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Click this tile 
 

OR 
 

Go to Testing > Create Test 

 
 

  
 
 

 

Choose a category for 
your test.  It’s just a 

label for filtering later. 
 

 
 

 

Choose the Standard Set. 
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Choose the grade level. 

 
 
 
 

 

For Test Name, notice the 
suggested name that 

appears based on your 
initials and what you 

selected above.  You will 
still need to append a 

description (just click within 
the brackets to do so). 

 
 

 
 
 

 

Add a Short Name because 
long names don’t fit on 
reports.  Often you can 

simply cut and paste your 
test name here. 

 

 
 
 

 

Read these choices carefully.  The default is “Online Only” so you can see 
all the item types your Item Bank offers. 
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Choose the first one: 

 
 
 
 

 

 
 
 
 
 
 
 

You are now in Step 1, which is Adding Items to your test.  Select your 
Item Bank, select the Standard, then click Show Items/Questions: 
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You can click Preview Print and Preview Online to see how students will 
experience the question.  You can click and view the passage associated 
with the question (My Favorite Food, in this example), if applicable.  The 
correct answer is highlighted in green.  Note all the standards below that 
this question addresses.  

 
Click the little box to the left of the question to select it. 
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Click Add All Checked located 
above or below the questions.  

  

If you see that an item you like is associated with a passage, you can view 
ALL the items associated with that passage.  To do so: 
 

1. Change your Standard back to Any. 
2. Click the Passage menu and select the one you want. 
3. Click Show Items/Questions.  

 

 
 

Go through and add more 
items as described above.  

When done, click Go to 
Step 2 at the top right of 

your screen 

 
 

 

  



 

© IO Education 2017. All Rights Reserved. Revised 3/28/17 

  
Page 6 

6 

 
 
 
 
 

Step 2 allows you to preview the test.  If you want to change the order of 
your questions, look along the left side your page.  Click-hold-drag each 
question to the position you want.  Then click Update Item Order.  Note: 
Since questions on online tests are shuffled by default, updating the 
order here will only affect hardcopy versions and how they are listed in 
reports later on.  
 
When satisfied, click Save & Finish. 
 

  
  

Your test is now complete, and you have arrived at the Manage Tests 
screen where you can Schedule and Share it.  For more on this topic, view 

the help doc entitled “iO Assessment 101 – Scheduling and Sharing a 
Test”. 

  

 

 


