
Instructor How-to Tutorial:
Examen cumulativo: unhide, customize, and
assign

Note: This functionality may not be available to you if you are a section that is part of a
program and Edit Rights have not been granted.

Contraseña offers online exams for each Unit, which feature machine-graded and
instructor-graded items for each section of the program. Below are instructions for
unhiding, customizing (optional), and assigning the exams. 

For Program Coordinators: If you make these updates to the Program Template they
will flow to the individual sections.

Step 1: Customize the exam - delete activities

Each exam includes 8-13 activities. If you’d like to eliminate an activity, follow these steps.
You can also edit the content within the exam (continue to Step 2 or contact
LingroLearning for assistance). If you will use the full exam as is, skip to Step 3.

1. Go to the page where the activity is you want to edit and click AUTHORING MODE.



2. Click on the red pen icon on the right side of the screen to EDIT:

3. In the new window you will now see the list of activities from the sequence (the
first one will be open in previewmode). To preview the activity, click on the name
of the activity OR click on Preview under the activity name. Click on the trashcan
icon to remove an activity.



IMPORTANT: If you delete an activity by accident by clicking on the trashcan icon, simply
click CANCEL at the top of the page. You can then access it again and all activities will be
available.

4. When done, click SAVE at the top right of the screen.

Step 2: Customize the exam - edit activities

Below are the steps to edit an existing activity. However, HubSupport is happy to assist
you and do the changes for you to prevent any unwanted platform changes. Skip to
Step 3 to set exam settings.

1. If you would like to edit an activity, click on the item title to open the activity. This
creates a new version of the activity and replaces the original activity. Since this is
now your activity, rename it to a title you will recognize if you want to use it in
future semesters.



WARNING: Note that renaming your version of the activity is key so that you do not edit
an existing Contraseña activity since those changes will apply to the entire program and
not just your class. Note that you can reuse your version of an activity for a different
assessment or exam (in a different semester/year/class) by searching for it using the title
you gave it. However, if you want to make yet more edits to it in the new
semester/year/class, you need to create a duplicate version and modify the duplicate so
that previous courses do not get affected by the changes.

2. Once inside the activity and after you renamed it, make your changes. You are able
to delete an individual question of the activity by clicking on the trash can icon.

3. You may also modify any individual questions within the activity by clicking on the
pen icon next to each line of text or question. See the tutorial Building your own
activities for further information.

4. Make sure you save the changes to individual questions within the activity. When
you click on SAVE on an individual question, it will take you back to the main
activity. When you are done modifying the individual questions for an activity,
then click on DONE for the activity at the top left.



5. Repeat these steps to keep modifying other activities in the exam.
6. Once you are done modifying all the activities you want, click on SAVE at the exam

level.

Step 3: Set exam settings

1. While still in AUTHORING MODE, click on the red pen icon on the right side of the
screen to EDIT:



2. Click the Edit Component Tab

The numbers refer to the labels on the screenshot below.

1. Set the open date and time. Use this if you want the exam to be visible but only
open on the date and time you enter.

2. Set the close date and time. Use this if you want the exam to close the exam at the
date and time you enter.

3. Set a due date and time. Use this if you want the exam to be viewable/completed
at any time prior to the due date and time.

4. Set the number of attempts allowed.
5. Set a time limit.



6. Use this to set when a student gets feedback and can check their answers while
doing the assessment.

7. Use this to set when a student can see their submission and correct answers.

3. When done, click SAVE at the top right of the screen.

4. You can now return to INSTRUCTOR VIEW to review the changes.



Step 3: Unhide the exam

1. Go to the MENU on the top left of the screen and click on ACTIVITY SETTINGS.

2. Look for the specific Examen Cumulativo using the filter option: either by Lesson
in the drop-down or by typing “Examen Cumulativo” in the text box.



3. Locate the assignment and UNCHECK the box on the lock column so that the
assignment is visible.

4. When done, click SAVE at the top right of the screen. The exam folder will now be
visible to students and will open on the date you set in Step 2.


