Metrics that Matter® ActiveAuthoring for Tests Training
Hands-On Exercises
Important Note: For MTM ActiveAuthoring for Tests Training, you will need:

1. MTM Username and Password

2. Access to ActiveAuthoring

3. An idea for a test that you would like to create
Logging into MTM
Log into MTM ActiveAuthoring
1. Open your web browser.

2. Go to www.metricsthatmatter.com/mtm.

3. Bookmark this page.

4. Login
Create New Forms
Create Form
1. Click Administration > Manage Evaluations

2. Click Tests

3. Select “Create a new Test from scratch”
Edit Form Settings
1. Click on Form Settings Tab

2. Edit the appropriate fields

3. Check Update Form Content at the bottom

4. Click Save


Edit Forms
Add Question Category
1. Select Add Category

2. Select a Category or add a new one

3. Enter minimum score for the category (may be 0 if desired)

4. Optional: Activate randomization, set # of questions to display if planning to use a question bank

5. Click Save

Add Custom Question
1. Click Add Question>Create New
2. Search for question.  Existing questions tied to the question category will display.

3. If the question you are looking for does not appear, click “Create new question”

4. Select question type, add answer options, points possible, correct answer (if applicable), and other question settings as appropriate

5. Click Save & Add New to add another question to the same category, or click Save to be taken back to the Form Content view

Edit a Question
1. Click Form Content tab
2. Click Edit button to the left of question

3. Make any edits desired

4. Click Save 
Batch Editing

1. Click Batch Edit

2. Select Positions
3. Change number of first question to 2

4. Change number of second question to 1 

5. Click Save 
Publish Forms and Collect Data
Configure Thank You Page

1. Click Thank You Page/Certificate tab

2. Add text to be displayed to respondent at the end of the test experience

3. Optional: enter a url to automatically redirect students to at the end of their experience

4. Optional: configure a certificate to be presented to respondents at the end of their experience

5. Click Save

Publish Form
1. Click Publish Tab
2. Click Preview Form to review form content
3. Select deployment method

4. Select options as appropriate
5. Click Save & Publish  

