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Introduction  

The Questionmark  system is one of the advanced platforms in the field of 

electronic assessment management. It provides an integrated environment 

that enables faculty members to design and build exams according to precise 

scientific standards. The system supports various q uestion types and allows the 

analysis of learners' results through detailed reports, contributing to the 

improvement of educational quality and data -driven decision -making.  

This training manual comes within the framework of adopting best practices 

in instructional design. It aims to facilitate learning the system by presenting a 

structured and sequential display of procedures, supported by visual 

explanations and practical il lustrations to enhance user efficiency.  

Objectives of the Training Manual  

This guide aims to enable the user to:  

● Identify the mechanism of organizing and building the Question Bank 

according to a clear structure.  

● Master the skills of creating various types of questions within the system.  

● Design integrated electronic assessments aligned with learning 

objectives.  

● Analyze exam results and extract reports supporting decision -making.   

Manual Content  

The manual covers the steps for creating and managing electronic assessments 

using the Questionmark system through the following axes:  

1. Topic indexing and question bank planning.  

2. Questions creation.  

3. Assessment creation.  

4. Report generation and results analysis.  
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System Login and User Interface Overview  

Follow these steps to access the Questionmark interface:  

 

1. The basic elements of the system interface:  
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2. Configure and Update Basic Profile Settings:  
You can change the display language, password, and system interface 
settings by following the steps below:  
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Working on the Question Bank  

The Question Bank serves as the foundation for building electronic assessments 

in the Questionmark  system. It enables questions to be organized and 

categorized systematically, making them easier to manage, retrieve, and reuse 

whenever needed.  

Stages of Question Bank Management:  

1. Topic Indexing (Bank Organization)  

2. Question Entry.  

Topics  are used to group questions that share the same content, idea, or 

learning objective. They are organized in the form of folders, each given a clear 

name to facilitate identification and usage. Sub -topics (sub -folders) can also be 

created to increase the l evel of organization. For example, a main topic can be 

created under the name "Mathematics" , and then divided into sub -topics such 

as:  

● Algebra  

● Calculus  

This hierarchical organization contributes to:  

● Facilitating access to questions.  

● Improving the exam construction process.  

● Supporting the alignment of questions with learning outcomes.  

Planning for the Question Bank:  

Organizing your questions into a topical structure will make it easy to find and 

select questions for your assessments. To plan the question bank, you must 

index the topics by creating a primary topic and sub -topics. The division varies 

based on the follow ing:  

● The Course (Subject).  

● Objectives.  

● Grades (Points).  

● Difficulty... etc.  
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Proposed Example:  

● First Objective  

- First Topic  

● 1-Point Questions  

– Multiple Choice Questions  

– True and False Questions  

● 2-Point Questions  

– Multiple Choice Questions  

– True and False Questions  

- Second Topic  

● 1-Point Questions  

● 2-Point Questions  

● Second Objective  

- First Topic  

● 1-Point Questions  

● 2-Point Questions  

- Second Topic  

● 1-Point Questions  

● 2-Point Questions  

● .... and so on.  
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First Stage: Topic Indexing (Organizing the Bank)  

First: Steps to Create a new Sub -Topic  
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Important Notes:  

● The name of the new topic must not exceed 50 characters .  
● The topic name cannot contain the following special characters: " ' & / \ , 

£ | < > : ; # +  
● You cannot use duplicate topic names on the same level of a single topic 

because the entire topic path must be unique .  
● When you wish to select  questions for assessments based on question 

types, a separate topic folder must be created for each question type.  
● The order of topic folders on the same level is automatically displayed 

alphabetically. Therefore, to display a specific order, a number must be 
added before the name of each topic so that the topic folders are 
displayed according to numerical order.  

Second: Adding or Changing the Topic Description  

Optionally,  you can add a description to the topic from the topic properties. 
Follow these steps:  
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Third: Steps to Rename a Topic  
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You must republish the topic after renaming it if it contains questions used 

in assessments, by following these steps:  
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Fourth: Copying a Topic  

Topics can be copied with their contents and pasted into a new location within 
the bank indexing through the following steps:  
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Fifth: Archiving and Restoring a Topic  
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To restore the topic, follow these steps:  
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The topic folder will be restored, taking the following into consideration:  

• The topic will return to its original  location within the topics index.  

• The questions associated with the topic will appear in the (Archived 

Questions)  tab, and you will need to restore them separately if you wish to 

reuse them.  

 

  



 

 Page 17 of 71 
of contents to table Back 

Illustrated Guide to Using the Electronic Exams 

System 

To navigate to the restored topic and restore the archived questions inside it, follow 

these steps:  
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Thus, the topic and the questions previously added within it have been successfully 

restored.  
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Second Stage: Working on Questions  

The Questionmark  system provides a variety of question types that allow 

designing exams suitable for different educational objectives. Before learning 

about question types and how to create them, it is important to be familiar 

with the basic settings that affect how the q uestion is presented to the learner, 

as well as how to enrich the question with multimedia.  

Actions Toolbar inside the Question Bank  

The Actions Toolbar  allows executing a set of operations on a specific question 

or a group of questions within the question bank topics, making it easy to 

manage, edit, or move them.  

1. Creating and Editing a Question inside a Topic:  
 

 
 
 

 
 

  



 

 Page 20 of 71 
of contents to table Back 

Illustrated Guide to Using the Electronic Exams 

System 

2. Copying Questions : 
 

Questions can be copied and pasted within the same topic or between 
different topics by following these steps : 
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3. Archiving Questions : 
 

Questions can be archived and restored as needed using the following steps : 
 

 

 
 

 
 
 



 

 Page 22 of 71 
of contents to table Back 

Illustrated Guide to Using the Electronic Exams 

System 

 
 
To restore a question/questions after archiving, follow these steps : 
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4. Previewing the Question : 
 

You can preview the question to ensure its integrity and see how it is 
displayed to the student by following these steps : 
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5.  Publishing Questions : 
 
Questions must be published after being created for the first time, and 
also after making any modifications, so that the latest version is available 
for use in assessments. Follow these steps : 
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6.  Updating Question Status : 
 
The status of a question can be updated according to its preparation and 
usage stage by following these steps : 
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After familiarizing yourself with the Actions Toolbar tools, it is 

appropriate to move on to reviewing some of the question types provided by 

the system, explaining the mechanism for entering and setting up questions 

successfully . 
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Creating a Multiple -Choice Question  

Question Description:  This type of question allows the student to choose one 

answer from several given options. Follow these steps to create the question, 

then preview it to ensure its integrity and see how it appears to the student.  

1- Creating the Question:  
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Note: Questions or answer choices can be copied from external sources or files and 

pasted directly into the Questionmark.  
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2- Previewing the Question: You can preview the question (Try out) to ensure 

its integrity and see how it is displayed to the student . 
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Creating a True or False Question  

Question Description:  This type of question allows the student to answer by 

determining whether the given statement is true or false by choosing between 

True or False. Follow these steps to create the question, then preview it to 

ensure its integrity and see how it appears to the student.  

1- Creating the Question:  
 

 

 

 

  
 



 

 Page 32 of 71 
of contents to table Back 

Illustrated Guide to Using the Electronic Exams 

System 

 

Note: Questions or answer choices can be copied from external sources or files and 

pasted directly into the Questionmark.  
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2- Previewing the Question: You can preview the question (Try out) to 

ensure its integrity and see how it is displayed to the student . 
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Attaching Multimedia  

The Questionmark  system supports attaching various types of multimedia, 

such as images, audio files, videos, mathematical equations... etc., which helps 

provide more interactive and realistic questions. These media can be easily 

inserted within the question text or answer  options according to the 

requirements of each question . 

 

Attaching an Image: Images help clarify the question content or support the 

learner with visual elements that aid in understanding what is required . 
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You can try the question to ensure the image is correct and to see how it is 

presented to the student . 

 

 

Attaching an Audio File:  The system allows attaching audio files within the 

question when needed . 
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You can try the question to ensure the audio file is working properly and to see 

how it is presented to the student.  

 

 

Attaching a Video Clip: The system allows adding video clips to enhance the 

interactive content of the question . 
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You can try the question to verify that the video clip is working properly and 

see how it will be displayed to the student . 
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Attaching a Mathematical Equation from the Equation Editor: The system 

allows writing a mathematical equation inside the question or answer options.  
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You can try the question to ensure the mathematical equation is correct and 

see how it is presented to the student . 
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Creating Assessments  

The available assessment types are: Test, Exam, Quiz, Survey.  

Exam (The approved type for university use) : It is considered the highest type 

of assessment in terms of security level, as it prevents unauthorized access and 

does not allow displaying feedback to the student, and therefore it is used for 

academic exams.   

1. Creating an Exam:  
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Adding Questions : 

You can add exam questions in three ways as follows:   

a.   All questions from a topic: This method allows you to choose a topic 

and add all the questions within it. You can also include questions 

from the topic as individual questions, allowing you to select a group 

of them. To add questions this way, follow thes e steps:  
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b.  Adding a number of questions randomly from a specific topic: This 

method allows you to add a number of questions that will be 

randomly selected from the chosen topic. To add questions in this 

way, follow these steps : 

 

c.  Adding a single question: You can select a question from the list to 

add. Questions are added individually. To add questions this way, 

follow these steps : 

 

 

Note: To avoid duplicating questions in the exam, make sure not to  select  

questions from the same topic more than once, whether this is done in the 

same way or using different pull methods, as this may lead to the same 

question appearing more than once to the student . 
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Continuing Exam Creation Steps : 

 

Scroll down the page  
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Template types : 

• ARABIC -KAU:  To display all questions on a single screen, and the 

assessment is in Arabic.  

• ENglish -KAU:  To display all questions on a single screen, and the 

assessment is in English.  

• English -Intro -KAU:  For a separate introduction for English language 

exams.  

• qxqKAU -ARABIC : To display each question on a separate screen, and the 

assessment is in Arabic.  

• qxqKAU -ENglish : To display each question on a separate screen, and the 

assessment is in English.  

• qxqKAUSideBySide:  To display each question on a screen with the 

introduction appearing on one side of the screen, and the questions on the 

other side. The introduction continues to appear when navigating 

between questions, and the assessment is in English.  
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2. Previewing  the Exam:  

You can preview the exam (Try out) to ensure its integrity and see how it is 

displayed to the student.   

Note:  You must verify the number of exam questions after creating it, as the 

system does not show any alert for a shortage in the number.  
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3. Publishing the Exam    
After reviewing and approving the exam, it must be published to become 

available to students, by follow these steps:  
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4. Copying an Exam  

You can make a copy of an exam to reuse or modify it without affecting the 

original copy by following these steps : 
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5.  Deleting an Exam  
You can delete  exams by following these steps, noting that  it  is 

recommended not to delete  exams that have already been taken by 

students due to their association with the results reports.  
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6.  Printing the Exam : 
You can obtain a copy of the exam by exporting it as a Word document for 

printing or review by following these steps:  
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Reports  

The Electronic Exams System provides the capability to generate and save 

various types of reports that present detailed information on students' 

assessment results.  

This guide provides an overview of some of the available report types, 

including:  

Type 1: Assessment Overview  Report  

Report Description:  This type of report provides an overview of assessment 

results along with selected statistical values.  

 

1. Generate the Report:  
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2.  Preview of the report:  
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Type 2: Transcript Report  

Report Description:  This report type allows you to view the detailed results of 

a single student for a single assessment . 

1. Generate the Report:  
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2. Preview of the report:  
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Type 3: Coaching Report  

Report Description:  This report type allows you to view detailed results for all 

students in a specific assessment, with each student's results displayed 

individually.  

1. Generate the Report:  
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2. Preview of the report:  
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Type 4: Export for Excel  

Report Description:  This type of report allows you to retrieve data and export 

it to an Excel file for viewing and processing. The data displayed in the report 

depends on the selected template.  

 

1. Generate the Report:  
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2. Preview of the report:  

 

 

 

Conclusion  

We hope this guide has helped clarify how to use the Questionmark system and 

perform its essential tasks efficiently. This guide will be updated as needed to reflect 

any enhancements and improvements made to the system.  

 


