Test Item Bank, File Uploading Instructions
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	This is the M6 Community main page and it is where you begin this operation.

In the green area on the left side locate “TEST ITEM BANK FILE CABINET”.  

Left click on it.
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	Let’s first take a look at how things are set up.

You will notice the ***REVISED*** flag in front of  some of the Exam titles listed.  These are for the Revised Curriculum.  The existing test item bank files are below these.

Left click on ***REVISED*** Exam 1, Basic Nursing Concepts
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	On this screen please notice that the work area name is “Attached Files” and that there is a hyperlink that reads “Click here to open”.

Left click on “Click here to open”.
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	This screen shows that there is a file attached.

Notice that there is a Display Name, “TEXAS IQ TEST” and a description following.

Left click on the “Click Here” prompt.
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	The attached file will open.  In this case I used a Word file as an example.  If you attached an LXR file then LXR will open and display on your screen.
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	Now you’ve seen how things work and how they look.  Let’s go through how to upload a file.

Go back to the screen that shows all the ***REVISED*** areas.

Left click the one you want to upload to.
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	Left click on the “Edit” prompt.
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	The Work Area name, “attached files” has already been entered for you.

Under links click on “add document”.
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	The editing screen has areas for you to enter the Display name and the description.  Please enter the Display name in this format, “EXAM 1, Basic Nursing Concepts”.  

No description is needed since the Display name was descriptive.  

You may use the Description space to enter a note or other information relevant to the file if needed.
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	Click on the “Browse” button and navigate to the location of the file you want to upload.  Double click on it and it will be identified to be uploaded to the KE server. 

Then Click on the “Add Link” button to execute the upload.  If you do not see the button read the note below.
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	Note:  Depending on your screen resolution settings you may not be able to see the “Add Link” button at the bottom of this input screen.  If not, scroll down and click on this button after you have filled in the information blocks.

Note:  Be sure that the work area name “Attached Files” is highlighted when you do this operation.
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	You should see the “Command Successful” message.  If you do not, read the resulting message.  It is likely that you did not have the work area name highlighted.

Be sure to use the “Back” button on the screen and not the one in your browser to go back to the previous screen.
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	This screen allows you to preview the changes before you apply them.  You may want to do this on the first few you enter but after you get used to things you will probably go right to the “Apply Changes” prompt.

Again, depending on your screen resolution you may have to scroll to see this.

Click on  “Apply Changes”.  If you do not Apply the Changes nothing is saved.

Then use the back button on the screen, (not the one in your browser), 
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	This takes you back to the main page and you may log out or repeat the operation to upload another file.



Be sure the work area title is highlighted when you complete this operation
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