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Question Paper Creator Guide

* Introduction to Role & Login Process

The role of the Question Paper (QP) Creator on DigiProctor is to create questions
papers and question banks for the examinations. This activity needs to be done well
before the scheduled date of the test. Question papers must be double verified before
confirming them to use for main test.

This user guide has all the critical activities that you need to do as a QP Creator. You
will find some useful tips and video links for quick reference.

(») VIDEO: Click to view the video of this process

TIPS: Some useful tips

Question Paper Login Process:

QP Creator role is created by your organization’s administrator. You will receive a mail
from DigiProctor when you are assigned the role to create Question papers for the
examinations. It will have your login credentials and a link to DigiProctor. (refer below
image )

Digiproctor - Account registration
From: DigiProctor <infof@digiproctor.com> on Fr, 25 Mar 2022 12:17:10 | Add to address book
To: ou | See Detsails

Test Taker Registration

digiproctor’

Dear Tyagi,

Your Question Paper Creator account has been created on Digiproctor platform.

The login credentials are:

raja.tyagif@rediffmail com cOuwkRbg

You may login to your test taker account by clicking below URL or copying and pasting it in your
browser. (Your browser should be Chrome above version 72)

https:/idigiproctor.com/htmliorg-login
At the login page, please enier the email-ID and Password shown abowve.

Click here to view Question Paper Creator Guide and FAQS
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e Open URL https://digiproctor.com/html/org-login in Google Chrome Browser of
your Laptop/Desktop.

e At login, choose the role as Question paper Creator from the dropdown and enter
your username and password. If this is validated, you will be asked to enter an OTP
(which will be sent to your registered mobile number as well as e-mail ID)

e You can also activate Google Authenticator (GA) in your mobile devices for secure
login (offline access in case you have trouble getting SMS/ Network).

TIPS: To ensure privacy of your account, it is highly recommended to change your
password when you log in.

How to Map Google Authenticator:
e Please download Google Authenticator App from Play Store/App Store,

e Click on + icon and put the code (Shared by Admin) along with Name of
organization to map yourself for OTP.

e After that no need to wait for OTP, just open Google Authenticator App anytime & 6
digit OTP always available to you QPC login.

(») Login to DigiProctor (using the credentials given in the mail)

@ TIPS: Don't forget to check your spam mail folder if you do not find the mail in
your inbox.
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% How to Create Question paper

You will see your Question Paper Library. This will be empty if you are logging in for the

first time.
Click here to create New QP
diai - 0-
B digiproctor 2
@ Question Paper Question Bank I
m Status: @ Draft @ Encrypted Download Preview Testpad/Preview Mobile App E Search
T 3
_
1 ® demo 3 Array 08/07/20...  Contempreven
2 ® Demo Array 08/07/20... ) Corfmproden

Click on the "Create New Question Paper” button on the top right-hand corner. You will
get a pop-up that will display a list of all the tests you have been assigned (by the
admin) to create question papers for.

e Select the test for which you wish to create the question paper

e Select the mode you wish to use to create your question paper — Wizard or
Template (excel)

Create Question Paper

=

Wizard Template
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1. Using the Wizard to create questions
for question papers Create Question Paper

e Check: The Test Name (and Test Code) —» () E
is displayed on the top. e .

e Select Question Type — click on the
drop-down menu

The question wizard display will change depending on the question type you have
selected.

Let's try this now

(») Different Question Type formats available on DigiProctor

Total Six Question Types are:

1. MCQ (multiple choice questions)

2. MRQ (multiple response questions)
3. TRUE/FALSE
4. Subjective
5. Likert
6. Question Group
digiproctor® 0
Enter Question Paper Name
Title URL (i ]
Description
[ Learning Objective [ Solution Mark: Mark @
Low A
Enter Question i
O Optien Add Permitted URL (i ] .
Add Opticn
Add Next >

Save Question Paper
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e Start Adding your questions by selecting the question type
e Here you have selected MCQ (Multiple Choice Question) type of question
e Type the question and all the answer choices

e You can select only one correct answer choice for MCQ type question

e Note: For MRQ (Multiple Response Question) you can select more than one answer

choice(s)

e Your correct answer choice is shown as ./ selected.

e Add Marks (this is mandatory), also add Negative Marks (optional)

b, To add permitted URL h, To add timer for
2, QP Name at QP Level with Name Question
’
/\
T N
dlglp’;?dor d, Section Name ¢, Type of Question 0
Enter Question Paper Name ’
f, Marking
Title URL i)
Scheme i, Equation
Description Creator
Add Section [ Learning Objective [ Solution MCQ v Marks -ve Marks (O]
Low v \/
Enter Question g, Difficulty Level ﬁ : IE * fa
e, Type your
. Question Here
O Optien Add Permitted URL o ,?
Add Option ¢
k, To add a URL
ﬂ T NeR
j, To upload media |

Few Important Points as mentioned above:

a. Enter Question paper Name: Here QPC must enter the name of the question paper
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b. Title & URL: Through this option QPC can add permitted URL as QP level & visible to
test taker in all questions. By clicking on that URL, test taker will be re-directed to
the external webpage/website

c. Type of Questions: From here you must selected the type of question before
entering the question. We have six types of questions support as of now list given
in above.

d. Section Name: you can add Section/Section Instructions/Section Timer (if any) to
the question paper

e. Enter Question & Option: It is the space provided to write/copy & paste your
question & answers. For Except subjective questions do not forgot to add correct
answers it will help in auto evaluation post exam.

f. Marks/-ve Marks: It is the marking pattern for the question. You have to add correct
positive marks & also add negative marking pattern (if any).

g. Difficulty Level: QPC can select level (Low/Medium/High)of difficulty to question
wise to make his QP more comprehensive & objective oriented.

h. Timer: With the help of this option QPC can give specific time frame to solve the
question. Once timer get over, test taker will auto moved to next question & cannot
be moved back.

i. Equation Creator: Through this option QPC can add mathematical/chemical
equations to the questions

. Upload: Through this button QPC can upload image/PDF/Excel files to the
question.

k. Add permitted URL: With help of this option QPC can add permitted URL at question
level, that will be visible to the mapped question only.

You have successfully created your first question. Let's add more questions to this
question paper as per the requirement.

@ TIPS: While uploading the PDF make sure it is not copy protected, if you want to
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allowing Test Takers to copy the content from PDF during the test.

Click on “Add Next” Button and repeat the process

co 5 .
‘ digiproctor 0
Enter Question Paper Name
§
) |
Title URL [1] 4
Description
4
D) LeamingObjscive [ Soltion wg v Mare e Marks @
Low ~
Enter Question far
O on Add Permitted URL [i] —_
t
Add
a] Add Next >
é

Click on “Save Question Paper” button after you have finished creating questions for
this question paper

2. Using Template (EXCE') to create Create Question Paper
questions for question papers

=) 7

Wizmrd Templute

Click on the Template, after clicking on "Create New Question Paper” button

e Download (Excel) Blank template and unzip the file — SampleExcelTemplate.zip
(Containing 2 files- Resource Folder & SampleExcelTemplate.xlsx

e Open the SampleExcelTemplate.xlsx file
e Follow the instruction given in Sheet 1 to create different question types

e Some fields are mandatory in the excel template (marked in light Red Color in Excel
template). You will not be able to upload your question paper template into
DigiProctor if you have not filled all the mandatory fields.

Digiproctor copyright 2021 - 2022 8
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e Add questions and answer choices (if applicable)
e Media files are to be kept in Resource Folder as per instruction

e Add media file(s), refer instructions while adding media to Question (Check FAQ for
more clarity)

e Click Upload (Excel) Filled Zipped Template

@ Upload your questions and answer choices using the excel template. Now view
your questions in thewizard and view/ edit the respective media file(s).

Add Media File Through Wizard:

To attach any media file to your question or answer choices click on this icon T in the QP
wizard

(») How can | add media — image, audio, video — to the questions?

INSERT EQUATIONS (Mathematical or Scientific Notations):

To insert mathematical or any scientific notations in your questions click on this icon
to Open the Editor. You will get a tool to write math/science notations in the question
o wizard.

(») Insert mathematical or any scientific notations in questions

Enhance your question by adding learning objectives and Solutions

e You can tag your questions with Learning Objectives like Subject, Topic, and Sub-
Topic

e You can tag your questions with Blooms Cognitive domains like Recall, Understand,
and Apply

e By default, each question is marked as Recall in the cognitive domain category

e You can conduct Formative Assessments by adding the solution to your questions

Digiproctor copyright 2021 - 2022 9
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Enhance Your Questions by Clicking on the Check Box: Learning Objective and
Solution

Add Section -> ¥ Learning Objective ¥ Solution :ury MCQ v

How many types of questions can | create in DigiProctor?

(V) § different question types
O  McQand MRQ only ©
(e} Subjective questions only )

(O  Objective questions only e

Add Option

Link Here....

Recall
Understand
Sub-Topic V' Apply ’

Subject

Save Question Paper

Learning Objective: We had implemented Bloom Taxonomy in DigiProctor Platform.
Bloom's taxonomy is a set of three hierarchical models used for classification of
educational learning objectives into levels of complexity and specificity. The three lists
cover the learning objectives in cognitive, affective and psychomotor domains. The
cognitive domain list has been the primary focus of most traditional education and is
frequently used to structure curriculum learning objectives, assessments and
activities. We can bifurcate question in three categories Recall, Understand & Apply; it
can help helps assessors to

e Plan and deliver appropriate instruction
e Design valid assessment tasks and strategies
e Ensure that instruction and assessment are aligned with the objectives

Solutions: While preparing QP, question paper setter can mention the solutions for the
questions. It will at the time of declaration of results, these solutions will be visible to

candidates with his result status.

(») Enhance questions by tagging them with Learning Objectives, Bloom's Cognitive
domains andadd Solutions (for formative assessments)

Digiproctor copyright 2021 - 2022 10
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% How to edit the question content or re-ordering of questions

— —

Status: @ Draft @ Encrypted

Search:

% Creator Name

—9. DigiProctor training guide 11-Aug-2020 .

Showing 1101 of 1 entries g E] 3

The question paper you just upload is visible in your Question Paper library
(DigiProctor training guide) Click on the Question Paper Name to view the question
paper you created.

Edit your Questions

A list of all the questions will be displayed. The question paper summary also displays
the question type and marks for each question.

Click on the "pen” icon to edit the question and if you want to delete any question click
on "bin" icon

Click on the question you want to view or edit

DigiProctor training guide Cognitive Domain Total Time >
Al v

Filter by: Al v Question Paper Description
Q1- This is a Multiple Choice Question (MCQ). This has only one correct answer choice - Option 8 2 McQ -
Q2- This is a Multiple Response Question (MRQ). This has more than one correct answer choices - Option B, C, and E are correct. The examinee will get marks for all the comect choice marked by them 5 MRQ
Q3-  Thisis a TRUE/FALSE question type. Select one correct answer choice 3 TRUE/FALSE
Q4- This is a subj question type. her type their answers in the given text box and/or upload their answers using DigiProctor (answer) Upload. mobile app/ 10 Subjective

Add New Questions

e The question will display all the answer choices (with correct answer choices
marked by you)

e You can edit the question and answers, marks awarded. You can delete the
question too

Digiproctor copyright 2021 - 2022 11
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e You may also have an option to Add New Questions to this question paper
e You must Save the question paper once you have finished

Your question paper library has the revised (edited) version of the Question Paper.

Reordering your questions:

If you want to re-order/re-sequencing of the questions as per your requirement, just
grad & drop the question to required place to change the order of question. It will
change the order of question. (Refer below Screenshot)

Q.6- The schedule performance index is the ratio of the actual cost to the eamned value. 2 TRUE/FALSE @[

Q8- Activity and funding for the CEO's pet project stopped during the economic downturn and even after her retirement, the file remained open. A few 2 MCQ Ty
years and 30% turnover later, many employees didn't know the purpose of the half-finished obelisk in the cafeteria. The obelisk was fatedto a
permanent half-finished state thanks to its termination by

Q.7- I The late start time should be calculated using a forward pass through the network. 2 TRUE/FALSE Ty

Q.9- In order to estimate completion of a Gaussian distributed activity with a 90% or higher degree of confidence, the time may be overestimated by 2 TRUE/FALSE Tar
as much as 200%.

Q.10- If a number of prabability distributions are summed, the standard deviation of the sum equals the sum of the standard deviations of individual

Digiproctor copyright 2021 - 2022 12
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+» How to create Question Bank:

& 5 C & digiproctor.com/htmi/ques mgmt Qe % e H

digiproctor® 0-
@ Question Paper Question Bank

@ . @ MyPrivate QuestionBank @ My Public Question¥gnk

:L ' S
-/

@ Q @ question bank 3-7-21

Search:

03 Jul 201 25

@  Showing1to1of 1 entries

©

Go to the QP dashboard and select Question Banks followed by Create Question Bank
on the right-hand side.

Click on the question bank on right hand side of your screen. Give Question Bank
Name & start entering the Questions & click on next to enter next question. Once all

questions are entered click on Save Question Bank option to save the Question Bank to
your Account.

digiproctor® a

Physics Unit 1

Description

[ Learning Objective O Solution [ Compulsory McQ v Marks -ve Marks

©

Which among the above statements is / are correct?

O Only 1

=]

add permitted UL () €

O Only 2
+Q Both1&2

Add Option

[ £ View Previous

Save Question Bank -\-

Add Next »
|
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How to create question paper with help of Existing Question Bank:

* Login to your QPC Account - Select Create Through Wizard - Enter Name of QP
- click on Question Bank icon 2 available in right side of screen to Import
questions from existing Question Bank/s:

digiproctor® a
Chermnistry|

Trtle URL (i)

Description

Add Section [ Learning Objective [ Selution MCQ v Marks -ve Marks @
Enter Question fat e

Opti
O ption Add Permitted URL o

Add Option

ﬂ Add Mext >

Save Question Paper

= Select Private or Public Question bank as per your requirement and select a
Question Bank from which you need to import questions to your question paper

& + Name s+ Date + OQuestion Count =
=l 1 KRNEONCCN/02/2021/P1 18th Mar 2021 180
@ KRPEr{rjIE_'ZDEI h 10th Mar 2021 200
= KRPAEDCC/02/2021 10th Mar 2021 439
D E
4 KROPHM/DZ/2021 10th Mar 2021 600
1
5 KRFHN/02/2021 10th Mar 2021 399
.
]
— 6 KRGN/02/2021 10th Mar 2021 600
BSCM/02/2021/P2 10th Mar 2021 510
-] BSCM/OZ2021/P1 10th Mar 2021 516
Showing 1 to B of 30 entries < E] 2 3 4

Digiproctor copyright 2021 - 2022 14
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= Select the questions which you want to move to Question Bank and click on Export
to move them to bank.

E digiproctor* 0
: Q2 - Paych al challenges affecting adol ts living with kfe lirniting llinesses include 2 0 Low MCQ
"

@ B Q3-0ne of the commonest psychosocial concerna of parents with children living with life-limiting illness is 5 0 Low MCQ

e

._:l Q4 - Psychological problems experienced by parents and caregivers associated with tha child’s inability to eat well include 1 0 Low MCQ
[C] QS-Advantages of food supplements to a child living with HIV & AIDS include 4 0 Low MCQ

=) Q6 - Hydration of a child al the-end- of -[ife is maintained by giving 2 0 Low MCQ

J=T

Q7 - severely malnourished children have delayed mental and behavioural developmant which requires 4 0 Low MCQ
E@ Q8 - The following fluld administration In the terminal phase of a child's life is the best and easier to use In the home satting 2 0 Low MCQ
[0 Q9-3ll malnourished palliative care children with na signs of infection and no complications, must recaive 4 0 Low MCQ
[0 Q10-in order to empathiae fully with another person we need 1o have experienced the same situation ourselves 4 0 low MCQ
< E] 2 3 4 § . 20 >

= Verify the number of questions you have exported are visible here or not and click
on save.

o
o e a
= digiproctor 0
@ QP140 Cognitive Domain Total Marks Time
All w 16 16
@ Filter by All -
£} ‘
= Marks Types| All W v
@ Q1-  Themedication you will choose for a child with nausea and vomiting related to cerebral metastases 1 Mmca W
] '_'t.,l Q2- Synchronized intermittent mechanical ventilation: - MCO )
=T 1
=11 | as- Psychasocial challenges affecting adolescents living with life limiting illnesses include MCQ W
1
X
g. Qa- One of the cc of parents with children living with life-limiting iliness is 1 MCQ EI
Q5- Paychological problems experienced by parents and caregivers associated with the child's inability to eat well include 1 MCO W
Q6-  Advantages of food supplements o a child iving with HIV & AIDS include o 1 mco @
Add New Questions -
™y ey
- L

Digiproctor copyright 2021 - 2022 15
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How to add existing QP in to Question Bank (before encryption):

In the QP dashboard clink on “Add to Bank” option to proceed with adding in QP bank
of a particular QP (in draft format).

v

Question Paper Question Bank Create New Question Paper

Status: @ Draft @ Encrypted Download Preview Testpad/Preview Mobile App Search

' bmbaban _-

@ The Sarawak Electricity Ordinance, Chapter 09/03/2022

= More ~
2 @ CVL703_ADVANCED STRUCTURAL ANALYS..  07/02/2022 Mo
@ Prevew
3 @ CVL826_QUALITY AND SAFETY PRACTICES..  03/02/2022
iy Oeiete

& Quaston Paper Key

4 ©® CVL727_SITE INVESTIGATION AND IMPRO..  03/02/2022 & et
<

i Addo Bank

3, Download

5 @ CVL702_STRUCTURAL DYNAMICS_09-02-2..  03/02/2022

® Confirm Preview

6 ® CVL642_SOLID, BIOMEDICAL AND HAZARD...  02/02/2022 o T

Select the numbers of questions you want to add to your Question Bank and click on
“send to question bank”

=l digiproctor® 0-

(U] LTSI SUIIIRESS 11U A FUR YITETT A 18T 11N E RO SO IS FUT YU 1 E1ETET e

p—
Q7-(a) Define stiffness. Also di between Stiffness method and flexibility method Low Subjective
& «
- (b) Analyze the given continuous beam using flexibility method, Image attached for your reference.
=
B3 Q8- (a) Analyze the given continuous beam using element approachimage attached for your reference Low Subjective
OR
==
[ ] (b) Analyze a semi circular beam of radius '3m fixed at both ends and subjected to UDL ‘20" kN/m
)
c B Q9-(a) 7Analyze the given beam by using Di method. If the downward settlement of support B is 1500/EJ in kN-m Unit, Image attached for your Low Subjective
2] reference.
OR
(b) Derive an expression for stiffness matrix
=
[0 Q10- (a) Analyze the given continuous using Compatibility method. If the downward settiement of supports B and C are 20mm and 15mm respectively. Take £/=180°10%11  Low Subjective

N-mm"2. image attached for your referance.
OR
(b) Analyze the given frame using Force method image attached for your reference.

N

@
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Select either any existing bank or new question bank (as per requirement) to add the
questions to Bank.

& > O @ digiproctor.com/htmifgpaper_to_gbank a 2 % e_‘
digiproctor® 0

Add questions to question bank

©

Choose Existing Question Bank to add the selected questions to the existing bank otherwise choose New question bank to add selected questions to new question
[Existing Question Bank Mew Question Bank  bank

®

Select Question Bank
Question Bank Mame

© question bank 3-7-21

B¢ (@ M0

lic)

After selecting the QP Bank details and click on OK for adding the questions to Bank.

€& - C # digiproctor.com/html/gpaper_to_gbank a = u e :
a digiproctor® 0-

Add questions to question bank

Choose Existing Question Bank to add the selected g ions to the ing ise choose New question bank to add selected questions to new question
Existing Question Bank New Question Bank JTPAT

Enter néw question bank name

Description

B @ @ O

lio;

Search:

+ TestCode

No data available in table

Showing 0 to 0 of 0 entries

Digiproctor copyright 2021 - 2022 17
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» Preview Your QP

(») PREVIEW YOUR QP

DigiProctor enables you to view your Question Paper in different modes. As mentioned
in below screen,

Digiproctor allow you various options to preview your test:

E digiproctor* Click here To Download 0-

Preview Testpad

@ Question Paper Question Bank \ / Create New Question Paper
hd

ﬂ Status: @ Draft @ Encrypted Download Preview Testpad/Preview Mobile App E Sear| CIICk here to
2 =
Preview QP
Question PaperName 3| Examtype 3| Date 4| Test Name 4| TestCode 4| Teaching Assista.. %

1 ® Demo QP Raja Demo 25/03/20..  Demo Test Raja 101 ®

Click here to get
Preview Key

Option 1: Click on Preview Button to see a preview of your Question Paper.
You see the Eye icon your Question Paper. Scroll down to view all the questions

Click on again the Eye button @ to see the complete preview of the QP with the correct
answers andanswer choices marked and media files uploaded by you. Scroll down and review
the questions and the answers.

After you have reviewed all your question paper, click on the Back arrow to return to your QP
library.

Option 2: Download & install Preview Testpad to see the test taker’s view. After installation,
click on Key Icon G to get Key to preview the QP in Preview Testpad. Use the navigation tool
on the right to checkif all the questions and the text, images, and equations associated with
them have been rendered correctly.

Digiproctor copyright 2021 - 2022 18
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Downloading of PDF & Excel File of QP before encryption:

Once you have previewed the QP & found everything is Ok, and then final steps before
encryption are downloading the PDF & Excel file of QP.

Steps to download PDF: Click on Eye button on right side of QP & Scroll down to view all
the questions then again click on eye button ¢G> to get answers & then click on print button @
to save PDF file in local storage for future storage.

Steps to download Excel: Click on Download button @ on right side of QP = Download as
Excel 2 Normal Download = Click on OK to download. A Zip will get downloaded to local
storage.

You must view your question paper in ‘Preview Test Pad’ to make sure that the
text, media files andequations have been rendered correctly.

Confirmation of Test Paper:

Once you are satisfied with the QP that you had prepared, you must have to click on

confirm preview button m once you click on it your QP will be visible to
staff account & can be used for examination.

Digiproctor copyright 2021 - 2022 19
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> How many types of questions can | create on DigiProctor? Can | have sections in my
QP?

You can create six different question formats in DigiProctor — MCQ/MRQ/True-
False/ Subjective, Likert and Group Question. When you select the question type
from the drop-down menu, the display of the wizard will change accordingly

@ How Question Paper Creators create Question Group using the QP wizard?

(») How Question Paper creators add sections in their question papers?

> How can | edit my question paper?

Regardless of which mode you have used to create your QP, you can click on the
Name of your Question Paper in your QP library to view the list of questions
created. This will also display the question type and marks associated with each
question. You can now Edit or Delete any question.

> How to Add Sections and Section parameters?

To add sections in QP, Click on Add Section Button - Input Section Name,
Instruction & Time (Optional). Once new section is crated start entering the

questions.

digprocior
Section Name @

Instruction

mock question nairobi

Title

Description

What type of questions will the section contain?

Add Section v [[] Leamning Objective
O Only Objective questions O Only Subjective questions ® Both

Select Section

iﬁg-go’:,_ & lered for Gauss's law is r N
]

Digiproctor copyright 2021 - 2022 20
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> How to add Medias (PDF/Image) to QP while using excel Template?

Media / File attachment can be done by adding the tag <m>file name.ext</m> at
the end of question description. Multiple Media / File attachments can be done
by adding multiple <m>file name.ext</m> tags at the end of question description.
The files to be added in the folder named as Resource as per same naming caption
used in question. You can attach up to 5 files at a question paper level.

Media / File Attachments to a question - supported formats:
Image: jpg, jpeg and png

Video files: mp4,webm

Audio Files: mp3,m4a

PDF Files: pdf

Excel Files: xlsx

> Why is my question paper in an encrypted mode?

The COE/admin of your institute is authorized to encrypt your question papers. It is
advised that

Question papers are always kept in an encrypted mode. The name of your QP will
be prefixed with a ‘red’ dot - this indicates that its encrypted and you can no longer
edit, view or delete it.

> Can | delete question paper from my QP library?

You can delete the question paper from your library if it's in a draft mode. Once the
COE/Adminencrypts your QP, you can no longer delete it. The name of the QP will
be prefixed with a ‘red’ dot.

If you don't find your (encrypted) question paper in your library, then it has been
deleted by youradmin. COE/Admin has access to all the question papers created
by QP Creators and may delete the question paper after the test is over.

> Can | add instructions section wise in each section?

Yes you can, when you select the section while creating the question paper, you
get the option to add instructions for each section separately.
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