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[(Web-based classes] Devising online exam administration

How to conduct an online test using
handwritten answer sheets

Example of
Practice

There are many faculty members, including those in mathematics and physics classes, who wish
to administer a type of test that requires students to describe the process of deriving a solution.
However, when there are some students who are forced to attend classes from outside of the
country, how can you simultaneously conduct face-to-face and online tests is a common
question. In this article, a practical example of how to conduct handwritten face-to-face and
online tests simultaneously and seamlessly will be introduced.

<Premise to conduct online test>

For both face-to-face and online test-takers, the starting and ending time for the test is set as
the appointed time. Students who join the online test from a country with a time difference have
to start according to JST starting time, too.

Question sheets will be distributed in paper form for face-to-face test-takers, and a PDF file will
be uploaded to "Assignments" in manaba+R for online test-takers.

The answer sheets will be distributed on paper for face-to-face test takers. Online test-takers
will be given instructions in advance to prepare a blank A4 sheet paper(s) and write their answers
on it.

Identification and proctor are done through Zoom for online test-takers.

When conducting the test, it is advisable to allow the students to use a single sheet (one-sided)
of handwritten formulas of choice that are difficult to memorize. Both face-to-face and online
test takers can bring in this sheet and refer to it. This paper sheet should be attached to the
answer sheet when handing it in.

<How to conduct online test>

The distribution of question sheets and collection of answer sheets are done through the
“Assignments” function in manaba+R. Set the starting time the same as the scheduled test
starting time. Once the test begins, students access the concerned “Assignments” and download
the question sheet.

Students read questions on their PC’s screen, then write the answers to their pre-prepared white
sheets. Once the test time is up, they can take a photo of the answer sheet(s) with their own
smartphone, or scan it, and upload it to the designated “Assignments” in manaba+R. Ensure
that the end time in manaba+R is set 5 minutes longer than the actual test ending time, in order
to secure the time for online test-takers to submit the test to manaba+R.

<Prepare for the test throughout the classroom>

Give after-class weekly assignments to all the students in the same way the test will be
conducted: downloading question sheets through manaba+R and uploading their answer sheets
to manaba+R by taking a photo or scanning it. By assigning the after-class weekly assignments
and test the same way, both faculty and students can get used to its procedure. This can allow
students to later be able to upload actual tests smoothly within 5 minutes.

Show clear guidelines regarding grading. For instance, guidelines can be something like “Low-
resolution files (difficult to read) will not be graded”, Late submission over email (after the test
is over) is not acceptable and will not be graded” and so on. By setting common grading
guidelines for both after-class weekly assignments and mid-term/end-term tests, it is possible
to set a common understanding between faculty and students about criteria for resolutions of
image files, etc. This will help prevent troubles such as test answers cannot be read because of
low-resolution, etc.

Tips for Use

It is possible to further lower the risk for possible troubles during the end-term test by
administrating mid-term tests in the middle of the semester and letting students experience its
methods, in addition to each after-class weekly assignment.

With the method introduced in this article, it is possible to respond flexibly to the change of BCP
level during the semester. For example, even if a class conducted as a hybrid (both face-to-face
and online) is changed to 100% online class (no face-to-face students), all students can easily
take online tests with the same method used throughout the semester. Additionally, it is also
possible to conduct hybrid tests, by letting some students take the test online whilst the majority
are face-to-face test-takers, in case BCP level is changed during the semester and face-to-face
students are allowed on the campus.

State clearly in the first class who is allowed to take classes and test online in the first class. For
instance, rules can be something like “only students who cannot enter in Jn because of visa-
related issues, etc. can take test online”, “When BCP is above level 3, all students are allowed to
take the online test”, and so forth. By setting the ground rules at the beginning of the semester,
it is possible to assume the number of students taking the test online.

If all of your classes are conducted as live-streaming, consideration for foreign students’ time
differences only for the test can cause unnecessary confusion and trouble. State clearly in the
first class that both the class and test are conducted according to Japanese time as ground rules.
Proctoring through the camera can allow faculty to check whether there are third parties helping
tﬂe test-takers. However, it cannot stop or proctor students to refer to different materials during
the test.

If you do not want to show the questions before the test begins, keep the “Assignment”
unpublished, then make it published the moment the test begins.

This case study was provided by Mikhail SVININ (College of Information Science and Engineering).
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