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Exam Library  
 

Sign In to Interactive Achievement 

1. Go to www.interactiveachievement.com and select ñTeacher 

Log-inò from the upper right hand side of the page.  You will be directed to a 

new page. 

2. Select your school district from the list provided. ** Please Note: If your district 

provided you with a link to Interactive Achievement, use the district link.** 

3.  Enter your username (first initial and last name, e.g., inewton) and password 

(defaulted to be your first name) and click ñLog Inò.  You will be directed to a 

new page.   

4. Click on the Exam Library  button to continue to the Exam Library page.  

Basic Question Maintenance 

      SOL numbers and letters/bullets organize the questions in the Exam Library database. 

The English database also organizes SOL by passage. 

 

1. To access the Exam Library, choose a Subject from the drop down box in the 

upper left-hand corner of the page (e.g., ENGL, HIST, MATH, SCI). 

2. Select the course you want to access (e.g., ENGL-6, HIST-USI, MATH-AII, SCI-

BIO). 

3. The SOL for the course (Categories) and the number of test items available are 

displayed on the left-hand side of the screen. The VDOE Course Description and 

all SOL are displayed on the right-hand side of the screen for easy reference. 

4. Click on an SOL category to view the SOL subcategories (letters/bullets, See 

Figure 1) and the number of available test items for each. The VDOE SOL and 

SOL letters/bullets are displayed on the right-hand side of the screen for easy 

reference.  

 

 
5. Beside each question are several icons. 

 

http://www.interactiveachievement.com
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Trapezoid:  This icon indicates the Bloomôs Taxonomy Level of the question. 

Click here to view description of each Taxonomy level. 

 

Notebook paper:  This icon indicates that the question is on another exam 

somewhere within your district. 

 

Blue Padlock: A padlock icon indicates that the question was used on a secure 

exam. 

 

Red Padlock: This indicates that the question is reserved for a secure exam. 

 

Dual Screen: This icon allows you to see the question in full screen mode. 

When you click on the icon, a new window opens that shows the full question 

and answer choices. 

 

6. There are three sources for questions in every districtôs database. 

 Interactive Achievement questions are indicated with this icon:  

 VDOE Released Test items (provided only upon specific request by your     

       district) are indicated with an icon that contains SOL and the year of the test.  

       For example, a test item from a 2008 released SOL test is indicated with this     

       icon:  

 District created questions do not have an icon. 

 

How to Add a Question 

 

1. Right-Click on the SOL category or sub-category into which you wish to add a 

new question.  Choose New Question from the drop-down window.  

 

** Please Note: If you select the SOL category (e.g., Math-6.3) instead of a sub-category, 

(e.g., Math-6.3a), the question will not be attached to a sub-category. You have the 

option to select the sub-category in the next step).** 

  



 7 

2. A new window opens with three tabs at the top. The page defaults to the 

Information tab. On the Information tab, the SOL are displayed for the category 

on which you right-clicked. Above this are three drop down lists. The first drop 

down list provides the Bloomôs Taxonomy, the second provides SOL category 

numbers, and the third provides SOL sub-categories into which you wish to place 

your new question. From here, you may select the sub-category into which your 

new question will best fit. If you are unsure, use the SOL description to help 

guide you. The sub-category that is selected from the drop down menu is shown 

in bold type in the SOL description. 

 

 
 

3. Click on the Question tab and begin typing your new question in the field titled 

Question. 

 
 

** Please Note: If your question is in electronic format, you can copy and paste the 

question and subsequent answer choices.**  
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Question Writing Tools 

 
 

Use the Question Writing Tools (circled in Figure 4) to edit your question. 

1. To use the fraction  function, click on the  symbol.  HTML code will appear. 

Replace the ñxò with the value of the numerator and replace the ñyò with the 

value of the denominator. Continue to type the rest of the question.    

 

2. To use the superscript or subscript function, click on the  or the  icon. 

HTML code will appear and you may enter the value of the superscript or 

subscript. 

 

3. To insert a character that needs to appear with a line over it, click on the overline 

symbol, , and enter the character in the provided HTML code. 

 

4. To insert a square root figure, click on the square root icon: . Insert the 

characters you want to appear under the radical sign in the HTML code that 

appears. 
 

5. To underline text, click on the Underline icon .  Enter the text that you want 

to appear underlined in the HTML code that appears. 

 

6. To italicize text, click on the italicize icon: . Enter the text that you want to 

appear underlined in the HTML code that appears. 
 

7. To outline a text box, click on the outline icon: . Insert the text that want to 

appear in a text box in the HTML code. 

 

8. To insert a line dash, click on the line icon:  
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9. To insert a figure, click on the icon that looks like a graphic of a desert .  

Please refer below to the ñAdd a Figureò section below for more details. 

 

10. To create a numbered list (or to number paragraphs) click on the numbered line 

icon . 

 

11. To insert a symbol such as a ©, ®, , , or , click on the Symbol drop down 

menu.  This will bring up a list of available symbols to insert. Click on the symbol 

you want to insert from the drop-down box. 
 

a) Repeat the steps above to add symbols in the correct answer and distracter 

fields. 

 

b) Click Add at the bottom of the screen to add the question to the question 

database. 

  

c) At this point the question will be assigned a question number and you will 

be taken back to the maintenance home page.  That question number is 

unique to your new question, should you need to access the question again 

to make changes.  You can find that question on the maintenance home 

page simply by utilizing the Go To feature and entering the question 

number into the blank field. 

How to Add a Figure to a Question 

** Please Note: You may use .jpeg, .gif, .bmp, and .tif file extensions when uploading 

figures** 

 

1. Click on the desert icon as shown circled in the image below. 

 

 
 

2. Click on the Add/Upload Image button in the lower left corner of the window as 

shown in the image below. 
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3. Select the image file and click Choose or Open. You may use .jpg, .tif, .bmp and 

.png files. 

 

4. The figure number will be displayed in the Figures box in the left column. 

 

**Please Note: If more than one image is uploaded for a question, the figure number is 

based on the order in which each figure was uploaded.** 

 

5. To remove a figure, select the corresponding figure number from the Figures box.  

When it is highlighted, click Delete Image. 

 

6. When you have completed uploading the image, or images, for a question, click 

on the figure number for the image you wish to insert into the question, and then 

click Insert Image. 

 

7.  After entering all text and figures, click Create to add the question to the 

database.  Your question will be displayed on the right side screen.  To edit any 

mistakes, click on the Menu button and select Edit from the drop down menu. 

This new question is now in your districtôs database and will be in draft status.  

 

** Please Note: If you see [Figure 1] or any other numbered HTML tag (and no figure), 

then you may have uploaded the figure incorrectly. **  

Deleting a Question 

**Please Note: Questions may only be deleted when they are in draft status**.   

 

1. Find the question you wish to delete. 

 

**Please Note: Questions may be located either by searching for a specific question ID 

number using the Go To function located in the top menu bar, or by finding the question 

in the tree on the left side of the screen.** 
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2. Right-click on the question you wish to delete and select Delete Question 

from the drop down list.   

 

3. A new window will open with the complete question details.  Click on the 

Delete button on the bottom left-hand corner of this window.   

 

4. To delete a question that has already been submitted or approved, you must 

first return the question to draft status.  

a) Right-click on the question and select Un-approve and/or Un-submit. 

b) The question text should appear blue to indicate that it is now in draft 

status.   

c) Right-click on the question again and select Delete. 

 

** Please Note: Questions that have been used on an exam are unable to be deleted.**  

Editing a Question 

** Please Note:  You may only edit questions if they: 

-  Are in draft status 

- Were written within your district   

- Have NOT been delivered on a test; or the exam(s) the question is on has no test         

session set up for it. 

 All IA questions and released test items are locked and therefore unable to be edited.  If 

you find errors in one of these questions please send an email to 

support@interactiveachievement.com.  Our content specialists will review the question 

and quickly make any necessary corrections. 

 

1. Select the question you wish to edit and right-click on it. 

2. Select Edit from the drop-down list. 

3. Once you have finished making the desired changes to the question, click 

Save at the bottom of the screen. 

Submitting and Approving a Question 

** Please Note:  Each district addresses the question writing and approval process 

differently.  If you find that you are unable to approve a question, you likely do not have 

the security role to do so.  Some districts require that all questions be approved by an 

administrator prior to being made available for use on district tests. Feel free to contact 

us and we will gladly check your security roles or you may contact your administrator.**  

 

1. In order to be submitted or approved, a question must meet the following 

requirements: 

a) The question must be assigned to an SOL 

b) All of the fields in the question box must have text. 

 

2. When all of these requirements have been met, a question writer may submit 

and approve his or her question. 

 

A question must be approved in order to be used on a test.  Follow these steps: 

 

3. Select the question you wish to approve. 

 

4. Right-click on the question. 

 

mailto:support@interactiveachievement.com
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5. Select Submit from the drop-down list.  

 

The text color will change to red to signify that the question is now in Submitted status. 

 

6. Right-click the question again and select Approve. This function too can also 

be accessed via the Exam Menu tab located in the right window above the 

question being displayed. 

 

** Please Note: You may also submit and approve questions by clicking on Menu in the 

right window above the question being displayed and selecting Submit and Approve from 

the drop down menu. 

 

7. You may submit and approve large blocks of questions at a time by right-

clicking on the category that has un-submitted (draft status) questions.  

Choose Review Questions from the drop down list. 

 

8. This feature allows you to scroll through each question one by one, submitting 

and approving as you go.  Click the Menu button at the top of the window 

and select Submit and Approve from the drop down menu. Click on the 

arrows in the lower left corner to scroll through the questions. 

 

** Please Note: Not all users have approval authority. 

 

How to Create a New Passage 
**Please Note: A passage may only be created for an English course.**  

 

1. Begin by selecting the Assessment Library tab from the Home page. 

2. Select the English subject in which you would like to add your passage. 

3. Right click on the literary category (folder) as shown below (Figure 6). 

 

 
4. Select New Passage. 

5. Enter the title of your passage. 

6. Enter the passage in the text box.  You will have access to all of the tools used for 

entering questions when creating your passage.   
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7. Once your passage has been created, you can add questions to the passage by 

right clicking on the passage title on the left side of the screen or clicking on the 

menu button on the right side and selecting New Question. 

 

Duplicating Questions 

** Please Note:  You cannot edit questions that were written by IA or those that are state 

released test items. However, these questions may be duplicated. The newly duplicated 

question will be in Draft Status allowing for a user to then edit the question. * *   

 

Follow the steps outlined below to use the Duplicate feature. 

 

1. Find the question you want to duplicate and right-click.  Select Duplicate from 

the drop down list.  

2. A new screen will appear with several choices at the top.  You may choose a new 

subject, grade, and objective at this time.  You can also make any desired changes 

to the question. 

3. Click Create. 
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4. The new question will now appear where it was assigned.  Right-click the 

question and select Submit then right-click again and select Approve. 

Reserving Questions 

When creating secure exams, the Reserve feature may be used to reserve questions for 

secure exams. This will effectively remove the reserved questions from the general 

question pool and insure secure integrity. 

 

1. To reserve a question, right-click on the question and select Reserve. 

 

2. The reserved questions are now taken out of the general question pool and are 

available to be used only on secure exams. 

 

Retired Questions 

Retired questions are questions that have been removed from the Interactive 

Achievement question bank.  Retired questions will remain on any exams that they are 

currently on, but are no longer available to be added to other exams. 

 

 
 

**Please Note: Questions that have been retired will appear in text boxes with gray 

text.**  

 

How to Use Retired Questions  

 

To use a retired question, open the previously created exam in Exam Library that 

contains the retired questions.  Once it is open in a tab on the right side of your 

screen, drag the tab (left click and hold) to the right side of the screen.  Now, 

click Create New Exam to open a new, blank exam on the right side of the 

screen. Retired questions can simply be dragged from the old exam on the left 

onto the new exam on the right. 

Building a Basic Exam 

 

1. Click on the Exam Library  button on the Home page or menu bar. 

2. Select the subject and the course in which you wish to build an exam. 

3. A split screen will open up with your subjectôs categories and questions on 
the left while on the right you will see Category details for the subject. From 

the menu bar at the top of the page (next to Subject and Exam) select 

Create New Exam. 
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4. You will be prompted to select Exam Type and enter an Exam Name. 

 
5. Click Add.  Your new exam title will now appear on the right side of the 

screen.   

6. The Question Library is displayed on the left side of the screen in a ñtreeò 

format.  This format allows you to expand the subcategory to the individual 

question by clicking the [+]  sign next to the subcategory.  Similarly you may 

click the [-] sign to collapse the subcategory. The right side of your screen 

will now display your blank exam. 

 

** Please Note: To continue working on an incomplete exam, select it from the Exam 

menu and continue building the exam. It is important to note that you can only edit exams 

if they have not been delivered to students or do not have test sessions set-up for it.** 

  

7. To add a question to your exam simply left-click (and hold) to drag the 

question over and drop onto your exam.  

Adding Multiple Questions to an Exam 

To simultaneously add multiple questions to the exam, complete one of the following 

steps.  

 

1. Begin by right-clicking on the category or sub-category from which you wish to 

draw questions then select one of the following options from the drop-down menu 

that appears.  

 

a) Add Random Questions To Exam.  A screen will pop up prompting 

you to input criteria: 
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The number of available questions will be shown, based on the exclusions 

you selected above.  Enter the number of questions from this category you 

wish to include on the exam and click Add. 

 

b) Again, right-click on a category or sub-category to access the drop-

down menu. Select Add/Remove Exam Questions.  A new window 

will appear.   

 

c) Place a check in the box to the left of the questions you would like to 

add to your exam.  Remove the check in the box if you would like to 

remove the question from the exam.  Select the [+] box on the far left 

if you wish to view the question.  Select Update Exam Questions 

when finished. 

 

 
 

d) Right-click a category again and select Review Questions from the 

drop-down list to scroll through each question one at a time. You can 

click the check box in the lower left corner of the screen to add the 

question to the exam. You can also remove questions from your exam 

by deselecting this same check box. Make your selections and click 

ñCloseò when finished. 

Cross-Course Testing 

Interactive Achievement now provides the capability to add questions to an exam from 

various subjects. We call this capability Cross-Course Testing. To accomplish this simply 

open the subjects that you would like to pull questions from. You may have numerous 

subjects open simultaneously and each will be displayed in an individual tab located on 
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the left side of your screen. The methods of adding questions from the various subjects to 

an exam are the same as previously mentioned. 

Exam Viewing Options/Exam Comparison 

We have also provided the ability to compare exams side by side.  

 

To open another exam for comparison,  

1. Select the subject and the exam type and exam. The exams you want to view will 

be displayed in individual tabs on the right side of your screen.  

 

 
 

2. To view the exams side-by-side simply left-click (and hold) on one of the exam 

tabs and drag it over to the left side of your screen. Viewing exams in this manner 

will allow you to compare exams as well as drag questions from one exam to 

another. 

 

 

Exam Viewing Options 

1. Click the View By tab located at the top of the right window to access exam 

viewing options. Select SOL to view the SOLôs that are covered on your exam.     

      

2. Click the View By tab again. Select Question to see a list of the questions 

unsorted and unlabeled.  This is the order in which they will appear on a printed 

copy of the exam. 

 


