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From design to proofreading, there are a series of stages involved, some of which are 

carried out in the virtual classroom and others outside of it. The steps  are:  

 

 

 

 1. ACT IVITY CREATION AND CONFI GURATION  

The  first step i s  the creation of the activity in the virtual classroom ( How to create an 

offline test activity ) and set t he basic s: number of ex ams types, date in which the 

review ing o f the exam s will be available or what kind o f information af ter the grading will 

be avai lable for the students.  

 

 2. EX AM DE SI GN  

In this moment  you  will assign the questions to the ex am. You will be able t o adjust the 

maxim um quali fication of t he exam and/or the  points f or each question . 

 

 3. FORMS GENERAT ION  

On ce the questions are assigned  you will be able to preview the  exam and, if everything 

is correct, generate and download the forms:  
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• Question s form . Sh eet/s  with the q uestions and t heir answers  choices . 

• Ans wer form . Sh eet/s  where the st udents will be ab le to mark the ir answers . 

• Corre ction form . Sheet/s with the questions and the right answers.   

 

 

 4. IN-PE RSON EXAM  

To  carry the  examen in a p hys ical classroom  you will need to give the quest ions and 

answer forms to the students . 

IMPORTANT . Fo r a successful correc tion of the answers,  it is highly recommended to 

print as many cop ies of the answers form as needed , instead of  making copies of 

them. 

Be sure tha t the instructions  to answer the questions are c lear to the studen ts. 

  

5. SCAN AND U PL OAD T HE ANSWER S FORMS TO  MOODLE  

O nce the exam  ends , you w ill need to s can the answers forms . 

To the  ex ams to b e corre cted in the virtual classroom you will need to upload a single 

compressed file  (.zip ) con taining all the scanned answer shee ts. 

REMARK . If mor e than  one a ns wer sheet is neede d for the exam, there will b e no 

problem if the  answer she ets of differe nt students have been mixed: each student ’s 

answer sheet has a unique code , so that Moodl e can r ight mat ch  the ans wer sheets with 

the student.  

 

6. AUTOMATIC GRADING  

Once the .zi p file is uploaded , Moodle will proceed with the a utomatic cor rection. This 

process can take a while, but y ou will rec eive an e mail once the proces s is finis hed.  

You will be able t o see i f one or more corrections returne d some kind of error or not. If 

this is the case, you will be a ble to solve it.  

 

 

 



 
 

 

7. FINAL  GRADE  

Aft er the correction you will see the g rades  in the offline test activity as we ll as in the 

Grade section of the classroom . 

On ce t he results publis hed i n the classroom, the st ude nt will be able to see the exam, 

the co rrection and the grade, if you have  con figured th ese options in the activity.  
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