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Slide 3: 

Title: Taking Tests Online: Strategies For Success 

[Computer with books next to title.] 

[Hosts, Gustavo Melara and Pamela Ranallo, in the center.] 

I'm Pamela Ranallo, and I currently teach Spanish to college students both face-to-face and 
online. This is my colleague Gustavo.  

I'm Gustavo Melara, and I teach humanities, Spanish and literature.  

Combined we have many years of experience teaching, both online and face-to-face at 
community colleges and universities. Today we're going to share ten strategies with you that 
should help you perform better when you take tests in your online classes. 

Slide 4: 

Title: Thoughts about online tests 

[Question marks everywhere.] 

Text on screen: How is taking a test online different from taking a test in class 

Text on screen: How do you currently prepare for an online test 

Before we get started, think about the following questions and write down some of your 
thoughts. 

Slide 5: 

Title: Know the test 

Text on screen: Strategy #1 

[Host, Pamela, on right] 

Text on screen: How is the test structured? 

[Icon of paper and pencil] 

Text on screen:  Multiple choice, Essay? 

[number sign and question mark]  

Text on screen: How many questions? 

[Arrows]  

Text on screen: Can you skip a question? 

� 	  1



[Clock icon]  

Text on screen: How much time do you have? 

[Numbers]  

Text on screen: How many attempts? 

[Computer icons]  

Text on screen: Resubmission policy? 

The first strategy is know the test, and what I mean by that is know how the test is structured. 
Are there going to be multiple choice questions, fill in the blank, essay, or a combination? How 
many questions will be on the test? Do you have to answer the questions in sequence, or can 
you skip a question and go back? And also, is the test timed; if so, how much time do you have? 

Slide 6: 

Title: Know the test 

Text on screen: Strategy #1 

Text on screen: More to consider 

[Computer with bug]  

Text on screen: Technical problems 

[Highlighted page]  

Text on screen: Open Book/Open Notes 

• Highlight 

• Use sticky notes 

• Study & prepare 

[Test]  

Text on screen: Is the test auto-graded? 

[Speech bubbles]  

Text on screen: Ask your instructor if you have questions! 

You should also know how many attempts you're allowed. If you're allowed more than one 
attempt, is there a penalty after your first attempt? What is the instructor's policy on 
resubmissions or clearing attempts? And what I mean by that is, once you start the test, can you 
save it and go back later? Once you finish a certain section of the test, can you go back to that 
section again? If not, if you only have one attempt, make sure you're confident with your 
answers before moving on to the next section and before submitting your test.  

What are some other things we need to think about when we are considering the structure of 
the test? What if you have technical problems? You should know your instructor's policy. Is it 
open book, open notes? If so, organize your notes; highlight key words; put sticky notes in your 
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textbook; and even though you can use your textbook and your notes, study and prepare for the 
test as if you can't.  

Also are some sections of the exam auto graded? Once you submit your test, will you see a 
grade? And if so, is it your final grade? For example, in my classes, certain sections of the test 
are auto graded. So a student submitted his test, he saw 23%, and he panicked and e-mailed 
me. But he hadn't read the information I provided to my students letting them know that only 
certain sections of the test are immediately graded – that I needed to go back in and grade the 
rest of the exam. So his grade was not really 23%. 

Finally, your instructor should provide you with information regarding how the test is structured. 
After reading that information, if you still have any questions about anything regarding the 
structure of the test, contact your instructor to get all of your questions answered well before the 
test completion deadline. 

Slide 7: 

Title: Gather Your Resources 

Text on screen: Strategy #2  

[Host, Gustavo, on left] 

Text on screen: Do not wait until the last minute! 

Text on screen: 
1. Know what resources are allowed 

• Lecture notes 

• Websites 

• Textbook 

• Your notes 

2. Make sure you have prepared 

• Read 

• Highlight 

• Annotate  

Strategy number two is to gather your resources. Do not wait until the last minute to begin to 
gather your resources. Know what resources you're allowed to use and what resources you are 
not allowed to use during the test -- for example, instructor's lecture notes, websites, your 
textbook, your notes. Make sure you have read, highlighted and annotated – meaning that you 
have added notes to – the appropriate material in preparation for the test. 

Slide 8: 

Title: Plan, plan, plan 

Text on screen: Strategy #3  

[Host, Pamela, on right] 
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[Checklist icon]  

Text on screen: Read and print your syllabus & schedule 

[Flag icon]  

Text on screen: Add reminders to your calendar 

[Calendar icon]  

Text on screen: Know your deadlines 

[Printer icon]  

Text on screen: Print off material if you’re allowed 

[Warning icon]  

Text on screen: Do not wait till the last minute! 

Strategy number three is not just to plan; it's to plan, plan, plan. Read your syllabus; read your 
schedule; print them off. Put reminders about important deadlines, including tests of course, into 
your phone, into an online calendar. Set up reminders. Hang the schedule on your bathroom 
mirror; hang it in every room in the house. You've got to know when your deadlines are. This, 
knowing when the deadlines are, will allow you to plan sufficient time to study, review and 
prepare for the test. Also, well before the test, print off any material that you're going to need on 
hand for when you take the test, if you're allowed to have material on hand.  

And finally, do not wait until the last minute or the last day to take the test. What if you have 
technical difficulties? What if you don't feel well that day, but you waited and you have to take it 
while you don't feel well? What if your family has an emergency and you just plain can't take the 
test that day? So strategy number three is not to plan; it's to plan, plan, plan. 

Slide 9: 

Title: Location, Location, Location 

Text on screen: Strategy #4  

[Icon of student studying]  

Text on screen: Where to test? 

[Cell phone icon crossed out]  

Text on screen: Minimize distractions! 

[Two laptops with arrows between them]  

Text on screen: Have a backup plan. 

Now moving on to strategy four – find a good place to study. If you're not required to take the 
test in the testing center on campus, think carefully about where you're going to take the test. 
Also, take the test in a comfortable, quiet environment and at a time of day when you are most 
alert and think best. Minimize distractions by turning off your cell phone and television. You 
should also let your family or roommates know when you will be taking the test and that you 
cannot be disturbed.  
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Have a backup plan for technology issues. For example, where could you go if your computer 
and/or Internet fails? Your local library? A neighbor's house? An Internet café? Find out when 
the library and Internet café are open. Ask your neighbor if they can be one of your backup 
options. We can't emphasize enough how important it is to plan ahead. 

Slide 10: 

Title: Understand directions 

Text on screen: Strategy #5  

[Host, Pamela, on right] 

[Several speech bubbles coming from laptop.] 

Text on screen: Don’t skip the directions, Read all the directions more than once, address all 
parts of the question. 

Now you're ready to take the test. Strategy number five is to understand the directions. Let's say 
you have a multiple choice section to your test. Don't skip reading the directions just because 
you think you know how to take a multiple choice test. For example, the instructions could say to 
choose the one correct answer; but they might say to choose all that apply.  

Also, if you have word problems, read those problems more than once. In fact, read all the 
directions and instructions in the entire test more than once. Finally, if you have an essay or a 
short answer question, be sure to address all parts of that question if there are multiple parts to 
the question. 

Slide 11: 

Title: Activity 

Text on screen: Q: What is Jung’s theory of archetypes? Discuss at least three archetypes by 
referring to examples from myths from two different cultures. 

Text on screen: 
1. Describe what the theory is. 

2. Discuss not one, not two, but three archetypes. 

3. Make sure you include examples that are from myths. 

4. Include myths from two different cultures. 

Let's do a short activity about the importance of reading directions. Let's say you're taking a 
humanities class, and you have to answer the following question: What is Jung's theory of 
archetypes? Discuss at least three archetypes by referring to examples from myths from two 
different cultures.  

This question contains many parts that you need to address. First, you must describe what the 
theory is. Then you need to discuss not one, not two, but three archetypes; and you also need 
to make sure you include examples and not just any examples – they must be from myths. 
Finally, the question has asked you to include myths from two different cultures.  

As you can see, reading the directions carefully to make sure you understand them and address 
all parts of a question is very important. Many times students do not read the question fully and 
do not get all the points for it. 
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Slide 12: 

Title: Don’t rush 

Strategy #6 next to title 

[Host, Pamela, on right] 

Text on screen: slow  

[snail] 

Text on screen: Skip difficult questions and return later 

Text on screen: Be prepared 

Text on screen: Take notes 

Text on screen: Use all the time allowed 

Strategy number six is don't rush. If you have well-organized notes and resources, this will allow 
you time to think about your answers instead of frantically searching for information. So take 
notes, use sticky notes if you're allowed to use materials during the test, and just be very well 
prepared before you sit down to take the test. And if you come across any difficult questions, if 
you're allowed, skip those questions and return to them later.  

You should also use all the time you're allowed for the test. I can't believe it when my online 
students don't use all the time that they're allowed. So use all the time that you're allowed so 
you have time to think, prepare your materials ahead of time so that you don't rush, and you 
won't make silly mistakes on your online tests. 

Slide 13: 

Title: Take notes 

Text on screen: Strategy #7  

[Notepad icon]  

[Host, Gustavo, on right] 

Text on screen: 
1. Outline before you answer. 

2. Write down notes regarding questions. 

3. Write down anything that you want to ask about later. 

Now let's talk about taking notes. During the test, if you're allowed, have a piece of paper and 
pen handy. For essay and short answer questions, outline your thoughts before typing in your 
answer. Jot down notes regarding questions you want to go back to, if allowed, and any 
questions you found confusing. Did any question in the test include information that could 
possibly help you later in the test? Jot that down. Write down anything that you want to ask 
about after the test.  

If you want your notes to have a little more structure, you could even use a template every time 
you take an online test. You could include the class name; the test number or name; when the 
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test is available; the due date; and even the date, the time and the place where you plan to take 
the test. Then it could be as simple as writing: Question 1, Question 2, etc., and leaving yourself 
space to take notes for each question. You may want to even include the things you want to 
remember to ask about after the test. 

Slide 14: 

Title: Sample Template 

Text on screen: Strategy #7  

[Person on laptop with several speech bubbles]  

Text on screen: Name of test & class, Question 1 Question 2, Date test is available, Notes, 
follow up questions, Due date. 

[Notepad] 

Text on screen: Essay questions 

Text on screen: Introduction 
• Grab readers attention 

• Build your case 

• Introduce thesis statement 

Text on screen: Body  
• Main points 

• Supporting ideas 

Text on screen: Conclusion 
• Restate your thesis 

• Summarize main points 

If your test includes essay questions, you could use a different template. That could include 
space for you to write down notes regarding the introduction, how are you going to grab the 
reader's attention, build your case and introduce your thesis statement; the body – what are 
your main points and what are the ideas you're going to use to support them; and the 
conclusion – how are you going to restate your thesis using different words, summarize your 
main points, and end your essay. 

Slide 15: 

Title: Relax 

Text on screen: Strategy #8  

[Host, Gustavo, on left] 

Three figures meditating on chairs. Around them: Take your time, Breathe, Be confident, Difficult 
questions, move on, Do not panic. 

Strategy number eight – relax. One of the most important tips we have for you is tip number 
eight. Take your time, breathe, and have confidence in yourself. Do not spend a lot of time on 
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difficult questions. Do not panic if you do not know the answer to a question. Sometimes it takes 
a few minutes for your brain to kick into gear. 

Slide 16: 

Title: Review, Review, Review 

Text on screen: Strategy #9 

[Host, Pamela, on right] 

[Clock icon]  

Text on screen: Use all the time that you’re allowed. 

[Two arrows] 

Text on screen: Make sure you’ve answered all the questions. 

[Notes icon]  

Text on screen: Use your notes. 

[Magnifying glass icon]  

Text on screen: Fix any spelling and grammar errors. 

So, you have finished the test; but wait – don't submit it yet. Remember plan, plan, plan? Well, 
strategy number nine is review, review, review. I'm going to repeat – use all the time that you're 
allowed for the test. Go back, if you're allowed, and make sure you've answered all the 
questions. Maybe use those handy notes you jotted down to remind yourself which questions 
you need to go back to. And for short answer and essay questions, review those and look for 
any spelling and grammar errors and try to fix those before you submit the test. 

Slide 17: 

Title: Use feedback 

Text on screen: Strategy #10 

[Host, Pamela, on right] 

[Laptop icon]  

Text on screen: Review test results and comments 

[Notepad icon]  

Text on screen: Understand what you did wrong 

[Speech bubbles]  

Text on screen: No feedback? Ask your instructor 

Okay, so now you have submitted the test. So this test is done and behind you, right? Wrong. 
Strategy number ten is to use the feedback provided by your instructor. I spend a lot of time in 
my online classes typing out comments, and I can even leave audio comments in my online 
classes for my students. And I leave them a lot of feedback about questions that they got wrong 
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on the exam. And, to my surprise, a lot of students never go back to the test and read or listen 
to my comments. And I think it's one of the most important things you can do because that 
feedback will help you understand the material better and then do better on your next test.  

So if you can't find the feedback that your instructor provides or you think that none was 
provided, e-mail your instructor, contact your instructor some way and ask for feedback. 

Slide 18: 

Title: Apply Strategies 

[Both hosts on the right] 

[Movie slate]  

Text on screen: action  

Text on screen: 
1. Know the test 

2. Gather your resources 

3. Plan, plan, plan 

4. Best place to test 

5. Understand directions 

6. Don’t rush 

7. Take notes 

8. Relax 

9. Review 

10. Use feedback 

We hope that these strategies help you to be a more successful test taker in your online 
classes.  

But before we go, take a minute and think about your current daily routine and your study habits 
and write down a few things that you may need to change or modify so that you can begin to 
use these strategies.
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