
 

Step One 
 
On the DataDirector 
homepage: 
 
Click on the Exams tab. 
 
Click Create a New Exam 
in the left navigation bar. 
 

 
Step Two 
 
Fill out the Exam Summary: 
Give the exam a title and 
description that will help to 
remember what it contains. 
 
Filters: 
Click the grades you are 
addressing, the subject 
area and what the test is 
created for. 
 
 
Click Next Step. 

 

 



Step Three 
 
Using the ItemBank:  
Check Yes. 
 
Performance Bands:  
Choose “No” to keep the 
bands consistent with CST.  
Choose “Yes” if you want to 
modify performance bands 
(if No, skip Step 4).  
 
Sharing: Choose “Yes” if 
you want to share this 
exam with other users (if 
No, skip Step 5). 
 
Click Next Step. 

 
 

 

Step Four 
 
As you can see, the 
performance bands are set 
to correlate with CST 
scores and titles but they 
are modifiable.  
 
You may reset your 
performance band ranges 
and titles if needed. 
 
Click Next Step. 
 

 



Step Five 
 
To share the exam, select 
any of the following:  
 
Choose a permission set 
and click Apply to share 
exam with a pre-defined 
set of users. 
 
 
Manually create 
permissions for all users 
(Global), a single user or to 
a site. 
 
 
 
 
Set permissions by grade 
and academic year. 
 
Click Next Step. 

 

 



Step Six 
 
Select the item search 
criteria that is wanted.   
 
Publisher and Category can 
be chosen with what items 
to be pulled from. 
 
Show Results By:   
Choose Standard to choose 
items based on the 
standards (recommended) 
 
Item Selection: 
Preview and Select Items 
allows you to select the 
individual standards first, 
then preview and manually 
choose items from those 
standards. Standards-
based Randomization 
allows system to choose 
items based on the specific 
standards you select. 
 
Grade/Disciplines:   
Choose grade(s) and 
discipline(s). 
 
Click Search. 

 

 



Step Seven 
 
Select the standards you 
want to address by 
checking the box.  If you 
want to select all, scroll to 
the bottom of the page and 
click the box next to “Select 
All”. 
 
Click Next Step.   

 



Step Eight 
 
Select items for your exam 
by using the check boxes.  If 
you want to select all of 
them, scroll to the bottom 
of the page and check the 
box next to, “Select All”. 
 
Click Next Step.  (This 
option appears only if you 
chose to show results by 
Item or Preview and Select 
Items). 
 

 



Step Nine 
 
In the Edit the Exam 
Structure, you can: 
 
Delete Items:  Use the 
checkbox on the right and 
choose Delete at the 
bottom of the page. 
 
Change Item Order: Use the 
Sort Order fields to type in 
the ordering number. 
 
Change Point Value: Use the 
Points field to change the 
point value of each 
individual test item if 
wanted. 
 
Add Items: Click the Click 
Here to add a new item link 
at the bottom of the page. 
Click Save and Return to 
Results. 
 

 



Step Ten 
 
Scroll to the bottom of the 
screen and click either the 
teacher or student 
booklets.  This is where you 
also print the bubble sheets 
if you are a Data Scanner 
user. 

 

 
 


