOl-001", “chOl-002", ..
3. Use the Preview button to check for problems; Prewview E Click Preview
4. Press the Finish button to complete the process. Finizh ﬁl Click Finish
Preview resultz
| # | Title Cruestion Wording -
1_ _ 1-1a5 Carol Weldt, cwmner of Seagull Terrace, watched her investir
2 _ 1-1a4 Caral Weldt, cwmer of Seagnll Terrace, watched her investmr
3 _ 1-1a3 Caral Weldt, cwmer of Seagnll Terrace, watched her mvestir
4 . 1-1a2 Caral Weldt, cvwmer of Seagll Terrace, watched her mvestar = Comments
5 | 1-1&1 Caral Weldt, cmer of Seagull Terrace, watchad hem/ﬁft}’:’/ area
Imported successfully, e

17. Click Browse. Locate and double-click the file you saved to your computer.
18. If this is your first import, select Create a new document, named: and enter a name for the file.
Note: Select Append the questions to the current document only if you already opened the file.

19. Click Preview to check for any problems. If there is any problem, a message that describes it will
appear in the comments area.

20. Click Finish.

You can manipulate the questions or add more questions to the test using Respondus. You can also export the
file from Respondus to another format of your choice.
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Add or Delete MyTest Content

What Do You Want to Do?

Insert, Renumber, and Line Up Questions

Insert, Renumber, and Line Up Answers

Delete, Renumber, and Line Up Questions

Delete, Renumber, and Line Up Answers

Add the Date, Instructor Name, and Class Section

Add a Place for the Student’s Name

Add a Header or Footer to the First Page Only

Add an Introductory Paragraph or Instructions

Want to Know More?

Format or Edit MyTest Content

Download, View, and Print all Help Topics




Insert and Renumber Questions
1. Openthe MyTest document.
2. Press Alt+A+G to display gridlines.

3. Select any question and its answers. Make sure the rows are selected, not just the words, as indicated
by the blue bars at the end of the first two rows.

Blue bars appear at
the end of the rows

1. Which of these is the most accurate defipition of the discipline of psychology?
i .Ea. rﬂll?-s.c].ence beeha_"'lnr A N e e N N N e . R e e e e e e e e e e e e N N L L L L L L L L
. 'Lhe science of mi ntalpm-:esses

;.:_ *I:he s,n:1enr:e n::nfbehavmr and mentalEm n:e;,ses,

:In the definition of psy :]mlog"l. .the term mental processes ref

= .[_;J:

a ) _';mtemal covert pmcesses _______________________________________
b. loutwardbehavior

c. lovertactionsandreactons N
.d nnlv an.unalbehavmr

3. Which topic would NOT be mmﬁ'g'md by a psychologist if the definition of
| jpsvcholog}'wnr-e limited to “ﬂw science of behavior"?

'b ﬂmu@:.t_ymc&_s&gs smdentsmﬂdwiule trying to answer this q}tex-tmn

e hnwcha.u_ge& in the rate of television violence mfluence reallife viclence

. effectiveness U-fs-f.‘_"__FE_t:FEl_l_ b“eahnénts s for people who suffer from depreman R

4. Press Ctrl+C or do one of the following to copy the question:
Word 2003
b. Select Edit > Copy.
Word 2007
b. CIick in the Clipboard group on the Home tab.
Click the blank line above the question you want to appear after the new one.

Press the Enter key twice to insert two blank lines. You now have three blank lines.

Press the left arrow (<) key.

©® N o U

Press Ctrl+V or do one of the following to insert the question you copied in the new location:
Word 2003
b. Select Edit > Paste.

Word 2007
B
Paste
a. InWord 2007, clickl_=_lin the Clipboard group on the Home tab.




9. Delete one of the blank lines below the question you just copied.

Copied question and
answers

1. Which of these is the most accurate definitionef the discipline of psychology?
. ._ﬁii. e e it

'h :I;h_e science ofmentalpmcesses y

| d thesdenceofhumanbehsyibrandmentalprocesses
3. Which topic would NOT be investigated by a psychologistif the definition of |
! ;ps}_c!mlog\' were limited to "the science of behavior"?

4 L e L L

ia. I_E_llg]:_t_n_nbetwéeﬁ grade-}_:unmt average . and.: 53131} e Wl e, N
E:_l 't‘tmug,htpmn:esses students used while trying to answer this question

=c. (P —— o e e e e . e

ic. 1_19“ changes in the rate of television violence mfluence real-life violence
i :d _leffectiveness o f's.e'f Eral treatments forpeople who suf'fer Emm depres-smn__ SCEGESIGRA ]

5.1_1- PR T U et ey eyt

- Bl ERVOd gt o o e e
'nutvr'ardbeha\'mr

a.
b

.DVEIT. a l:tI.Dﬂ.“: E.I'.I.d IEE l:tI.DIlE-

C.
A ontyammalbehavier

3. Which topic would NOT be investigated by a psychologistif the definition of

' . Pwtholagrmre limited to "the science of behavige™?
a. Ielaunnbemeengrade-pnmt average al and salz_w _
'b it‘tmugltEmcesses students used while trvmg to an.mer thls guegunn

EE-

c. . howchanges n the rate nfteleusmn violence mﬂuer}_l:g rea al life leenl:e —
P effectiv erness o fzeveral treatments far_E enple who suffer from dMPIE ssion

10. Replace the existing question by typing the new question, and replace the existing answers with the
new answers.




New guestion
and answers

u: ’the science of behavior and mental
'd ‘Lhe science of humanbehaviora

mental processes

A teacher tells the school pm chologlst that Kate is late to class, does not turn in
her homework, squirms around a lot in her seat, and swings her feet constantly.
This is an example of which goal of psychology?

a 'd&sn:nbmg behavior

b. lexplaining be_havmr

i ic. predicting behavior

. ‘d. controlling behavior

=)

id.  intemal covert processes
b. ‘outwardbehavior
‘overt actions andrea ctions

) '& -nnlyz.tmn:a_lbehavmr

a3
-
E
-
=g
Ch

3

1
.
3
-4
B

3

ki
g
o
JE

%g
[=]

o

=
B
&
=
.
g

=4

‘a :relahnnhetween grade-point average and salary
b. thought processes studentsused while trying to answer this question
..: ﬁm“ n:hanﬁes i the rate n::nf'tva.lle'ir 1sion violence ‘mfluence raallife violence

EH \effectiveness of several treatments forpeople who suffer from depression |




11. Renumber the questions to match their new order by selection each question’s number and typing the
new one. For example, select the number 3 in the preceding screenshot, type the number 2, and then
renumber the rest of the questions accordingly. The result should look similar to this illustration:

i 1ir":'ll.li:]l of these is the most accurate definition of the ihsuplme of ps'l. l:]lﬂlﬂg"i ;A

?a- _the science of behavior
h 'Lhe science ofmentall:um-:esses

Eu:. ithE zcience of behaviorand mentale cesses

d ‘Lhe sclence u::nf'hu:rnan‘l::uzha‘ir 1or and mental_]:'umcesses !

2. Ateacher tells the school psychologist that Kate is late to class, does not turn in |
‘her homework, squirms around a lotin her seat, and swings her feet constantly.

T]us is an example of which goal of psychelogy?

i desu:nbmgl behamc_:r_ SRR

._explaining be S —
c.predicting behavior _
d. ‘controling behavior
i 111 the definition of psy :hn]og\ ,r.he term mental processes refersto .|
L _ T .
b._cutwardbehavior _
. jovertacionsandreactions |
L SR |

~ Which topic would NOT be investigated by a psychologist if the definitionof
:p:sw chology were limited to "the science of behavior™?

:;Elaj:nnbemeeil giiﬂe _pmn'r. av Erage and :.»3.].31"; y snsnsnsnsnans
_thought processes s students.usedw]:ul& tr‘;mg to anm‘erﬂus questmn mTTT
__how changes in the rate nfteleumnn violence mﬂuence real life tmlence i

) EffEl:tl‘i. ENess o f' eV Eral treatments fDIPEDPlE whn s.u'f'f'e'r- fmm del:ure sslom

"* 'E'F”" i '?J

[
1

12. Press Ctrl+S to save the test.
Notes:
e Toinsert multiple questions, repeat this procedure as needed.
e Because the answers are in a column in a table, the text stay lined up automatically.

e Ifatany time you don’t get the result you expect, press Alt+E+U, select Edit > Undo (Word 2003), or
l']

click Undo on the Word toolbar.

e When you print your MyTest, the gridlines do not appear in the printed version.




Insert and Renumber Answers
1. Openthe MyTest document.
2. Press Alt+A+G to display gridlines.

3. Click the answer that you want to appear after the new answer.

Clicked answer

' 4 Nouareata basketball game and the ape

ia is packed; the crowd is evenly split |

hetween fans of the two teams. At point, the referee makes a call. Half of the
ifans yell insults; the other half efthe fans shout their approval. The event reminds.

vouof the topic of today’

ture in psychology class. What was the likely topic of

N

‘d.  lextraneousvarables

4. Do one of the following to insert a blank answer row:
Word 2003
a. Select Table > Insert > Rows Above.
Word 2007
a. Click Layout under Table Tools.

Click Layout

"_-51_I earall] Satiphe Toet | Werhan] el il rinprat sty Mods| « Wciies) Woid sons dommpt bl « Tabile Tooks
..’I Home Bnrart Fager Lot Fefererses Blgibmgr Rrritw Whew addslma koot Dewspn Lyourt
.-\_'..— _-E; . ; ET-: :i_ :'._ljij - | TP '::1! : - | ¥ msigne o.pa- 2 || S Dretrstaute M 3 i: E | ;1 :--- ."'?'_I_ f}
[T G:::::u Propestier | Dlres :;';-': ;-:';:1 I'I'::In ::n::': :':.: r".-];:-:rr et | (= whoth: | 137 | ] Dirtrute Columm = .d = |:\-.|-.|-.-I|1:.;..- -:.r__ St '1::1:::?':-.' 'I;":""' Farmuu
H 2 Rowy & Columma ‘ Lhgigy Cefl Size : alignmir Dats
b. Click Insert Above in the Rows & Columns group.
o e ] O
Insert | Insert Insert Insert
Above Below Left Right
Rowl 3 Cotumns &
Inserted answer line
4. Youare ata basketball game and the arena is packed; the crowd is evenly split |
| between fans of the two teams. At one point; the referee makes a call. Halfof the |
ifans vell insults; the other half of ans shout their approval. The event reminds;
vouof the topic of today's 1 2 in psychology class. What was the likely topic of’|
— . thelectwre? = -~ |

ia. bias

b. expenments

5. Type the new answer in the blank table cell.




New answer

4. Youare at a basketball game and the arena is paeked; the crowd is evenly split
between fans of the two teams. At one poi e referee makes a call. Half of the |
fans vell insults; the other half of the shout their approval. The event reminds
youof the topu of today's lec psychology class. What was the likely topic of|

: . -.-cIIE-.5‘51‘:.E‘-.I_E}":T:Illl:iﬂ:t = ..................................................................................5
!rl'_:u_.”Ex_Pemnents_ E
P sychoanalysis

d Exuanenu_u anables i

A A i B i B i B B i i .r!_-l

6. Insert and change the letters, as needed, for the answers to match their new order by selecting each
guestion’s letter and typing the new one. For example, type b. in the cell to the left of the new answer
and replace b, ¢, and d with ¢, d, and e, respectively. The result should look similar to this illustration:

4. Youare at a basketball game and the arena is packed; the crowd is evenly split |
i between fans of the two teams. At one point, the referee makes a call. Half of the |
fans yell insults; the other half of the fans shout their approval. The event reminds|

vouof the topic of today's lecture in psychology class. What was the likely topic ﬂf

ﬂlE lE cture? !

i€ ex_pemnents. N .
id. l:ns.\.n:hnan:alvms
i@

7. Press Ctrl+S to save the test.

e Toinsert multiple answers, repeat this procedure as needed.
e Because the answers are in a column in a table, the text stay lined up automatically.

e Ifatany time you don’t get the result you expect, press Alt+E+U, select Edit > Undo (Word 2003), or
)

click Undo on the Word toolbar.

e When you print your MyTest, the gridlines do not appear in the printed version.




Delete and Renumber Questions
1. Open the MyTest document.
2. Press Alt+A+G to display gridlines.

3. Select the question you want to delete and its answers. Make sure the rows are selected, not just the

words, as indicated by the blue bars at the end of the first two rows.

Blue bars appear at
the end of the rows

e
b. understand, compare, and analyze human behavior

c. improvepsychological wellbeing i all individuals frombithymtil

ideath

| d_describe, explain predict, andcontrolbehavior N

= -}Tﬂegﬂ:h_&fﬁé}'cliol&é}_arei;l_ e —

jexplnreThE conscious and unconscious fimections i

5 5. Meiwas sent to the school psychologist to be tested. Based on her I(Q) scores it was |
i Eﬂﬁrilledﬂutshemn]ﬂdnwe]linﬁtgifmdthﬂdprngrxm.ﬂﬁ:ismmmplenf
s

3. describing behavior

b. explamng behavior

) id kzﬂntrﬂﬂhlﬁbehzvim

1
-+

7. A psychologist is interested in finding out why identical twins have different |
| personalities. This psychologist is most interested in the goalof . |
a. desempon

s JE R

4. Press Ctrl+X or do one of the following to delete the question:
Word 2003
a. Table > Delete > Table.
Word 2007
a. Open the MyTest document.
b. Under Table Tools, click Layout.

Click Layout

bﬂ = arall] Sattinle Toer 1 Wartial bl ol sinpras sl Blnos | o Wity Woid mon pammmpet il o fanie Toaks
= |
" Home ncert Page Layoant Reterendes mLpibngn Rerview W add-lna sorooat Detign Layout

<ol

=l ¥ = - | Tﬂ- 2231 : ==l | ] meigne o 2 || S orrstaie miw A=A ."_\'___.:
1 T A i , - —

Selont [ Whew | Properien | Deet Ieert  Ineest Inset Inaerd Sen - SpM LineFi t T
*  Gnoimes . Abowe Betow left Right Cails  Tabde =

H Rowy & Columm ‘ Ligrga CEfl Size i Alignmars

E |al widgth: 1.5

E2

c. Click Delete in Rows & Columns group.

Dirtrdute Column L
rrene tolamet | m @l S Birection

i s A

Repeat Caewir Famuin

fesder Rown 1o Tt

Chana




5.

d. Click Delete Table.

= Click Delete
| 5% | Delete Cells... and then click
Delete Columns Delete Table

= | Delete Rows

54 DELE’;ETBBLEE} |

p e 5. Thegoalsofpsychologyareto .
..................................... +...._l..........._..........._........._........................._........___..__............_..._...................

ia. ‘explorethe conscious and unconscious functions ofthe humanmind

:l':'n understand, comp are-_. and a:-riﬁlffé human behavier

ic. improvepsychological well-being in all mdividuals from birth until
Ede ath

lgi 'describe, explain. predict, and control behavior

1. Apsychologistis interested in finding out why identical twins have different
______ personalities. This psychologist is most interested in the goal of 4

e e B e R —

'd.  ‘rontrol

If there is an extra blank line where the deleted question used to be, delete it.




6. Renumber the questions as needed by selecting each question’s number and typing the new one.
For example, select the number 3 in the preceding illustration, type the number 2, and repeat until the
test is numbered correctly. The result should look similar to this illustration:

a Explnr& the cnnscmus and unu: nnsu:mu.s funu:unns -:JfT_hE hu.man m.md e
'I'J _understand_ compare, and anah ze hu:r_r_l_a_.t_l ’[:lg_h_g.\_‘. 0T
‘c. improve psvchological well bemg in all individuals frombirth until

ideath

d ,,.'d“'mbe explam, predict, andcontrolbehavier

6. Apsychologistis interested in finding out why identical twins have different

| jpersonalities. This psychologist is most interested in the goalof _ :

. descnptmn _ SN
'h-. l=-""13'1311311""11

R

d.__ icontrol

~ Acteacher tells the school psychologist that Kate is late to class, does not turn in
her homework, squirms around a lotin her seat, and swings her feet constandy.
_ __T]lu is an ex ample of which goalof psychology?

;predlcnng_hehauur
_controlling behavior |

E'ﬁ'.."_ﬁ"-b'xi PJ

7. Press Ctrl+S to save the test.
Notes:

e [f the questions you want to delete are sequential, select all of them in step 3. To delete multiple
questions that are not sequential, repeat the entire procedure as needed.

e Because the questions are in a table, they stay lined up automatically.

e [fatany time you don’t get the result you expect, press Alt+E+U, select Edit > Undo (Word 2003), or
i)

click Undo on the Word toolbar.

e When you print your MyTest, the gridlines do not appear in the printed version.




Delete and Renumber Answers
1. Open the MyTest document.
2. Press Alt+A+G to display gridlines.

3. Select the answer you want to delete.

4. Press Ctrl+X or do one of the following to delete the answer:
Word 2003
a. Select Table > Delete > Rows.
Word 2007
a. Click Layout under Table Tools.

b. Click Delete in the Rows & Columns group.

Insert Insert

c. Click Delete Rows.

Delete Cells Click Delete

and then click
Delete Rows

}‘.‘" Delete Columns
_,u'-‘i" Delete Bows I:}
s Delete Table

~ 10. In1879,in Leipzig, Germany, the first psychologicallaboratory was developed by |

T I 0 0 0 30 0 0 00 0 300 30 30 0 0 30 0 0 30 30 3 0 20 30 300 30 30 3000 0 30 0 30 30 0 0 S




Notes:

Change the letters, as needed, for the answers to match their new order by selecting each question’s
letter and typing the new one. For example, select the letter c in the preceding illustration and type the
letter b, then select the letter d in the preceding illustration and type the letter c. The result should
look similar to this illustration:

TS TR

Press Ctrl+S to save the test.

If the answers you want to delete are sequential, select all of them in step 3. To delete multiple answers
that are not sequential, repeat the entire procedure as needed.

Because the answers are in a table, they stay lined up automatically.

If at any time you don’t get the result you expect, press Alt+E+U, select Edit > Undo (Word 2003), or
E;I

click Undo on the Word toolbar.

When you print your MyTest, the gridlines do not appear in the printed version.




Add the Date, Instructor’s Name, and Class Section
1. Openthe MyTest document.
2. Press Alt+A+G to display gridlines.

3. Click justin front of the line to the left of the first question on the test.

Click here

N “]]Jf]l of I‘]lfsi is t]1e most accurate Elefin.luon nf t]le d:ls:lp]me ofpn chulngﬂ.

'l:he 5c1enu:e ufbehavmr
he science nfmentalpmn:esses i

ic. _f_'_sclence of behaviora dmg_malpmcesses, _ D RERC R R RERE R ReRERE AT RTRERE TR
id “l'LhE =CIence ofhu.manbehavmrandmental o cesses i

4. Press Enter to insert a blank line above the first question.

T "“'luth of these is the most accurate definition of the {hs-ﬂplule of P‘S‘r{!hﬂlﬂg\

-a lthe smenc& of behavior

b, the science nfmentalpmn:esses

LA A T

ic. 'Lhe science of behavior andmentalpmu:esses
d _'Lhe science nf'hu.manbehaunr andmentalpmn:esse:,

5. Type the date, your name, and the class section ID.

9 20,2012
Professor Robbins
Section 01

A "J:]ui:h of these is the most accurate definition of the dnﬂplme of ps*l. I:]lﬂlﬂg’\ 7

la ‘Lhe smence of behavior
'Lhe science nfmentalpmn:esses

T.hE zcience of behavior and mental_pmc EE.SEa

c
:j 'Lhe scleﬁcé-nf’h'um- ' a-nhehaunr andmentalpmu:—es.se:, '_ '_ '_ '_ '_ '_ '_ '_ '_ '_ '_ '_ '_ '_ '_ '_ '_ '_
6. Press Ctrl+S to save the test.

Notes:

e [fatany time you don’t get the result you expect, press Alt+E+U, select Edit > Undo (Word 2003), or
i)

click Undo on the Word toolbar.

e When you print your MyTest, the gridlines do not appear in the printed version.




Add a Place for the Student’s Name
1. Openthe MyTest document.
2. Press Alt+A+G to display gridlines.

3. Click justin front of the line to the left of the first question on the test.

Click here

N “'h.lfh nf r]rex«e is r.he most accurate E|:Eﬁ.l]1110]1 'ﬂf th«e d:lsup]me uf pswhulng"l.

.a 'r.he 5:1ence of behavier

b ﬂle science ofmentalpmcesses |
o ‘the science of behavior andmental_pm-:esses !
. "I'Lhe s.u:lenu:e nf'hu:rnanbehavmrandmental mu:esses. |

o B B 0 2 0 0 2 0 0 2 0 0 2 0 0 3 0 3 0 3 0 20 I o

4. Press Enter to insert a blank line above the first question.

' .1 = "“'h.lth of these is the most accurate definition of the dlsﬂplme of pswhﬂlog“\

e e i
i

. _‘Lhe s-:lence of behavior d
b, fthe science nf'mentalpm:esses

e S Col ey e iyt < T

'c. 'Lhe science of behavior andmentalpmu:ess.es
d 'Lhe science n:nf'humanbehaun:r andmentalprnn:esse;

..

5. Type Your name (or something similar) followed by a colon (:) or a blank line, and press Enter.

b

c. .'_“rhe science of behavior and mental processes e

d.  thescience nfhu.manbehaﬂm andmental;gmu:esses
6. Press Ctrl+S to save the test.

Notes:

e Ifatany time you don’t get the result you expect, press Alt+E+U, select Edit > Undo (Word 2003), or
click Undo 9 on the Word toolbar.

e When you print your MyTest, the gridlines do not appear in the printed version.




Add a Header or Footer to the First Page Only
1. Open the MyTest document.
2. Press Alt+A+G to display gridlines.
3. Do one of the following:

e To add a header, double-click the blank area at the top of the first page. A label that says
“Header -Section 1-“ appears.

Double-click
here

i1, "Wluch ﬂf thes-e is I‘]le most a-ic_ﬁl-'-ate defmuﬂn nf the llllstlp]llli.‘ ﬂf psw:holngv i

;a. the science of behavior

u: the science of behaviorand mentalEm cesses
AL

T

1

|

|

|

i ’b _the science of mentalprocesses
E

.

| d. thescience nfhumanbehaﬂnrandmentalpmcess&s

e To add a footer, double-click the blank area at the bottom of the first page. A label that says
“Footer -Section 1-“ appears.

4. Do one of the following:
Word 2003

a. Click Page Setup on the Header and Footer toolbar.

Header and Footer

Insert sutnText~ | ¥ 4 &7 | 5] © I[@L%] | 88 | (£ & 5, | Close

by
Fage Setup




b.

Click the Layout tab.

c. Select Different first page, and then click OK.
Page Setup 7]
Margins | FPaper Lavauk |
Section
Section skark: Mew page b
Select - _ o l J
Different first Suppress endnotes
page
Headers and footers
™ Different odd and Even
v
Frn:[n\:gedge; Header: |IZI.5" E"
Footer: |IZI.5" E"
FPage
Mertical alignment: Top -
Preview
Apply to
whole document: ;I
Line Mumbers. .. | Borders. .. |
Default, .. I Ok I Cancel
Word 2007
a. Click Design under Header & Footer Tools.
b. Click Different First Page.
Header & Footer Tools
Click Design '
- thersll Add-Ins Acraobat Design
click ——w[¥] Different First Page =+ Header fram Tap:  |0.5
Different :
. l%iffn&:rent Cdd & Even Pages :I1 Footer from Bottom: | 0.5
First Page ;

| Show Document Text j Insert Alignment Tab

QPII.CIHE ! Position

4 kA ¥




5. Type and format the text as you want it to appear in the header or footer.

New header

|teader Sectioni- | (I. |Which of these is the most accurate definition of the discipline of psychology? |

e 1] 2= — = A R T S U Y 3

the -_,-_ienu; of behawviar

e of mentalprocesses
_____ 1ce -:nfh=ha' 10T andme_r_l_t_.glplme _3_:_:_ S

id the science of human behaviorand mental processes.

6. Double-click anywhere in the middle of the first page of the test or do one of the following:
Word 2003

a. Click Close in the Header and Footer toolbar.

Header and Footer

Ingert AutoText = A M EEEe | | E|EE Epi

Close Header and Footer

Word 2007
Close Header
and Footer
a. Click Close

Your test should look similar to this illustration:

Cref " A et

1 '_""';‘fﬁiii:'l'{lii"i:iiéis?é'i.;.'iﬁé’EEﬁ'i’éEﬁEi’i&'E&i‘ﬁiﬁEﬁ of the discipline of psychology? |

PR L L e e b e P e T P b P e e e e e P R P e e e E e e e e e e P e R R PR R R e L

’a 'the sm&nce th&havmr !

'b “I:h& zcience nfmental;_:m CES5es !
................................................................................................................. |

-|: ‘thg science of behaviorandmentalprocesses 5

d. the science of humanbehavior and mental processes |

[N SRS S

7. Press Ctrl+S to save the test.
Notes:

e [fatany time you don’t get the result you expect, press Alt+E+U, select Edit > Undo (Word 2003), or

click Undo 9 on the Word toolbar.

e When you print your MyTest, the gridlines do not appear in the printed version.




Add an Introductory Paragraph or Instructions

1.
2.
3.

4,

Notes:

Open the MyTest document.
Press Alt+A+G to display gridlines.

Click just in front of the line to the left of the first question on the test.

Click here

N “]11{]1 nf these is the most accurate E|:Eﬁ.l]111011 of the d:lsﬂp].me ofpuchulng‘l.

‘the s-:1enn:e cfbeha‘nnr

the science nf'mental Pmcesses !
'Lhe science nfhehm 101 andmentalpmcesses y |

d 'Lhe sclence nf'hu.manbehavmr andmental o cesses |

oo o s o a2 e o o e o B I B B B 0 2 0 30 2 0 30 2 0 30 2 0 30 2 0 30 2 0 o

a

Press Enter to insert a blank line above the first question.

- .1 = "‘J.'h.lth of these is the most accurate definition of the ihsﬂphne of pswholﬂgw
gy "-ﬁ- _‘Lhe sl:lence of behavior _- B
the scienc E__q_i::gy_z_r}}g_l_pmcesses____

ic. ithe science of behaviorand mentalpm cesses
d 'Lhe sclence thulnﬂ.nbEhE‘ir 1or and mentalprn r:esse;

I

Type and format the paragraph or instructions you want to appear.

Instructions: Please place the appropnate letter answer for each question onthe line to the left ofthat question.

= ".ﬂuch of these is the most accurate definition of the &sc]p]me of ) psn. {]'lﬂlﬂ'g"l.

ia. 'Lhe s.n:1enn: E o fbehavior

"Lhe sclence o fmentalEru ce sses

'Lhe science of behaviorand m&ntal | proc: r:e sses.

_ 'Lhe sCience o f human b Ehavmr and mentalpm o E E-aE s

Press Ctrl+S to save the test.

If at any time you don’t get the result you expect, press Alt+E+U, select Edit > Undo (Word 2003), or

click Undo 9 on the Word toolbar.

When you print your MyTest, the gridlines do not appear in the printed version.




mytest v

Download, View, and Print all Help Topics

Download all Help Topics

Note: You will need Adobe Acrobat Reader to view and print the document you download. If you don’t have
Adobe Acrobat Reader installed on your computer, go to http://qget.adobe.com/reader/ and follow the
instructions to download and install a free copy.

Downlboad Al
Click at the top of this or any help topic page.

1.
2. Press Ctrl+S or select File > Save As.
3. Locate the folder where you want to save the document.
4. Enter a new name for the document if you want.
5. Click Save.
View all Help Topics

1. Locate the folder where you saved the document.

2. Double-click the file’s name. The document should open in Adobe Acrobat Reader.

Print all Help Topics
1. Follow the preceding instructions to view all the help topics.
2. Press Ctrl+P or select File > Print in Acrobat Reader.
3. Select the name of your printer in the Name list.
4

Click OK.
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