
PTSI · TRAINING MANAGEMENT & LEARNING SYSTEMS

CUSTOM EXAMS
STEP-BY-STEP TUTORIAL
Creating, assigning, and configuring a Custom Exam — from the TMS
exam shell through the LMS template builder, generating the exam, and
granting student access — plus a look at what the student sees, up
through launching LockDown Browser.

Audience Training Directors (TD) and TD Assistants (TDA)

Systems used TMS (create, enroll) · LMS (template builder, exam
settings, generate exam, grant access)

Scope Exam creation through configuration, generation, and
granting student access — including the student's view

up through launching LockDown Browser.
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BEFORE YOU BEGIN

ROLES, PREREQUISITES & KEY TERMS
A Custom Exam is a practice exam that a Training Director builds by pulling questions from up
to 12 curriculum courses, without building a full custom course. This guide walks a TD or TDA
through the whole process: creating the exam shell in the TMS, enrolling people into it,

configuring what the exam contains in the LMS, generating it, and granting students access —
including a look at what the exam looks like from the student's side, up through launching

LockDown Browser.

What each system does
TMS — where you create the Custom Exam “shell” and enroll students and an instructor.–
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What your role can do

ROLE SEE CUSTOM EXAMS
(TMS)

ENROLL
PEOPLE CONFIGURE EXAM (LMS)

TD Yes Yes Yes

TDA Yes, if granted the
permission

Yes Yes

Instructor /
Proctor

No — No — administers & grants
access only

Student No — No

Prerequisites checklist

PART 1 ·  TMS

CREATE A CUSTOM EXAM

1 Log in to the TMS as a TD (or TDA).

2 In the Training Location menu, confirm a Custom Exams item appears.

LMS — where you open the Template Builder to pick source courses, lessons, delivery method, and
grouping; configure exam settings; then generate the actual exam and grant students access to it.

–

Your Training Location has the Custom Exam LMS feature (via its tier, or assigned directly).–

The Custom Exams feature is enabled for your JATC/AJATC.–

Your account has the Custom Exams permission for your role.–

You have test students and at least one instructor ready to enroll — enrollment cannot be completed
without an instructor.

–

You know how to reach the LMS from the TMS (the Login to LMS action on a Training Location).–
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S1 The Training Location menu with Custom Exams highlighted, under Courses/Content.
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S2 The Custom Exams list: Course Name, Course ID, Exam Description, and Actions, plus the Exam Title search
box and + Add Exam.

3 Click + Add Exam. An “Add Custom Exam” modal opens.

S3 The “Add Custom Exam” modal, with the Course Name/Exam Title and Exam Description fields empty.

4 Fill in the Course Name / Exam Title (required, 255 characters max) and the Exam
Description (required, multi-line).
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S4 The same modal filled in with a title and description ready to save.

5 Click Save/Create.

6 Confirm a success message appears (“Custom Exam successfully created”) and the new

exam shows up in the list immediately.

S5 The “Custom Exam successfully created” confirmation, with the new exam already in the list.
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ℹ GOOD TO KNOW

Both the title and description are required — the form will not save with either field
blank.

PART 2 ·  TMS

EDIT OR DELETE A CUSTOM EXAM

Editing

1 On the Custom Exams list, click the gear (Settings) icon in the Actions column for the

exam, then choose Edit.

2 Change the Course Name and/or Exam Description, then save.

3 Confirm the updated name/description appear in the list immediately.

S6 The gear icon menu open on a list row, showing Edit and Delete.
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ℹ GOOD TO KNOW

Editing is always allowed — even for an exam that already has enrolled students or a
generated exam instance. You do not need to remove enrollments first to fix a typo.

Deleting

1 Click gear → Delete and confirm.

2 Confirm the exam disappears from the list, and from the Enrollment and Grades

Management screens.

⚠ BEFORE YOU DELETE

An exam with students or an instructor already enrolled cannot be deleted —

you'll get a message that it still has people enrolled. An exam with a generated
exam instance also can't be deleted, with a message specific to that reason. Only a

“clean” exam (no enrollments, nothing generated) can be removed.

PART 3 ·  TMS

ENROLL STUDENTS AND AN INSTRUCTOR

1 In the Training Location, navigate to the Enrollment page.

2 Begin enrolling: select the students to add.
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S7 The Enrollment page's “Enroll Students” tab, with test students checked.

3 Select the Custom Exam as the course/session.
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S8 The “Choose courses” tab, with the Custom Exam selected. Note the ∞ symbol under Available Licenses —
that's the unlimited-seats behavior described below.

4 Assign an instructor. The enrollment cannot be completed without one.

5 Complete enrollment and confirm success.
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S9 The “Enroll Instructors” tab. The warning banner at the bottom — “At least one (1) qualified instructor must be
enrolled” — is exactly the requirement below.

ℹ GOOD TO KNOW

A Custom Exam behaves like a Custom Course for licensing — it has effectively

unlimited seats, so you won't hit an “out of licenses” block when enrolling students.

PART 4 ·  LMS

BUILD THE EXAM TEMPLATE — PICK
SOURCE COURSES

1 From the TMS, use Login to LMS.

2 Go to My Courses and open the Custom Exam. It's marked with a “CUSTOM EXAM” tag.
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S10 The My Courses list with the exam's “CUSTOM EXAM” tag next to a regular course tile.
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S11 The course landing page: title, curriculum reference, and the practice-exam disclaimer, above the Exam
Configuration card.

ℹ GOOD TO KNOW

The disclaimer reads: “This custom-made test is for learning and practice purposes
only. It does not serve as the official exam required to verify topic completion for
apprenticeship credit. Only approved assessments can be used to meet those
verification requirements.” Make sure students and instructors understand this

distinction.

3 Under Exam Configuration, click Configure Template.

4 A “Template Builder” window opens: Step 1 of 2 — Select Courses.

5 Select up to 12 curriculum courses to source questions from. A running count is shown

(e.g., “2 / 12 selected”).
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S12 Template Builder, Step 1 of 2: two courses selected, with the running counter and each course's curriculum
label (CML, Apprentice, STA).

ℹ GOOD TO KNOW

At 12 selected courses, the remaining courses become disabled and a limit message
appears. Unselecting one re-enables the rest. Next stays disabled until at least one

course is selected.

6 Click Next to advance to topic selection.

PART 5 ·  LMS

BUILD THE EXAM TEMPLATE — LESSONS,
DELIVERY & GROUPING

1 From Step 1, click Next. The same window advances to Step 2 of 2 — Select Lessons.
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2 Near the top, set the Delivery method:

3 Just below it, set Question grouping:

S13 Step 2 of 2: Delivery method, Question grouping, and lessons grouped by course, each with an Objective /
Available / # Questions table.

Online (Respondus LDB) — the student takes the exam in LockDown Browser.–

Printed — disabled with a warning if any selected lesson contains non-printable
question types.

–

Random (shuffle within each topic) — questions are shuffled within each topic.–

Group by question category — questions stay grouped by category.–
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S15 The same screen, with Delivery method and Question grouping called out.

4 Below that, lessons are grouped by course with a checkbox per lesson. Check any number

— there's no maximum.

5 Expand a checked lesson to see its objectives table (Objective / Available / # Questions),

and set the number of questions to pull for each objective.

6 Click Build Template.

PART 6 ·  LMS

CONFIGURE EXAM SETTINGS
Note: the shipped screen includes a fourth field not mentioned in the original documentation (noted below).

1 From the Custom Exam course, under Settings, click Exam Settings.
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2 Under Proctoring & Access, set each field:

3 Click Save.

S16 Exam Settings: Proctoring & Access, with all four fields and their current values.

ℹ GOOD TO KNOW

A note at the top of this screen reads: “Settings marked with * only apply to newly
generated exams” — check which fields carry that mark on your build before assuming

a change affects an exam that's already generated. Separately, students never get
answer-key access no matter how Answer Key is configured here — this setting only

governs proctor/instructor access.

Proctors Can View Questions — Yes / No.–

Answer Key — Enabled / Disabled. Requires Proctors Can View Questions = Yes.–

Exam Preview — Enabled / Disabled (whether proctors/instructors can preview the
exam). Also requires Proctors Can View Questions = Yes.

–

Students Can Review Attempts — Enabled / Disabled (whether proctors can enable
students to review their own completed attempts).

–
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PART 7 ·  LMS

GENERATE THE EXAM & GRANT STUDENT
ACCESS
Note: the shipped flow splits this into two distinct actions, Prepare Exam and Access Gate, both shown below.

Prepare the exam

1 Once the template finishes building, the Exam Configuration card shows Template is
ready, with View Question Pool and Reconfigure Template buttons.

2 Further down, click Prepare Exam.

3 In the “Prepare Exam” window: confirm the Exam Type (Online Exam), choose or create a
Session, and enter a Title for this exam instance.

4 Click Save. The exam now appears as a row in the Exams table, with an Exam ID and a
Status of “Open.”

PTSI · ProTech Skills Institute — Custom Exams Tutorial 18 / 22



S18 The “Prepare Exam” window: Exam Type, Session, and Title, opened from the Prepare Exam button below the
ready template.

Grant students access

1 On the exam's row in the Exams table, click the people icon to open Access Gate.

2 Set an Attempt Password — students must enter this to start the exam.

3 Decide whether to Show Grades to Students Upon Attempt Submission.

4 Set the access window: Start Date/Time and End Date/Time. These are always in Eastern
Time; if you don't set a time, access ends at 11:59 PM ET on the end date.

5 In the student list, set Exam Access to Yes for each student who should be let in.

6 Click Save.
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S19 Access Gate: password, grade-visibility checkbox, the Eastern Time access window, and per-student Exam
Access.

ℹ GOOD TO KNOW

Preparing and granting access are two separate steps. Preparing creates the exam

instance under a session; the Access Gate is what actually lets specific students in, on

its own password and time window. It's normal to see a red “not complete” mark and
an Exam Status of “Pending” for every student here — that's their state before they

attempt the exam, not an error.

PART 8 ·  LMS · STUDENT VIEW

WHAT THE STUDENT SEES
Once access is finalized, the exam appears on the student's own course list — useful to know if
a student asks where to find it, or if something isn't showing up.
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1 The student opens their My Courses / assignment list and sees the exam, along with the

Available, Due, and Assigned dates set in the Access Gate.

S20 The student's view: the exam listed with its Available/Due/Assigned dates and an Open Exam button.

2 The student clicks Open Exam and lands on a page confirming the exam requires

LockDown Browser, showing attempts allowed, the open/close window, and that they'll
need the attempt password (the one set in Part 7).
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S21 The LockDown Browser gate: attempts allowed, the access window, the password requirement, and Launch
LockDown Browser.

⚠ OUT OF SCOPE FOR THIS GUIDE

This tutorial stops here. What happens after the student clicks Launch LockDown
Browser — the proctored exam attempt itself — is not covered.
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