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Creating a True-False Test Template

In this lab, we will provide an answer blank for student input, question numbers and, of course, the questions.  We will format the template so we do not have to take the time to format the questions individually.  Formatting will provide for the question text to line up leaving the answer blank and test numbers to the left of the question.  This procedure will provide a clean look for the test blank.  With the thought of future timesavings, we will also provide question prompts.

Once created, this template will act as the foundation for future true-false tests.  If we do the job correctly now, we will not have to deal with formatting issues in individual test documents.  As with anything new, there will be some confusion as we become familiar with the program procedures necessary to create this template.  A template is a model for future documents.  Each time you open a blank document in Microsoft Word you are actually working from a template.  It is Word’s normal template and includes formatting and features choices prepared by Microsoft.

What you will learn:

Turn off auto numbering.
Open a new template.

Set a left and right tab.
Format a tab with a leader.

Formatting text for word wrap.
Insert a FILLIN Field with prompts.

Alter text in a FILLIN Field.
Copy and paste.

Save a template for future use.
Utilize a template with field prompts.
Turning off auto numbering.

1. Select the Tools Menu.

2. Select Auto Correct

3. Select the Autoformat As You Type tab.

4. Remove the check mark from Automatic bulleted lists.

5. Remove the checkmark from numbered lists.
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Creating a new template.

1. Left click on File

2. Select new.

3. [image: image3.png]


Select Template.

4. Select OK.
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Setting a right tab.
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While left clicking, cycle through the tab choices and select the right tab.

2. Place the tab on the ruler at the 1” mark 
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with a left click.     
Formatting the right tab with a leader.
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Double click on the right tab placed at the 1” mark on the ruler.
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With the Tabs box open, select Leader number 4.

3. Select OK

Providing for question numbers and answer blanks.

1. Press the tab key to make the answer blank visible.

2. Type the number 1. (place a period after the 1)

Setting up the test blank for word wrap.
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With the tab select button, select a left tab and place it on the ruler at the 1½ mark. 
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2. Select hanging indent (bottom arrowhead) 



- drag it to the 1½ mark on the ruler to line up with the left tab.

3. Press the tab key to prepare the template for text entry.
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Inserting a FILLIN FIELD with prompts.
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Left click on the Insert menu.

2. Select Field.

3. In the Categories box, select (All).

4. In the Field names box, select Fill-in.
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In the Field Code box, left click after the word FILLIN and type “1Q”. 

6. Select OK

7. In the new prompt box, type Question 1.

8. Select OK.

9. Press Enter.

Duplicating test questions and altering FIELD prompts.

1. Select the Show/Hide Button.

2. Select all text with Ctrl A.

3. Select copy.

4. Left click to the left of the second paragraph mark.

5. Press enter.

6. Select paste 9 times.

7. Change the question numbers, after the blanks, in each line to 2 through 10.

8. Deselect Show/Hide

9. Click in the Question area for Question 2

10. Once in the gray area, click to the left of each question number to insert the new number

11. Press the delete key to remove the old number.

12. Be sure you are in the gray area for this step.

Altering FIELD prompts.

1. Select Tools on the menu bar. 
2. Select Options (Preferences on the MAC)

3. Select the View tab.

4. In Show, select Field codes.

5. Select OK.

6. Click to the left of 1Q in questions 2-9 to correct number.

  Tip: Pressing the down key twice




will position you to replace the next number.
7. Press the delete or backspace to remove the old number.

8. Continue this process for all remaining questions.

9. Once the prompts are altered, repeat step 1-5 to turn off Show Field codes.

Saving the template for future use.

1. Select File.

2. Select Save As.

3. Notice that the template will save in the Templates directory.
4. Notice also Type will be a Template file.
5. In the File name box, type TFTEST before the .dot.
6. Press the Save button.

7. Close the template.

Creating a test using the TFTEST template.

1. On the menu bar, Select File.

2. Select New.

3. Select TFTEST.dot.

4. In the prompt box, type in the material for Question 1 and select OK.  

DO NOT PRESS THE ENTER KEY IN THESE DIALOGUE BOXES.
5. Continue providing the test material through question 10.

6. Print the test.

Should you find an error in a test question, click within the question.  Press the F9 key to bring up the dialogue box and answer the prompt. 
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Microsoft Word – XP


Appearance might vary but the options are still available.
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