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ExamView® 6.2 Walk-Thru Guide 
 

Open up ExamView. 

 

 
 

Fill out the personal information about yourself.  Be sure you type in the address of the state 

you reside.  This is critical for your State Standards to drop into the tests you create.  Name 

your test anything below in the blank line (see red arrow below) and click on Next. 
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Pull up the level that you want (Ex: PH Science Explorer) 

 

  
 

One of the new features with ExamView 6.2 is that we now have English Test Banks as well as 

English Adapted Test Banks (see red arrow above).  Additionally, we also have both of these in 

Spanish.  No longer do teachers have to hunt and search for appropriate test questions for 

special needs students.  All of these questions are now self-contained in their own test bank. 

  

 

Click on English Banks and you will see the following screens shown below. 
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Click once on the Cells and Heredity and then click on Select (see red arrow below). 

 

   
 

This drops the Chapter selected down below into the test bank.  Click on the Next button (see 

red arrow below). 

 

 
 

This pulls up the types of questions as well as how many of those questions are available. 
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A total of 20 questions was selected.  You can hit Select All, but it takes you a little longer to 

scroll all the way through to the bottom of the test.  Click on “Next” (see picture below). 

 

 
 

You will receive a screen showing you a summary of the Test you just created.  This Test has 

twenty (20) total questions.  Hit Finish and your test will be created. 
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To make the change the font and to make the font larger go to the main Toolbar and click on 

“Edit” and “Replace Font.”  Leave everything the same in “Find What” and make changes to the 

Replace With.  I have selected Arial Black and a Font Size of 14 (see pictures below).  Click on 

“Yes” and your font will be changed for the entire test. 

 

   
 

Teachers can create their own questions using ExamView.  Go to Question on the main toolbar at 

the top of your screen.  Go to New and then scroll over to the right and you will see a screen 

drop down with all of the types of questions (see red arrows below). 
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Type in your Multiple Choice question.  Then go to the bottom of your screen and select the 

correct answer by choosing the correct response from the drop down menu.  Then hit the 

“Record” button and the question you created will be added to test. 

 

 
 

To delete a question, highlight the question that you want to delete and then hit the delete 

button on the bottom of the screen (see red arrow below).  The question is deleted and the 

entire test is renumbered automatically. 
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Scroll down to the end of your test.  You will notice that you have an answer key.  Customize 

what will come up on your answer screen by going to “Test” and choose “Layout.”  Then go to 

“Answer Key” and choose those things that you want to have come up on your answer key. 

 

 
 

First you will notice the correct answer.  Next you will see the difficulty of the question (L1 – 

Special Needs, L2 – Below Level, L3 – All Students, L4 – Advanced Learners – Gifted & 

Talented).  Next you will see a Reference, telling you what section the question comes from.  

Next, you will see the State Standard(s) that specific question addresses.  Finally, you will see 

the label Top (for Topic).  This tells you where to send the student(s) for help, remediation and 

extra practice.  This is unique because our Test Generator is now not only diagnostic, but it is 

also prescriptive. 
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Please notice the Essay Questions, Short Answer – Free Response questions have a rubric 

associated with them to better help teachers give partial credit on student work.  Also, notice 

how answers to these types of questions are spelled out in detail.  Some Test Generators will 

say “Answers Will Vary.” 

 

 
 

To make a new test by adding questions while viewing (this allows teachers to be able to select 

the specific questions they want).  Go to the main Toolbar at the top of the page and click on 

“File” and then select “New Test.”  Name your test and then you will get a blank screen.  Next 

click on “Select” and “While Viewing” (see red arrow below). 

 

 
 

 



Created by Scott Skene, Ed.D. 

Select your book and chapter that you want to create your test for.  A screen will pop up that 

shows every question available.  To select a question simply check the box in the margin next to 

the question (see picture below).  This will add that question to your test. 

 

 
 

To add every question from a section, for example Multiple Choice, simply check the box next to 

the type of question.  In this example, check the box next to Multiple Choice (see red arrow 

below) and all of these questions will be included. 
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To create a test or worksheet that covers a specific State Standard or several of them.  

Create a New Test by going to “File” (upper left hand corner) and then select “New Test.”  A 

blank screen will appear.  Go “Select” and scroll down and to “By Standard” (see red arrow 

below). 

 

 
 

The following screen will appear.  Click on the drop down menu next to Standard Type and select 

State Standard.  All of the State Standards for that chapter will appear. 
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You will see all of the State Standards for this one chapter (total of 180 questions for this one 

chapter).  Pick a Standard and select a few questions.  Click on “Select” and a Test or 

Worksheet specifically addressing that one Standard will be done. 

 

 
 

This is especially effective if you ever tutor before or after school or work with a student who 

has specific weaknesses.  This allows teachers to customize practice to specifically remediate 

demonstrated student weaknesses. 

 

To add graphs to any question double click on a question and place your cursor wherever you 

would like to add your picture.  Go to the main Toolbar and click on “Insert” and “Picture” 
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Then choose a Cartesian graph 

 

 
 

You will see the following screen 

 

 
 

Click on the “View” tab at the top of the window and then bubble “Lined” and then click on 

“Apply” 
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Click back on the Functions tab and then click on “New” 
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Then click “OK” 
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In the same way as we added pictures to a question, we can also use the Equation Editor 

provided by ExamView.  Simply follow the same steps as we just did with the Math Art Gallery 

 

 
 

Select the application you would like use.  Be sure your cursor is placed in the question exactly 

where you would like to insert your application. 

 

 
 

Click on record and you will see you have inserted  
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One other new feature with ExamView 6.2 is the ability to create tests, quizzes or worksheets 

and have them appear in two-columns.  This is a great new feature because it helps teachers 

save paper.  In many schools teachers have paper allotments and two-column tests, quizzes or 

worksheets will definitely address a big need for teachers in the classroom.  Create your test, 

quiz or worksheet.  Then go up to “Test” on the main toolbar and select “Layout” 

 

 
 

Select “Page” 
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Select “Two-column” 

 

 
 

If you want every test, quiz or worksheet to be in two-column format, click on “Save As 

Default”.  If you would like to choose each time whether to have a one-column or two-column 

format, then simply click on “OK”. 
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After you have created a test you can translate your test to Spanish.  Go to the main Toolbar 

and click on “Test” and “Translate Test to Spanish” 

 

 
 

 
 

To change it back to English follow the same steps but choose “Translate Test to English.” 
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Once you have created a test, sometimes you need to modify your test to meet your Special 

Needs students ability levels.  This can be done quickly and easily by holding the Control button 

down (bottom left corner of your computer) and hit the “J” button.  This gives you the ability to 

have the exact same questions for all students but you will have modified the test by giving 

your Special Needs or struggling students two (2) choices on the multiple choice questions 

instead of four.  You can select more than four (4) for your gifted and talented if you desire. 

 

 
 

When it comes time to print your test go to the main Toolbar and click on “File” and “Print Test” 

 

  
 

Select the number of versions of the test you want to have in your classroom.  You can also 

choose to scramble sections of the test and scrambling questions.  Additionally you can 

scramble the multiple choice choices.  Finally printing a version map tells the teacher that 

question #2 on one test is #15 on another etc. 
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If at any time there are updates to ExamView you can receive these updates with an internet 

connection by going to the main Toolbar and clicking on “Help” and “Check for Software 

Updates”.  Check back from time to time to receive any software updates. 

 

 
 

If at any time there are content updates to the questions on ExamView you can receive these 

updates with an internet connection by going to the main Toolbar and clicking on “Help” and 

“Check for Content Updates”.  Check back from time to time to receive any software updates. 

 

 
 


