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[bookmark: _Toc289499122]Radiology ExamWeb overview
[bookmark: _Toc289499123]Websites
There are two websites for Radiology ExamWeb for routine student and instructor use, and these are also mirrored on a practice site (see below) :
[bookmark: _Toc289499124]STUDENT INTERFACE
http://radiology.examweb.com   is used for student access to register, add courses, take exams and see their grades.  
The header bar is BLUE.
Students register themselves using a password provided by the instructor.  
Exams are taken via the student site from any PC .  
Students receive scores at exam completion, and can check answers if this option is selected. 
 Answers will only be available to them to view at the time of initial exam completion, not during later logins.
NOTE: Pop-ups MUST be enabled to take Radiology ExamWeb examinations.



[bookmark: _Toc289499125]INSTRUCTOR INTERFACE
http://radiology.examweb.com/instadmin  is used for the course director and instructors. 
Course Directors may register additional instructors and add courses.  
Both instructors and course directors can add classes;  make, share and edit exams as well as obtain reports of student exam scores from this site.  
The header bar is GREEN.


Instructor homepage


[bookmark: _Toc289499126]Practice site	
Radiology ExamWeb also has a practice site which you can use to ‘play’ with the system which mirrors the sites above. 
Exams/course/classes made within this test system will not appear to students or be permanently in your system.  
Use this URL to become familiar with Radiology ExamWeb and if you are giving ‘bogus’ exams so as not to corrupt the real data.  The interface is identical and the majority of the questions are there.  
Do not make exams in this system that you wish to later give to students, as they will not appear, use http://radiology.examweb.com/instadmin.  
Feel free to make as many exams as you want within this system.  Software updates to the main site may not appear until later at this site.

Test course director/instructor site
http://radiology.ewprep.com/instadmin 
Username: test1
Password: password1
Test student site (register a fake student to test taking an exam)
http://radiology.ewprep.com

[bookmark: _Toc289499127]Hierachy  within Radiology ExamWeb
[bookmark: _Toc289499128]FACULTY
For any medical school, there may be one or more course directors, and one or more instructors. Course directors (CD) are automatically instructors.

[bookmark: _Toc289499129]COURSES, CLASSES AND EXAMS
Courses are specific to the medical school
Classes are specific to a course AND to an instructor/CD.  Any course can have multiple classes so you can separate the results of students in any one group (e.g. different elective groups during the year)
Exams are specific to a class.  Any class can have multiple exams given to it.




[bookmark: _Toc289499130]Courses
Course directors may set up one or more courses, typically maintaining the medical school designation (e.g. RAD502, Radiological Anatomy etc).  Courses are maintained across semesters and academic years unless changed.

[bookmark: _Toc289499131]Classes
Both CDs and instructors can set up new classes.  Classes are specific to a course, but change with student groups, semesters, or academic years depending on the course.  For example, the RAD502 course may have July 2009, Sept 2009, Nov 2009 classes.

[bookmark: _Toc289499132]Examinations
Both CDs and instructors can set up multiple exams.  Exams are specific to a class, but can be ‘copied’ and used again for additional classes.  
Any class can have multiple exams attached to it (e.g. a pre and a post-test). 
Exams can be developed from the question database from ‘scratch’, prior exams edited/changed/added to, and exams developed by other instructors both at the host medical school and elsewhere in the system can be ‘shared’ by other users.  
The number of questions in the exam, time to take the exam, number of attempts, feedback or no feedback and several other parameters are defined by the instructor. 
All exams have a specific identification number attached to them.  If you add or remove questions from a shared exam, then this will become a new exam with its own ID.  Any exams that you ‘own’ (i.e. you developed) keep the same unique ID # even if you edit them.  

[bookmark: _Toc289499133]Question database
Questions in the database are in one of two forms: 
1) Single answer multiple choice format, the vast majority as single positive answer as recommended by NBME
 2)  Extended Matching Questions (see NMBE short guide) .
Questions are both image and non-image based. 
All questions are categorized into 4 levels: system, modality, organ and etiology.  
New questions can be submitted to Radiology ExamWeb by emailing to petra.lewis@hitchcock.org.
[bookmark: _Toc289499134]Question identification numbers
Every question has a unique identifier – a QID number.  
This number is displayed in multiple fields (edit exam, add questions, student exam interfaces etc), and can be used to identify questions with problems, or questions to be deleted from an exam.  
This number is not affected by exam question randomization.  
Questions can be added by QID.

[bookmark: _Toc289499135]Registration
[bookmark: _Toc289499136]Registering course directors (CD)
The school and course directors must be registered via petra.lewis@hitchcock.org or nancy.mcnulty@hitchcock.org

[bookmark: _Toc289499137]Registering instructors
Course Directors can register additional instructors.
Click Instructor Admin on left menu
Click Add Instructor
Complete the details listed (name, email, user name and password)
To search, edit and remove instructors, click Search Instructor from the main Instructor Admin menu.  Either enter search parameters or just click Search Instructors to search all.  
Instructors can be ‘deleted’ by making them inactive.  By doing this they will not appear in active searches but their student data is kept in the system.

[bookmark: _Toc289499138]Registering students
After courses and classes have been entered (see below), students will self register by going to http://radiology.examweb and entering the school, instructor and class code that has been E-mailed/given to them by the instructor.
They will pick a username and password and enter their email addresses.


Additional classes can be added from the same site (e.g. if the student returns for a later elective).
Any exams set by the instructor and made active will appear to the student on the day prescribed in the exam settings.

[bookmark: _Toc289499139]Course administration
[bookmark: _Toc289499140]Adding courses
Only CDs can add courses
Click Course Admin on left menu

Select Add Course
Pick the student year level (1st, 2nd or 3/4th).  Years 3 and 4 are grouped together as this aids exam searching .
Enter unique course name
Click Add


[bookmark: _Toc289499141]searching and Editing courses
Courses can be searched from this page or the main Course Admin page by clicking Search Courses. 
Either enter search parameters or just click Search Courses to search all. They will no longer appear under search active courses.

Courses can be edited and made inactive:
Click Edit .
Click Inactive
Click Update


[bookmark: _Toc289499142]class administration
[bookmark: _Toc289499143]Adding Classes
Both CDs and Instructors can add classes.  
Click Class Admin on left menu or home page main menu

Select Add Class
Select the Course and Instructor to which the class will apply
Enter the Starting and Finishing dates when students can register for the class
Enter a unique Class Code – this is a 5 digit or greater alphanumeric code that the instructor will email to the students so they can register for the class.
Click Add

[bookmark: _Toc289499144]Searching and editing classes
Classes can be searched from this page or the main Class Admin page by clicking Search Classes. 
Either enter search parameters or just click Search Classes to search all. 
Classes can be viewed.  This  will also show the class codes.




Classes can be edited (including changing class codes and start/end dates) and made inactive by clicking Edit this class.  They will then no longer appear under ‘search active classes’.



[bookmark: _Toc289499145]Making examinations
[bookmark: _Toc289499146]Choices for making an exam
Exams can be developed in 4 ways:
Designed ‘from scratch’ from the question bank using either random or manually selected questions
A pre-existing exam in the system can be ‘shared’.  This can either be one of the instructor’s own making, or from another instructor from any medical school
An exam given by the instructor/CD to a previous class can be copied and used again.
A pre-existing exam can be modified
Note: with all methods, an exam must be made ACTIVE under Exam Edit field parameters for it to be visible to students


[bookmark: _Exam_parameters][bookmark: _Exam_settings][bookmark: _Toc289499147]Exam settings
With any exam development method, the following exam settings can be defined:
[bookmark: _Active_Exam]Active Exam
Exams must be marked active to be made available to students, mark any exams attached to this class inactive if you do not want them to be visible to students
Exam Name
Give the exam an identifiable name, e.g. Final Elective Exam 
Share this exam
Exams can be ‘shared’ with other Radiology ExamWeb instructors if you wish, and feel that this exam may be useful to others. The default is ‘No’.   Please do not ‘share’ exams unless they are finalized.
INTernal description
This should be a short summary of the exam and is displayed on the shared exam page. E.g. “ This is the final exam covering all topics given to the 4th year elective group”, or “This exam tests knowledge of radiological neuroanatomy in 1st year students”
[bookmark: _Start_Date]Start Date
The date when the exam will become visible to students.

End Date
The date when the exam will no longer become visible to students.  Note, when students have completed an exam, it will no longer be visible to them.

Exam Message  
Include here any specific directions to the students. This field MUST have an entry.
Time Limit
5 mins-24 hours.  If desired no time limit can be set (leave blank).  Students get a 5 minute and a time expired warning (at which point the exam will be automatically submitted).

Number of Tries
Number of attempts that the student can have in order to pass the exam.  Typically set at 1 but for a learning exercise students may get multiple attempts (in which case ‘Show Results’ should be set at ‘No’.

[bookmark: _Random]Random
The questions can be displayed in random order to reduce cheating.  This will affect the position of the question within the exam for any one student, but not its unique identifier (QID).

[bookmark: _Show_Results]Show Results
The instructor can select if the students can review their answers (full question displayed with the correct answer shown) or not have this function available to them.  All students will see their exam scores regardless of the selection here.  NOTE: If you decide to allow students more than one try to take the exam, this MUST be set at NO.

Pass Mark
A pass mark can be set (and if multiple attempts are allowed, this is the score to be obtained before no more attempts are allowed).  If this is left as zero, pass or fail messages do not appear after exam submission.

Pass Message
If desired, a message will appear to students who obtain greater than a set pass mark.

Fail Message
If desired, a message will appear to students who obtain greater than a set pass mark.

[bookmark: _Toc289499148]Making a new exam
Select Exam Admin from left sidebar menu or home page

Select Create  a new exam
Pick the Class for which the exam is to be applied, and click ‘create exam’ under the action column


Give the exam a name, and complete the exam settings as listed (see above).  
Click Next at the bottom




[bookmark: _Adding_questions][bookmark: _Toc289499149][bookmark: Adding_questions]Adding questions
Questions can be added in three ways: by QID, Manual and Random 
Select Add Questions at bottom of Edit Exam field


Adding questions by QID
If you know the QID (question ID ) for a question (e.g. if you have submitted a list of new questions and QIDs been returned to you), you can add them manually here by typing this number in.  IF you have a list of multiple QIDs, then separate the list by commas and paste into the QID box, e.g. 42390,34940,29303


It will then come up with this field:

Manual question addition selecting categories
Questions can be picked from 1 or more categories (System, Modality, Organ and Etiology).  Click the category(s) to search.  Ctrl-click to select multiple categories, or to deselect.
To search the entire database, do not select any criteria (if any are already selected use Ctrl-click to deselect).
Within a category, picking multiple criteria acts as an ‘OR’ Boolean operator (e.g. Chest OR GI OR GU).
Between categories, picking multiple criteria acts an ‘AND’ Boolean operator (e.g . Chest AND CT AND Lungs)
You can select from ANY or ALL categories, the more categories you select the smaller the question bank viewed.


Select Manually 
Select Next
All questions that fill those criteria will be displayed

If wished, by selecting ‘Condensed View” an abbreviated list of questions and categories will appear, the question and image can be viewed by hovering the mouse over the question. 



Select the questions to be added by clicking the box to the upper left of the question, or select Add All at the bottom
Select Add at the bottom
Repeat as necessary to make exam

Selecting questions Randomly
Instead of searching the question database, the software will randomly pick questions according to criteria you set.  These questions can then be deleted, or added to later.
Select no more than ONE criteria from any one category.
You can select from only one category or multiple.
Categories will be combined with an ‘AND’ Boolean operator (e.g. Chest AND Plain Film)
Select Randomly
Pick the number of questions to be picked randomly from this category or combination of categories.
Select Next
Repeat as necessary to build exam by adding from different categories.
[image: ]

Viewing and editing exams
The abbreviated question list will appear at the bottom of the Edit Exam field,
Individual questions can be selected and deleted by checking the adjacent box and selecting Delete Question(s) at the bottom.  

The entire exam can be viewed by selecting View Complete Exam.
Select Add Question to add further questions
Select Done when question addition and parameter editing is complete.
Select Show Exam Settings if changing exam parameters further (e.g. exam availability, time available etc).  
NOTE:
If you change Exam Settings you must click on DONE: EXAM COMPLETED at the bottom of the settings  field.
You must click DONE: EXAM COMPLETED at end to add exam to the class.

[image: ]

View complete exam
Clicking on View Complete Exam brings up this display.  Questions can be deleted by selecting the check box and then Delete.
[image: ]

[bookmark: _Toc289499150]Using an existing exam made by another instructor
Any exam developed by any instructor at any medical school can be ‘shared’ with others.  This allows other instructors to use this exam for their students.  
Students scores will be pooled from all institutions, and displayed as a distribution curve (note: the number of students who have taken this exam will affect the reliability of this curve) to guide instructors how to set pass scores and help assess the exam appropriateness.  
Individual student scores from other instructors are NOT made available to instructors (other than those students whom an individual instructor has registered for an exam).
The exam parameters (time allowed etc) can be modified by the instructor of a shared exam, but if questions are added or deleted they must ‘Take Ownership’ of this exam and it will become a new exam (ie. their students results will not be pooled with the originators).
[image: ]
Click Use exam previously developed by another instructor
Select the Class for which you wish to use the exam. The number of exams available in the system for this level (years 1, 2, or 3/4) are shown.
[image: ]
Filter exams by student level and/or university if desired

[image: ]

Scroll thro the exam choices, the following summary data is shown for each exam:
Instructor name and medical school and  creation date
Exam ID
Exam name, number of questions, number of attempts allowed, time limit, number of previous attempts (student test taking episodes)
Any exam information that the instructor has entered 
Score distribution graph 
Edit Exam – this will ONLY show if you are the owner (originator) of this exam
[image: ]
Select Click to view questions to see the questions, within that field click Back  to return to previous field.
To use an exam:
Select Use This Exam
Change any of the exam settings on the subsequent page (time allowed etc)
Click Link at bottom of page
[image: ]
In the next field, you can view the summary of the exam questions or click View Exam to see entire exam. 
If you further change exam parameters, click Update.  
When finished, click Done.
If you wish to add or delete questions, you must click Take Ownership
[bookmark: take_ownership][bookmark: edit_exam][image: ]

After taking ownership, you can add or delete questions as shown in the Adding Questions section above.

[bookmark: _Toc289499151]Making a copy of an exam given previously
If you are administering the same exam to multiple student groups, you may wish to make a copy of it.
Select Exam Admin from the main left menu
Click Edit Exam or copy a prior exam given by you
[image: ]
Select the new class that you want to copy an exam INTO. 
Click Add Copied Exam
[image: ]

It will then take you to the Exam List which contains all the exams that you have previously administered.  Pick the exam you wish copied to the new class.
[image: ]
It will come up with this warning:
[image: ]
Results from all copied exams can be combined and seen via the reporting interface, unless you add or delete questions when it will become a new exam. Changing exam settings does NOT affect this.

[bookmark: _Editing_an_exam][bookmark: _Toc289499152]Editing an exam
Any exam created or already shared by an instructor/CD can be later edited by that instructor/CD. 
Select Exam Admin from the main left menu
Click Edit Exam or copy a prior exam given by you
[image: ]
Select the class for which you the exam you wish to edit is in.
This will then come up with an Exam List.
You can View, Edit, Copy,  Add Questions or Delete the exam
[image: ]
Click Edit Exams
Select the exam you wish to edit (it will say if you are the owner of this is a shared exam)
Click Edit which will take you to the Edit Exam field.
Make changes to exam settings and/or questions as above.
Note: if this is a shared exam and you wish to add/delete questions, you will first need to click Take Ownership
Click Done when finished.
[bookmark: _Toc289499153]Deleting exams
To delete an exam (NOTE: Deleting exams will not delete any exam result data associated with them)
Select Exam Admin from the main left menu
Click Edit Exam or copy a prior exam given by you
Select the class that you want to delete the exam from
Select the exam you wish to delete
Click Delete as shown in the screenshot above under Edit Exam

[bookmark: _Toc289499154] Reporting functions
CDs can view reports on all exams at their medical schools given by all instructors to all classes
Instructors can only view reports on classes that they instruct
Select Exam Results on the left menu
[image: ]
There are 3 options:
Results by Class will display results of any exams applied to a named class (e.g. April 2011 elective)
Results by Exam will display results of any given exam applied to ALL classes (e.g.  the final exam that you have copied and applied to multiple student classes)
Results by Student will display all exams as applied to any named student

[bookmark: _Toc289499155]Results by class
Click on Results by Class
[image: ]

This will give you the following page
[image: ]

Click on View Report to see the individual student results. 

[image: ]

Click on student name for exam question breakdown
[bookmark: student_results][image: ]
Clicking on an individual question will bring up the student response, e.g. 
[image: ]
[bookmark: _Toc289499156]Results by Exam
Click on Results by Exam
[image: ]

[image: ]

Note: currently if you wish to have a breakdown of overall question performance within an exam over multiple exam administrations, you will need to contact petra.lewis@hitchcock.org 

[bookmark: _Toc289499157]Results by student
Click on Results by Student
This will list all students that have taken exams under that instructor (or all at institution for the course director)
Click on a student name to see detailed breakdown of their exam performance, including score per system (chest, GI etc) and individual question pass/fail (this is the same view as all students see at the completion of their exams, see above).

[image: ]

Click View Prior Exams to see the results of a student’s prior exam attempts in this system
[image: ]


[bookmark: _Toc289499158]Search for student
[image: ]

This will give you a student list dependent on these parameters e.g. 

[image: ]


[bookmark: _Toc289499159]Student Interface
A basic tutorial is present from the left main menu on the student pages by selecting How to Use.
After enrollment, the students will have a page that lists their class.  
NOTE: Pop-ups MUST be enabled to take Radiology ExamWeb examinations.

[bookmark: _Adding_Classes][bookmark: _Toc289499160]Adding Classes
Additional classes can be added by:
Click Add Class
Select Medical School
Select Instructor
Insert Class Code for the new class
Click Add Class


[bookmark: _Toc289499161]Changing email addresses
Selecting My Account from the left menu will enable student to change their email address.

[bookmark: _Toc289499162]Taking Exams
Click Start beside the class that the exam is to be taken
Click Take Exam
There will be a table showing the exams that student has either taken, or are still to be taken associated with this class as below:
[image: ]

Only exams that are Active and within the date and time parameters set will be visible here to students.  Tests that the student has already completed for this class will be shown but will not be available for selection.
The student selects the exam to be taken with the radiobutton
The next page gives the student information about the exam.
Clicking Start/Resume exam (latter for those exams allowing multiple attempts) will enter the exam taking module.
[image: ]

[bookmark: _Toc289499163]Exam interface
The student can navigate through exams using either the Next and Previous buttons or through clicking the Question #  in the left menu beside each question.  
A gray radiobutton is a question that has not been answered, a red buttoned question has been answered.
A navigational help pop-up is provided on the left menu as is a time clock.  The student will receive a 5 minute warning and a time expired notice at which point the exam will be automatically submitted.
[image: ]

Some questions have small images that must be clicked to pop up the larger image.

[image: ]

At the end of the exam, the student will click Submit the exam. He/she will be given a chance to confirm on the next screen.  Exams will automatically submit if left unattended for 20 minutes.
If a system crash or freeze occurs (either server end or local) prior to submission, the student can resume the exam by logging back in.

[bookmark: _Toc289499164]Current exam results and feedback
The students are given immediate feedback after completing an exam as follows:
[image: ]

Individual question feedback is given as shown in the next screenshot.
If the instructor selected YES to ‘Show Results’  in exam parameters, then clicking on the detail link will go back to the question and display the correct answer.
The student can go back to the exam results page on later logins, but CANNOT see the individual questions for security purposes.
NOTE: If students wish to discuss a problem with an individual question, they must record the questions QID# (which appears on the full question display).

[bookmark: _Toc289499165]Prior Exam results and progress
My Results in the left menu gives students several reports:
Students can obtain their prior exam results
Select Prior Exams
This will show them the results table as above
There are other functions that the student can access such as ‘ Progress’  and ‘Strengths and Weaknesses’ that we have not currently implemented in Radiology ExamWeb
Selecting Status Report gives a summary of the student usage of the system
[image: ]

[bookmark: _Toc289499166]Transcripts 
A summary of test taken and scores can be obtained by selecting Transcript from the left menu.
[image: ]

[bookmark: _Toc289499167]Submitting questions and giving feedback
New questions can be submitted (with images) from the left tool bar on the instructor interface
These will be editing and uploaded to REW.
A link to provide feedback and bug reports is also on the same page.

[image: ]
Petra Lewis MD
petra.lewis@hitchcock.org
June 6, 2011
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