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WHAT IS WHAT IS THE DIFFERENCE BETWEEN
THE ASSESSMENT TOOL? READY-MADE TESTS, FROM THE QUESTION

BANK AND MY QUESTIONS?

The Assessment area on the Macmillan Education Teacher
App helps teachers to build and customise tests. Teachers can
choose a ready-made test for their course, select questions
from the question bank, or write their own questions.

The Assessment Gradebook allows teachers to give feedback
for writing and speaking questions and also enables them to
track student progress.

As teacher time is precious, to help save time, Macmillan has
created ready-made tests aligned to the course to help you
assess your students. The ready-made tests can be customised
by adding and removing questions from the question bank as
well as questions the teacher has created.

If you prefer you can create an assessment by searching and
selecting questions from the question bank or you can create
your own questions and assign them to an assessment.




CREATING AN ASSESSMENT
USING READY-MADE TESTS

o When accessing as a teacher for the first time, click on Course B e S e b i EianceilHsssesmeri
oo

at the top of the navigation bar before clicking on the i

Assessment navigation item. s (Grading) (Wy quesbons

2 assessment y

[1-— . Class (1) Students Assessments Class End Dd

e Click on your course tile and then select your class. m i ’ -

o Progress s
Course « | Choose your course (&) onine Lesson y
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o
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(D assessment ? Please note that you will have to create a class before you can
0 g Ready for 4th Edition Ready for 4th Editien
<« BZENY C1Advanced create an assessment.
[£] Homework )
40 Progress » ° Click on the class name and then +Add Assessment. From here
(&) onime esson ’ you can select Ready-made tests.
B | ¢ Back Test C1 Grading ) [+ Add Assessment - |

B Course 2 P el i S L i

e Assessment 0 =2 RONS e Ready-made tsts =
% Bocks Ei

Select Fock 5] raie ot consents Question bank
e Active  Past Future Oraft Al Invalidated =

able of Contents y % — ¥ questions

Please select a course to view or create an assessment (‘Grading ) £ Lam Lanscn ? m—
E5) Last Lesson > B assessment »
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= s
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1] Hamewark ¥
&8 Classes 3 el St i Progress St Dute. 02 hug 2982 14,55 ® % s @
P L O B
Prograss » [am— 0 Dt OF e 2002 1455

Homework 3 «ll

Format [ Peper Assigned to Al students in the Mot Staned  InFrogress  Awsang Gradng  Compisted

[Z) onune Lessen >
420 Progress 3 class
m inlng Lesscn ¥ Ready for 4th Edition B2 First Assessment Ready for 4th Edition C1 Advanced Assessment @ Help o
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(@) Help o

[1=] Privacy Policy o
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B Terms and Conditions & o

9 Log out Cuastons ¥ End Dute: 09 Awp 2027 12:40
[15) Privacy Palicy i 4 Feomat [ Digast Astigned 1 Whew Stedents Mot Sarted  In Progress  Completed
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CREATING AN ASSESSMENT
USING READY-MADE TESTS

° Once you have made your selection, you will be taken to the
Add Assessment page. From here you can select the students

you'd like to assign the assessment to.

Please note that you can assign students at a later date. If you don't

assign your students at this stage, your assessment will be added to the

Drafts section of the assessment dashboard.

Please note: Students need to activate the correct access code before

they can receive an assessment you assign to them.

® Clase Add Assessment

1. Sesct Stugents 2 Select an Astassment 3. Senngs

a * Itis not mandatory to select students at this stage. The Assessment will remain as a draft until you assign students.

» Students need to activate the correct access code before they can receive an assessment.

TestC1

First name Lasx name

Stugdent Studern

Published by Macmillan Education Limited, 2022

| Seleck All(3)

Select

To assign a student, tick the Select box next to the student’s
name and click Next Step.

¢ Back Add Assessment

1 Select Sludents 2 Setect an Assessment 3 Setngs
= CEIED

Ready for dth Edition C1 Advanced
Assessment
Tedt €1
Unit Tests .
Mia-Course Test - Open a folder and select an assessment
Lnd.08-Course Test L

Click on the test you'd like to assign to your students. Use the
arrows to open the folders and view the available tests.




CREATING AN ASSESSMENT
USING READY-MADE TESTS

Publishec

Click on the assessment name and you'll be able to view the
questions that are included within the assessment. From here
you can preview the question and view further details on the
guestion. You can also click Add/Remove questions to make
amendments to your assessment.

Use the Open Filter option to search for specific question
types. Use the question source filter to view content created
by Macmillan Education, or select User generated to view
the questions you have created. Use the search bar to look up
specific words or key phrases.

Back Add Assessment
1 Salect Stutent 2 Ass Cuastens 3 Rl Cusestion Lint 4 Semngy
e

(D) Add questions to yOUr Devt here and YU CAN TEMOVS ANY GUESEINNS you Son' warit in Step 3.

Ready for 4th Editian C1 Advaneed
Aszessment

Select Questions
@ 35 Quession sebecied

Back To Ready Made Assessments

Qrastion souree " B Read the articke. Find the eight spelling mistakes and enter the correct words in the spaces provided.
® Macmitan ucation

Coaching the future?

T user penerated
a5t in career coaching, with m:
their roie

Question Bank

(" mopeniners )

Once you've made your selection, click Next Step.

by Macmillan Education Limited, 2022

@ On the Question Review List, you can review the questions

you've added to your assessment. From here you can preview
the questions, change the order and remove questions.

¢ Bak Add Assessment *x

Review Questions Total questions: §5 m

| Complete the gap ith one of

ambition, chalenge, chance, failure, methvation, success

Tz Gag ol Sexra: |
3 Phrases and Coocatans Sourte Matmitlan bovcation
1 [ Complate th ot senterces with ane

ambition, chalenge, chance, failure, methvation, suctuss

e Click Next Step to go to Settings.




CREATING AN ASSESSMENT DIGITAL ASSESSMENT
USING READY-MADE TESTS SETTINGS

e You then need to finalise the assessment by adding the Digital
assessment name, start and end dates. From here you can also
amend the assessment passing score and the test duration. If you select the Digital assessment format, you will have access to the

following settings.
Please note that the assessment will be saved as a draft if you don't
assign it to the students in your class. Click on information for further details on what each setting refers to.

You can also leave the start and end dates blank if you aren’t ready to

szpaszment format

assign the assessment.  ows
@ Next, select whether this is a digital or paper assessment. O b
;’.f it e 2 . . =
’ - B i e
L 8 sscmariue ’

Click Save Assessment once you've finalised the settings.
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PAPER ASSESSMENT
SETTINGS

Paper

If you select the Paper assessment format you will see the following
settings. From here you can choose whether to include a cover sheet
and a score sheet as well as the option to add your school logo to the
cover sheet as shown below.

Click on information for further details on what each setting refers to.

€9 Fier st
Inchue cover sheet (D) Inchege score sheet (D)

Sehoal name Test Schoo

Add Assessment instructions 1o cover sheet

L=
*
¥
=
"
i
Hi
L]
L]
-
n
&
i,

SwsSed & MNomad 32 B I W

Agkd school logo 1o cover sheet e Upload School Logo

Macx 100p2 by 100

Format jpg or png

Con) QD

Click Save Assessment once you've finalised the settings.
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You will then see an onscreen confirmation that your assessment has

been created.

. Back Test C1 , Grading ;l + Add Assessment -
| |
x

Assessment has been successfully created. Assessments set to stant in the future can be found under the Future b, Digital
assessments are automatically sent to the student to start when the assessment becomes Active.

Active Past Future Draft All Invalidated

Downloading paper assessment files

If you have created a paper assessment you can go to the assessment
listing screen to download the files to print them out.

% Dk Test C1 Grading ‘- | + Add Assessment =

X

Assessment has been successfully created. Assessments set to stan in the future can be found under the Future tab. Digital
assessments are automatically sent to the student to stant when the assessment becomes Active.
Active Past Future Dvaft Al Invalidated
Test Assessment (@ pownloaa ) (O Teacher view ) [ More actions |
Siatun: Not Searied St Dot 04 Aug 2022 19:20 o
Coasord 55 vl Dot 04 S 2022 10:00
Format m Faper A 1 Vire Students [ e n Prograis  Compleind




PAPER ASSESSMENT
SETTINGS

o Find the assessment you want to print and click Download. e You can then access and print the paper tests in PDF and Word
format as well as access the audio files and audio transcripts if
you included listening questions in the assessment. The teacher

question sheet with answer key is also available plus the cover

Vorus dirmrsksisl il s iy s

sheet and score sheet if you chose to add these files on the

m Motr: Tou tan preview sodes file in e Oueviics bani.
Muste. I urs =thi Wom st afbes i1 n hoseeinapibed Tl < yprepees 8 ron e o wfis o 13m m Marc vl st e T b poliidormm

Settings screen.

Mame Type

g Audio_Transcript_8.4.2022_11.20.14.... Microseft Word Document

"B Audio_Transcript_8.4.2022_11.20.14.... Kofax Power PDF Docum...
o Once it's ready you can click on the downloaded zip file to @5 Cover_Sheet_8.4.2022_11.20.14.docx  Microsoft Word Document
access the assessment files in both PDF and Word format. "B Cover_Sheet_84.2022_11.20.14.pdf  Kofax Power POF Docum...

@S sc ore_Sheet_8.4.2022_11.20.14.docx Microsoft Word Document

rocy ‘ ;
Please note the zip file may take a couple of minutes or more to Wi S ShEct i i It JolcPaacr VR Do,

g Student_Question_Sheet_8.4.2022_...  Microsoft Word Document

download. . . ;

i" Student_Question_Sheet §.4.2022_... Kofax Power POF Docum...
fs Teacher_AnswerKey Sheet 8.4.2022... Microsoft Word Document
Ao Ao "2 Teacher_AnswerKey_Sheet 8.4.2022... Kofax Power PDF Docum..,

SPSIap—— || Test Assessment CL31.mp3 MP3 Format Sound

e || Test_Assessment_CL52.mp3 MP3 Format Sound

m Wts Im-d‘l‘:’:ucmﬂh. I oot Pk Mgt il st b s Tl oot T Wil F s s T Pt plicicenms
|| Test_Assessment_L53.mp3 MP3 Format Sound

Please note that if you are using the Firefox browser you will need to
wait for the download to complete. Then refresh the browser in order

to continue using the browser app.
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CREATING AN ASSESSMENT USING
QUESTIONS FROM THE QUESTION BANK

o Log into the Macmillan Education Teacher app and click on your

course.

e Then click Assessment to access the assessment feature.

e - | Choose your course
Ready for 4th Fdition ...
~ BOOKS

- Select Book

Table of Contents

READY
FOR

EB Last Lesson >

@ Assessment >

00 Ready for 4th Edition
5 las58s ’ B2 First

. Homework >

A

ool Progress »

[T [ e
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REAOY
FOR

Ready for 4th Edition
C1 Advanced

= ey

[EE) manie of contents

E3) LastLesson
B assessment
&) Classes
[5E] Homeworx
G’ﬂ" Frogress

E online Lesson

(@) Hep

[&]

E‘, Terms and Conditions (%

@ Privacy Pelicy

-:D Log out

[+

{ Ready for 4th Edition C1 Advanced Assessment

Class (1)

Test C1

(Grading”) { My questions )

Then click +Add Assessment. From here you can select

Question Bank from the drop down menu.

5] Course

Reeady for dth Editior
% Books

5 Semct Book

[E) mbio of contents
9 LastLesson

B Assnasment
& Classes

[] Homewark

400 Frogress

@ Online Lesson

@) wein

(&

[ Terms and Genditions €

[3) Privacy Policy
3) Logout

[<]

{ Back

Active Past Future

Paper assessment

atus In Progrss.
Cusstons: 47

Format. [ Paper

Copy of Test1

Satuz: In Proginess
Ouestons: 3

Format [ Ougitar

Students Assessments Class End Da
3 T 18 Fed 2023
Test C1 .Gleding.‘; | + Add Assesament ~ ]

Ready-made tests

Question bank
Draft Al Invalidated

My questions.

3

.
{ ® Download D)

P T
(O Teacherview ] | i

Saart Do 0 g 2022 14:55
3
En Dt T Aug 2022 14:55
Assigred 1. ANl Students in e NORSlaNed  WProgieis  Awaing Gragng  Comgieted

class

More actions

(_Q Teacher view ) i More actions

Saart Date: 02 Awg 2022 1240
o
End Date. 00 Aug 2022 12:40
Aasigrad 1. View Shudenls Mol Stafled I Pragiess  Cofmphited




CREATING AN ASSESSMENT USING
QUESTIONS FROM THE QUESTION BANK

° Once you have made your selection, you will be taken to the
Add Assessment page. From here you can select the students
you'd like to assign the assessment to.

Please note that you can assign students at a later date. If you don't
assign your students at this stage, your assessment will be added to the

drafts section of the assessment dashboard.

X Close Add Assessment
|
1. Select Studenis 2. Select an Assessment 3 Senings

@ o Itis not mandatory to select students at this stage. The Assesement will remain as a draft until you assign students.
* Students need to activate the correct access code before they can receive an assessment.

Test C1 select All (3)

To assign a student, tick the Select box next to the student’s
name and click Next Step.

Published by Macmillan Education Limited, 2022

o From here you can filter the question source. Select Macmillan

Education to view the questions created by us or select User
generated. This will show any questions you have created
yourself.

Tick the box next to the questions you'd like to add to the

test. Use the Open filters or search bars to search for specific
questions or key phrases. Use the Preview question feature to
preview the questions before adding them to the assessment.

¢ pak Add Assessment *
. 2 Aa Cuemen o
Ready for 4th Edition C1 Advanced belert Caison
Assessment P il A
o1
o  the article. ight spelling mi d enter the correct words in the spaces provided.,
& Macmi lan Education
Coching thi fulusre?
Usier generated

rease in career coach

Question Bank

A5 YR TR 15 10 agreed measure of the affecihveness of coaching: DUt the evinoe 30 far InGhates that mwch depands on

° Click Next Step once you've made your selections.




CREATING AN ASSESSMENT USING
QUESTIONS FROM THE QUESTION BANK

o On the next screen you can review the questions. Tick the
box next to the question if you'd like to remove it from the
assessment and click Remove.

€ Back Add Assessment

Roview Questions

| Read the article. Find the eight spelling mistakoes and enter the correct wonds in the spaces provided.

Coaching the fatu

Tip: You can use this icon to change the order that the questions

will appear in the assessment. Click on the icon and drag it into place

as required.

° Click Next Step to go to the settings page once you have
reviewed the questions.

Published by Macmillan Education Limited, 2022

@ You then need to finalise the assessment by adding the

assessment name, start and end dates. From here you can also
amend the assessment passing score and the test duration.

Please note that the assessment will be saved as a draft if you don't

assign it to the students in your class.

You can also leave the start and end dates blank if you aren’t ready to

assign the assessment.

Next, select whether this is a digital or paper assessment.

Refer to pages 5-7 for further information on the Digital and Paper

Assessment settings.
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CREATING YOUR QUESTIONS

You can create your own questions, which you can then use to create e Click on the course tile and then My Questions.
an assessment or customise the assessments created using the g coune :

. . . { Ready for 4th Edition C1 Advanced Assessment
Question Bank questions. gy o

| |
Table of Contents

( Grading ) ':.My quentions‘?:

To create questions and Ready-made tests: g i
o Class (1) Students Assessmeants Class End De
° Select Assessment from the homepage. ;mm 5 o P—
tﬂl‘l Froge 4
@ onneresson >
E! E:::. 0 oD Assessment (O @ Hep o

Salact Dosk

B Terms and conditions ©

Tabile of Contents
- =

Please select a course to view or create an assessment ( Gredlng} [EI Privacy Policy ¢

[ LastLessen »

a— .| READY READY
[ Homewors : FOR FOR e Click Create a question.

—9 Lag out

a0 Frogress »
@ Ready for 4th Edition B2 First Assessment Ready for 4th Edition &1 Advanced Assessment
Onling Lesson >

(7) werp ]

[E merms ana conaitions ¢

[13) Prwvacy Policy []
Rty vt B1h Bo1hR B2 Firsl Aaparid sl
3) Logout encrntsscion 2 O Guntier
et state
B ke Vit 404 e B A AT

o Ik 41 CFRALE & e 1A AT e ) B
) Qurationn ks Wide” 1tate

Gronation hank
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CREATING YOUR QUESTIONS

° Choose the question type and click Next Step. e Complete the mandatory fields and click Next Step.

© Barw
X Clese

Create a question
Create a question
e . | —— — r—
——oO
1. Chesse QuettionType 2 Cosfigune Guisns 3 Rirvrw Quans £ Lt 4n8 St ey Umar Gegee wms Baser
e e e s o 330

By BUBITTIng thit EGADENL O WAITINE A0S FERFETENE ThIE the CoREER It Driginal o that you have the right 1o make It Jvalabe 3nd i 048 nes Bresch or sfringe smyors Shue's rights. Plesse refer oo sur Tama ad

Tip: You will not be able to change the scores after saving the
question.

Tip: You will not be able to edit the number of answers after
saving the question. You can edit the text of the answers.
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CREATING YOUR QUESTIONS

o Once you have reviewed the question click Next Step to o Click Save to save your question.
continue. Click Back if you need to make changes.

= Create a question

Your question will now be available in the My Questions area
- ready to be added to your assessment.

Read the Instructions and select the twa adverbs that are In the incorrect position

Normally/AvenysMever | gt out of bed at midday,

hegemany Ay

 vsiabie, 5 $oE K AR ringe Saycre ML AgFEE Pheane reter 0 et [T

° Add one or more labels to identify your question.

© pesk

Create a question

[

s 9 3 =

5238 ot o0 e Lo 13 by o et tion

B » c1aseces

C=D) B
Published by Macmillan Education Limited, 2022
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CREATING AN ASSESSMENT
USING MY QUESTIONS

Log into the Macmillan Education Teacher app and click o Click +Add Assessment and then select Question Bank.

Assessment.
El C.nluulol . A t B Course - { Back \

m ssessment (O Fleagy fou 41n & Ao Test C1 ( Grading ) | + Add Assessment = |
EE Select 3ok % ?“"'“' : Ready-made tests B
[5] mabie ot contents E=| ‘mate of Goats Guistion bark
e " EZ| Table of Contents westion banl

Please select a course to view or create an assessment Grading = :
- Active  Past  Future Draft Al Invalidated
(%) Last Lesson ] My questions
[F9) Last Lesson s
D Assessment 3

READY REAOY e

& classes » 22 casses T Paper assessment ( @ Downtoad ) ([ Teacherview | | i More actions
L ik

el FOR FOR Bromma >

Sinted in Progress Start Dabe 0 Aug HIZ2 14:55 L
3l Proamess 2 i ress 3 Ooriseny &1 et ot 67 g 302 14:54 3 g
Rm; for 4t Edibon B2 First Assessment Ready for 4th Egition C1 Advanced Assessment by rre 53 : g
@ Onling Lessen 3 |E.| i 5 Format Y Paper Aspgrad 1o AN st N the NotSaded nPugress  Awaling Grading  Compleied
Chank
(@) Help o
A A B} Terms and Conditions £ Copy of Test 1 "0 Teacherview ) | I morw actions
e Click on your course tile and then select your class. rieeaotioe | o

Bl

g
PR -_— e Select the student(s) you would like to assign the assessment to
(Grasing ). (Wy sovstions.

i . and click Next Step.

{ Ready for 4th Edition C1 Advanced Assessment

[ azzesament ¥

Class (1) Students Assessments Class End Dz
55, Classes ] % o P
[=a]
. Lo i 3 Test C1 ] 7 16 Feb 2023
of[l Progress »

&)

[Z] oniine Lesson »
(o ]

E‘. Terms. and Conditions

(1= Privacy Policy ]

Please note that you need to create a class before you can create
an assessment.
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CREATING AN ASSESSMENT
USING MY QUESTIONS

Click User generated under Question source.

Tick the box next to the questions you want to add to the
assessment and then click Next Step.

= At Asvvamernt

B 1 e s

ey e e

R —— sy s

Review the questions and make any necessary changes. Click
Next Step.

S — R
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o You then need to finalise the assessment by adding the

assessment name, start and end dates.

From here you can also amend the assessment passing score
and the test duration.

Please note that the assessment will be saved as a draft if you don't

assign it to the students in your class.

You can also leave the start and end dates blank if you aren’t ready to

assign the assessment.

Next, select whether this is a digital or paper assessment.

Refer to pages 5-7 for further information on the Digital and Paper

Assessment settings
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SETTINGS

Digital Assessment Settings

Setting Description

Assessment name When saving an assessment the name always needs to be unique.

This is the timeframe within which students can do and submit the assessment. Students within your class can do the assessment at any day and
time within the timeframe. If these fields are left blank the assessment will be saved as a draft, ready for you to add a start and end date and time at a
later date. Saving as a draft enables you to prepare assessments in advance.

Start date and time /
End date and time

Total score This is the total score that can be given for the assessment.

Passing score The passing score is set as default as 50% of the total score though it can be increased or decreased.

Test duration This is switched on as default and set as 30 minutes. The test duration can be increased or decreased.

Shuffle answers This setting is used to shuffle the available answer options of each question of the assessment.

Randomise questions When switched on, this feature will automatically randomise the questions of digital assessments, therefore students within your class will see the

questions in a different order.

This can be switched on for the whole class. When switched on, this controls the start of the assessment so students start at the same time. As
Controlled start the students are starting and ending the assessment at the same time, if you select a controlled start you are unable to customise the number of
attempts that each student can do.
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SETTINGS

Setting

Display questions

Description

This setting enables you to display a smaller number of questions for the assessment out of the total questions selected. This means that each
student may receive a different set of questions. We recommend only using this feature when all questions selected have the same score to ensure
the overall assessment score is the same for each student.

Timer

When switched on, the student will see a timer when they are doing the assessment so they always know how much time they have left to submit
the assessment.

Check answers

This setting allows the students to check whether the given answer is correct while attempting a particular question during an assessment.

Access previous
questions

This setting, if enabled, displays the Previous button which enables the student to access the previous question

Review question
status

If this setting is enabled, your students will easily be able to see a drop down list at the top right of the screen when doing the assessment which
shows the questions they have answered, those they haven't yet attempted, as well as the activities they have bookmarked.

Number of attempts This setting decides the number of times the students can attempt the assessment.
Bookmark questions This setting allows students to bookmark any question while attempting the assessment.
Text highlighter This setting, when switched on, allows the student to use a text highlighter.

Skip questions

This setting, if enabled, allows students to skip any question without giving an answer and move to the next one.

Pause assessment to
take a break

This setting, if enabled, allows students to pause the assessment for a break while the timer stays active. This locks all the previously viewed and
attempted questions, and prevents the student from changing previously viewed questions later, once they resume the test after their break.

Published by Macn
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SETTINGS

Paper Assessment Settings

Setting Description

Assessment name The assessment name needs to be unique.

This is the timeframe within which students can do and submit the assessment. Students within your class can do the assessment at any day and
time within the timeframe. If these fields are left blank the assessment will be saved as a draft, ready for you to add a start and end date and time at
a later date. Saving as a draft enables you to prepare assessments in advance.

Start date and time /
End date and time

Total score This is the total score that can be given for the assessment.
Passing score The passing score is set as default as 50% of the total score though it can be increased or decreased.
Test duration This is switched on as default and set as 30 minutes. The test duration can be increased or decreased.

A cover sheet is optional and can be added as the first page of a paper assessment to provide students with an overview of the assessment and any
further instructions you would like to provide. Another advantage of the cover sheet is that it covers the question sheet to ensure students see the
questions at the same time. The cover sheet will automatically include the following details:

¢ Assessment Name

e Course

¢ Assessment Date

e Test Duration

¢« Class name

¢ Total Score

Include cover sheet

There will be a free area for the Student to add their name to the cover sheet. Note that if the cover sheet is not printed out the teacher will need to
inform the Students of the test duration.
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SETTINGS

Setting

Include score sheet

Description

A score sheet is optional and can be printed out if you prefer to mark the assessment on the score sheet rather than on the student question sheet.
The top of the score sheet will contain all the same details as the cover sheet and the score for each question will automatically be included to help
save time when grading the assessment.

School name

By providing the School name it will be also added to the cover sheet.

Assessment In the text box you can add any instructions or any further information about the assessment that you would like students to read before starting the
instructions assessment.
School logo If you add the school logo it will display at the top of the cover sheet.

Publis
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ASSIGNING THE ASSESSMENT
TO MY STUDENTS

There are two options available when assigning the assessment to your Click +Add Assessment and choose from Ready-made tests,
students. Question bank or My Questions.

= - - Fouma ; acl T e
Assigning students when you first create the assessment z;;:—; g o (Grading) [+ Add Assemement

[E5) mavie ot contents Question bank

. Active Fast Future Draft All Invalidated
You can assign your students when you go to create your assessment. B iaon
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ASSIGNING THE ASSESSMENT
TO MY STUDENTS

Assigning the assessment at a later date e The assessment will be visible to your students on the date and
time you have selected.

To enable teachers to prepare, assessments can be created and saved

as a draft to be assigned to students at a later date. To save

an assessment as a draft do not select any students when creating g

an assessment and/or leave the start date and time and end date and & - o et me s o s e ma e i o : s
time fields blank. e | e e e

When the assessment is saved you will be able to find it under the vl - o (OOKO)
Draft tab. S d = e -
To view your draft assessments: i ) =

Testd e

Go to Assessment and select the class.

Click Draft and then More actions next to the relevant
assessment and click Edit Assessment.

Select your students and click Next Step.

Make any other changes as required and click Save.
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VIEWING MY STUDENT'S
ASSESSMENT GRADES

You can view your student’s assessment grades via the Progress

Tracker.
o Go to Progress.
e Select the class then click Progress Tracker. e Click Choose a filter and select Assessment Gradebook.

” Download  Help &

-1 Download  Help &

Ready for 4th Edition B2

;I Manage Class % Progress Tracker

Course Pregress  Notifications

Y Choaseaber

Snemnmaert GradeSock
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VIEWING MY STUDENT'S
ASSESSMENT GRADES

Assessment Gradebook - Ready for 4th Edition B2 First Assessment Demonstration -
Ready for 4th Edition B2 First Assessment Demonstration Class

Class average score
{all asscsaments)
83%
o s 4 | Assessment Deme 2
Assessment Demo 2 b]
Start Date: February 14, 2022 End Date: February 15, 2022
Questions Completion Rate Class average score
@ 4 @ .”1 (thie aezecement)
. 83 %
—
Download PDF Download CSV { Select all :]
“
Time Latest
Student Subrmitted Attempts Hesponses Select
Spent Score & % P i
MacmillanEducat
i 15 Feb 2022 N .
e e o013 SR | RI% n @
ent

Click on the name of the assessment you'd like to download the
report for.

Then click Select and click either Download PDF or Download
CSV to download a copy of the report.
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Assessment Gradehook - Ready for 4th Edition B2 First Assessment Demonstration -
Ready for 4th Edition B2 First Assessment Demonstration Class

Class average score
(all assessments)

83 %

83%
| Asswsstinent Denny 2 5 | Assessment Demo 2
Start Date: Fabeuary 14, 2021 End Dats: February 15, 2022
Questions Completion Rate Class average scors
@ 4 @ 11 @ (this assessment)

( Download PDI ) k Download C5V ) '\h Select all |

3 Time Latest
Student Submitted spent S Artempts Responses  Select

| MacmillanEducat
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ant

If you'd like to view the answers your students submitted or add
new feedback, click Select next to the student’'s name, then
View under the Responses column.
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VIEWING MY STUDENT'S
ASSESSMENT GRADES

° Then click Review and Download Performance. e Enter your feedback and click Save.

Assessment Gradebook - Ready for 4th Edition B2 First Assessment Demonstration -
Assessment Demo 2 Overall Assessment feedback to Student
e Feedoack]

MacmillanEducation AssessmentStudent

Pecenlaye Svoe Class Averaye Sune
‘ S 83% ‘ ‘ 83%
‘ J'-\‘tEITIp( Lorrect ANswer Latest ﬂttEITlpl Soore % AcCtion ‘
l 1 34 S5 8 Review and Download P e |
Adding Feedback Viewing your student’s answers
o To add feedback click Add Feedback. ° To view your student's answers scroll down the page to the
questions section. You can then view your student's answers as
well as the correct answers.
Question 1/5
MacmillanEducation AssessmentStudent chudent's Answers Comect Answer
Percentage Score score Uuestions Attampted lime iaken Complete the sentence with the correct form of one of the verbs given.

83 % 5/6 3/4 00:01:31

accept, announce, answer, hook, buy, cook, hear, leave, sleep, tell, visit,
wait

Overall Assessment feedback to Student

L
I cant stand in line for anything!
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MARKING OPEN GRADABLE ACTIVITIES
FOR DIGITAL ASSESSMENTS

As a teacher, you can mark any writing and speaking activities you have
added to an assessment. Any questions that require marking will have
a Teacher marked icon so that you see how many questions you are
adding to an assessment that require marking.

To view your student’s answers and mark writing and speaking
questions, click the Grading button.

You will be able to view the following information:
¢ Student Name

¢ Assessment Name

e Course

¢ Class Name

e Actions
| (Bcrin ¢ Grading
Fsacy foe dih Editon B2 First
G S L |
o saiect oot
|'5':‘ Tabile of Conterits Digital Assessments (2)
3 vastiesson
STUCENT NAME ASSESMENT HAME COURSE CLASS NAME ACTICNS
2 Ortine Assesament y
Leo martinez test cemo pm 24 Feb Ready for 4th Ecison Demonstration Cass 4 Stan Grading
[ ePrarmer 9
e Leo martinez Assessment Test 7 Ready for 4th Ecisan Demonstration Cass 4 Start Grading
&8y Clavses v
Fomavwork ¥
o Progress '
(E] ortis Lonson y
@ ver o
B Terma and Conditions ©
[r=) Frivacy Poliey &)

Published by Macmillan Education Limited, 2022

If you would like to share the answers to a digital assessment with the
whole class, you can do so by following the steps below:

0 Return to Assessment and click on the class name.

e Click Teacher Preview.

¢ Back

Ready for 4th Edition B2 First Assessment Demonstration Class { Grading :' + Add Assessment ~
Active Past Future Draft Al Invalidated
Assessment Demo 2 (toacner proview ) (student Preview ) }
Status: In Progress Start Date: 14 Feb 2022 15230 3
Queshors. 4 Dt Date. 15 Feb 2022 15:30
Assignad io All STudents in the class Mot Starimd  inFregress  Complatad

e You can then click through the assessment and go through the
correct answers with your class.




GRADING PAPER ASSESSMENTS

To grade a paper assessment: o Click on Paper Assessments, find the assessment you want to
grade and click Start Grading.
o Click on your course tile. m = -
P —_—
e AyparEmant 0 s w" ™ .
s
Flpanr oiect 8 Course (0 varw o Cresie 50 sEsessmend & c
B e
- READY READY s
o " FOR FOR B s
B — | [ m——— P e “_ )
i = B
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o o
:! --------
o e Add the score into the Score box.
B
e Select your class and then click Grading. (£ Jo—
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GRADING PAPER ASSESSMENTS

Click Save and Continue to move to the next list of questions to o On the final screen you will see the students total score.
grade.
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° You can add feedback to your students for each question of the
assessment and/or for the overall assessment. Once you have
added your comments click Mark as Graded.
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GRADING PAPER ASSESSMENTS

o On the next screen click Submit grade. o Click Yes to submit the grading for your student. Please note
you can’'t make any amendments once you've submitted the
grade.

STATUS ACTIONS X Close Alert
@ Grading Completed Submit grade

A

Are you sure you want to submit the grading for this student?
You will not be able to undo this action.

Your student will be able to see the score they've achieved for
their assessment and the feedback comments you submitted
when accessing the Progress area of the Macmillan Education
Student app.

Published by Macmillan Education Limited, 2022




EDITING
AN ASSESSMENT

If the assessment is active, you cannot make any changes to the o On the Review Question List screen you can do a final review
content. You can only amend the assessment end date, as some of your assessment and select and deselect questions as
students may have already started the assessment. required.

However, if your assessment is saved as a draft or has a future start ° Once you have made your selections click Next Step.

date you can add and remove questions in the assessment and change e
the start and end dates. Follow the steps below to make edits to the

On the final Settings Screen you can edit the name of the
assessment, the start date and time, the end date and time as

assessment. well as extra settings such as the timer.

Go to Assessment. o Click Save Assessment once you've finished making your

Find the assessment you would like to edit. changes.

Click on the More Actions icon and click Edit Assessment.

On the Select Students screen you can assign the assessment
to new students or resend it to the same students. Click Next to — |

continue. e : —

]

On the Add Questions screen you can add and remove @

&

questions. Use the tick boxes to select and deselect questions. R
Click Next once you've made your changes.
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COPYING EXISTING
ASSESSMENTS

VIEWING INFORMATION ABOUT
THE ACTIVITIES I'VE ASSIGNED

TO THE ASSESSMENT

You can copy an existing assessment in order to create a new version.
To copy the assessment:

Go to the Assessment dashboard and find the assessment you'd
like to copy.

Click More Actions and select Copy Assessment.

Select the class and click Save.

You can then go through the assessment and make the
necessary changes.
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As a teacher you can view the question ID for the questions you have
included in your assessment.

You can view this information by clicking the Question information
button to view the question ID.

{ Back Add Assessments
L e ——)
Pt It
o O O O
acd Questies
C ) I
Ready for 4th Edition B2 First Online Test
G or

lllllll

[0 Complete the gap in the second sentence with an appropriate word so that it hars a similar meaning to the first sentence. The begnning
of the word has been given 1o you.

) Comglate the sentance with the comect farm of ore of the wros gen.

If you have a query regarding the questions you have included in your
assessment or need technical assistance, you can include the question
ID in the information you send to the Customer Support team.




INVALIDATING
AN ASSESSMENT

If an assessment has been set up incorrectly and is no longer valid, and Alert
is in your drafts or has a future start date you can invalidate it. o)
To invalidate the assessment:

Are you sure you want to invalidate the Assessment?

o Go to Assessment. o e )

e Click on the class and then More actions next to the relevant
assessment.

o Click Invalidate Assessment. e Click Yes to invalidate the assessment.

Please note that this action is only available for assessments that have

a future start date or that haven't yet been assigned to students and are

ciltiall i ot R in drafts. This action cannot be reversed.

Test Assesament 2 B veacrer v ) [ worw scmom

ruman  ogan

P . 3 1
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DELETING
AN ASSESSMENT

If an assessment has been set up incorrectly and is no longer valid and

Alert
is in your drafts or has a future start date you can delete it.
TO delete the assessment Are you sure you want to delete the Assessment?

No Yos

o Go to Assessment.

o Click on the class and then More actions next to the relevant

Please note that this action is only available for assessments that have
assessment.

a future start date or that haven't yet been assigned to students and are
e Click Delete Assessment. in drafts. This action cannot be reversed.

m Nt £ - [ uing ) [+ aca assessmem +
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PREVIEWING CAN STUDENTS RE-ATTEMPT
ASSESSMENTS THE ASSESSMENT?

You can preview the assessment and view it from a student or teacher When you create the assessment, you can enable your students to
view. re-attempt the assessment.

After saving the assessment click on Teacher view or click on the More You can customise the number of attempts on the settings screen
actions icon to access the Student view. under Allow students to.

—— = A— Go to Number of attempts and you can edit the number of possible
= _ attempts.

e — == t_ e You can also customise whether you want your students to be able to
C - o T B | e s e view the correct answers. Click the plus and minus icons accordingly
i ,' next to Check answer to update this.

Display Questions 1 Randemize Guestiom

Shuffe Asswers

Aasesiment Baper Fracures
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CAN STUDENTS RE-ATTEMPT
THE ASSESSMENT?

CAN STUDENTS VIEW THE CORRECT
ANSWERS IN THE ASSESSMENT?

If you create the assessment with a controlled start, your students
won't be able to re-attempt the assessment.

If you would like your students to be able to re-attempt their
assessment, don't set a controlled start when you set up the
assessment.

4 Back Add Assessments *

Aot Setings ) (=
Assarimant Name
‘Ssart Date & Time =]

Eredl Date & Tierss [}

(i TheAssessment il rerain s a dealt until you erter the start date and time and the end date sed time,

Control Star

Total Score - Fassing Seore - m o+
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When you create the assessment, you can enable your students to
check the correct answers.

You can customise this option on the settings screen under Allow
students to.

Tick the Check answer box and you can edit the number of times the
students can check their answers.




CONTROLLED START
FOR CLASS

If you would like your class to all start the assessment at the same time
you can use the controlled start to ensure this. You can edit this on the
settings screen under Control Start feature. If you would like to control
the start for the whole class move the toggle to Control start for class.

Once you've saved your assessment you will be able to view the
assessment on the assessment dashboard.

F1atus: Not Started Stan Date: 20 Jul 2021 11216
Questions: 6 Dus Date: 23 Jul 2021 13:08 0
Assigned lo. View Students Mot Stamed I Progress  Complalad

Star assessment
Control Start For Class

You can then move the toggle to YES once you are ready for the class
to start the assessment.

Please note that the Number of attempts option will be disabled on
the settings screen if you select a controlled start.

If you would like your students to be able to re-attempt the assessment
do not use the controlled start feature.
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ACCESSING THE OLD
TEST GENERATOR

If your course previously gave you access to the Test Generator you can
still access it via your account on Macmillan Education Everywhere.

{ Back Ready for 4th Edition

Macmillan Education Apps || Ready for B2 First 4th Edition

Ready for B2 First 4th Edition

Subscription expiry date: 20 jun 2022

[E Teacher's Resource Centre

[E Test Generator

E Online Test Generator
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USEFUL LINKS

m Macmillan Education Everywhere

Teacher _
System requirements

Support

Macmillan Education

4 Crinan Street

London N1 9XW, UK 'MA macmillan
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https://www.macmillaneducationeverywhere.com
https://www.macmillaneducationeverywhere.com/system-requirements
https://macmillaneducation.secure.force.com/help/bg_productdetail?id=01t1o00000BWdzsAAD&language=en_US&retURL=https%3A%2F%2Fmacmillaneducation.secure.force.com%2Fhelp%2Fbg_HomePage

