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What's New in Learning Quizzes

Keep track of the quarterly changes in the SAP SuccessFactors Learning quiz builder.

Q4 2016 - Present

Table 1: The following table summarizes the most recent changes to quizzes

What's New Description More Info
No Changes We have not updated this guide recently. | N/A
Q3 2016

Table 2: The following table summarizes changes to this guide for the Q3 2016 release

What's New Description More Info

Updated Question Types As a side effect of question library, we Supported Question Types [page 16]
can now state the question types that
are supported by both quizzes and the
question library.

Q2 2016

Table 3: The following table summarizes changes to this guide for the Q2 2016 release

What's New Description More Info
No Changes We did not change this document for Q2
2016.

Building Quizzes
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Q1 2016

Table 4: The following table summarizes changes to this guide for the Q1 2016 release

What's New Description More Info

Support for copy and delete To keep current with the functionality, Copying Quizzes [page 12]
ddedd tation f d
;ve| at ed documentation for copy an Deleting Quizzes [page 13]
elete.

Deleting Quiz Locales [page 14]

Q4 2015

Table 5: The following table summarizes changes to this guide for the Q4 2015 release

What's New Description More Info

New Guide We introduced this guide for the first
time in Q4 2015.

Building Quizzes
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1 Quizzes

As a learning administrator, you can build quizzes to test users' knowledge.

A quiz is a set of questions that users must answer correctly to receive a passing grade. You build quizzes in

|+ Content » Quizzes J. You assign quizzes to users through learning items in [ Learning » Items 3, usually as a
part of a set of online learning content.

Each quiz is composed of questions and rules:

e (Question: a test of users' knowledge. Each question in a quiz should be written to test a single fact.
® Rule: arule determines how users are allowed to interact with the quiz. For example, can they stop the quiz
and resume it later or are they forced to complete the quiz in one session.

1 Note

If you want to test the physical skill of a user, consider a task checklist.

1.1 Notes about Quizzes

Learning administrators should be aware of these notes for quizzes in the current release.

e The questions in | Content ¥ Questions 3 do not apply to quizzes. Those questions are for PQE, a legacy
Plateau product (Plateau Question Editor).
e Quizzes cannot be added to Content Packages (| Content » Content Packages J) at this time. You add them

directly to learning items in the content structure. Go to | Learning ¥ Items j Online Content .

1.2 Quiz Workflows

Security workflows control what a learning administrator can do with quizzes.

Many of the security workflows you need for quizzes are for common functions (add quiz, edit quiz, view quiz, and
so on) And the basic add/edit/view workflows are self explanatory. A few workflows, however, require more
explanation.

e Manage Quiz Availability allows learning administrators to publish and unpublish a quiz in any locale.

e |mport Data and Export Data allow learning administrators to import and export quizzes. Learning
administrators with Import Data are still constrained by their other Quiz workflows. For example, if you are
importing a an existing quiz and you do not have the Edit Quiz workflow, then you cannot import it because the
import is editing the quiz.

Building Quizzes
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2 Creating and Modifying Quizzes

Create and modify quizzes when you want a quick test of users' knowledge.

Context

Quizzes are straightforward tests that you can build quickly. Build a quiz when you want to test users' knowledge
of a subject and you need simple rules to the quiz.

Procedure

1. Gotolk Content » Quizzes 3.

o If you want to create a quiz, click Add New and complete the general quiz settings.
o If you want to modify and existing quiz, search for it and open it.

2. With the quiz open, select the language that you want to edit in the locale list.

If you support more than one language, add the additional languages in the Locales section. Then, to edit the
quiz in the additional languages, select the language from the Locale list.

3. Goto Messages, and click ZEdit button to define the quiz messages.
Table 6:

Message Type Purpose of Message

Welcome Message The welcome message provides the context of the quiz and
instructions for the quiz. Users see it when they first launch
the quiz.

Users always see a system message that tells them how
they can navigate the quiz (based on your choice of quiz
type in the quiz settings).

Success Message The success message appears when users pass the quiz. To
pass the quiz, users must answer enough questions cor-
rectly to meet the passing percentage. For example, if the
passing percentage is 80% on a ten question quiz, and the
users answer at least eight questions correctly, they see the
success message.

Building Quizzes
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. _________________________________________________________________________________________________________________________|
Message Type Purpose of Message

Failure Message

The failure message appears when users fail the quiz. To fail
the quiz, users must answer fewer questions correctly than
the passing percentage. For example, if the passing per-
centage is 80% on a ten question quiz, and the users an-
swer fewer than eight questions correctly, they see the fail-
ure message.

4. Go to Settings and click ZEdit button to manage the behavior of the quiz.

Quiz Settings [page 7]

5. Click Save.

Next Steps

Create or modify questions in your quiz.

Related Information

Quiz Settings [page 7]

Creating and Modifying Questions [page 15]

2.1 Quiz Settings

Quiz settings define the behavior of the quiz.

Table 7: Quiz Object Data

This field... ...is used as follows

Active

When a record is inactive, most of the system does not include that record in
searches or reports. Some searches and reports allow administrators to include in-
active records. Inactivating (instead of deleting it) hides it from view but keeps it for
historical record. Because you cannot restore a deleted record, we recommend that
you delete a record only when you make a mistake (for example, if the record ID is
simply incorrect).

Domain

You can associate a record with an access domain to control the administrators
who can access the record. What an administrator can access and do for a record
depends on how you configured the entity, function, and workflow domain restric-
tions of the role ID that is associated with the administrator.

Building Quizzes
Creating and Modifying Quizzes
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|
This field... ...is used as follows

Quiz Type

The quiz type defines how a user can progress through it. If you want to ensure that
a user starts at the beginning and answers each question in sequence, select
Sequential. To allow users to move forward and backward through the quiz, select
Free-Form.

When users launch the quiz, they see a message that tells them whether the quiz is
free-form or sequential and it means.

Passing Percentage

Users must answer at least this percentage of questions correctly to pass the quiz.

If you set it to zero (0):

e Users always pass the quiz.
® Users see only the completion message, not the pass or fail messages.

e Usersresponses are treated normally: they show up in reports and are still
tracked.

Feedback Display

Feedback Display controls how users experience feedback when they answer indi-
vidual questions. You define the feedback text in each individual question.

e No Feedback: When users answer a question, they see the next question with-
out any feedback on the one they just answered.

e Show Feedback Only: For each question, you define a message that users see if
they answer the question correctly and one if they answer the question incor-
rectly. If users answer the question incorrectly they do not see the correct an-
swer.

e Show Feedback and Correct Answer Choices: Users see the feedback mes-
sages. If they answer a question incorrectly, they also see the correct answer.

Results Summary

If you enable results summary, then at the end of the quiz, users see a summary of
how they performed on the quiz. They see their percentage score and the number of
correctly answered questions out of the total number of questions.

Enable Quiz Review

If you enable quiz review, then users can go back and review the quiz immediately
after they submit the quiz. They cannot, however, open a quiz after they have ended
the quiz session.

Learning items inherit their value for Enable Quiz Review from the value you set on
the quiz. When editing a learning item, however, you can choose not to inherit the
value.

Quiz Attempts Limit

This controls the amount of times a user can launch the quiz. For example, if you set
it to 2, the user can click the link to open the quiz two times. We recommend that

you tell the user the attempts limit in the welcome message.

Allow Exit and Resume

If set to Yes, then users can submit some questions in the quiz, then close the quiz
session, then start the quiz again. Any questions that they have already submitted
persist their answers. Users see their answers when they launch the second ses-
sion.

8 CUSTOMER
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Related Information

Quiz lterations and Sessions [page 12]
Quiz Settings to Control Sessions and Iterations [page 10]

2.1.1 Quizzes' Primary Locales

Each quiz has a primary locale (language), which models the quiz for other locales.

The primary locale of a quiz is the model for every other locale of the quiz. For example, if the quiz's primary locale
has ten questions, the other locales must also have ten questions. If the first question of quiz in the primary locale
is a True/False question, then the first question of the quiz in every other locale must be True/False also. The
secondary locales can change the text of the question and change the text of the answer, but they cannot (for
example) add additional questions or additional answers.

When you create a quiz for the first time, the quiz's primary locale defaults to your primary locale. If you support
users in a single language, then you can use the default. If you need to switch the primary locale, click ZEdit button
in the Locale section to switch the primary locale. For a new locale to be the primary locale, it must have the same
number of questions and be in the same publish state as the current primary locale.

1 Note

A quiz's primary locale is indicated with the text (Primary).

2.2 Quiz Messages

Add messages to your quiz to help orient users to events in the quiz.

Table 8:
Message Type Purpose of Message
Welcome Message The welcome message provides the context of the quiz and in-

structions for the quiz. Users see it when they first launch the
quiz.

Users always see a system message that tells them how they
can navigate the quiz (based on your choice of quiz type in the
quiz settings).

Building Quizzes
Creating and Modifying Quizzes CUSTOMER 9



. _________________________________________________________________________________________________________________________|
Message Type Purpose of Message

Success Message The success message appears when users pass the quiz. To
pass the quiz, users must answer enough questions correctly
to meet the passing percentage. For example, if the passing
percentage is 80% on a ten question quiz, and the users an-
swer at least eight questions correctly, they see the success
message.

Failure Message The failure message appears when users fail the quiz. To fail
the quiz, users must answer fewer questions correctly than
the passing percentage. For example, if the passing percent-
age is 80% on a ten question quiz, and the users answer fewer
than eight questions correctly, they see the failure message.

2.3 Quiz Settings to Control Sessions and Iterations

Quiz takers can launch the same quiz in multiple browsers. The quizzes' behavior is controlled by Allow Exit and
Resume is and Max Quiz Attempts.

If users attempt to launch quizzes multiple times, the results of their attempts are limited by Allow Exit and
Resume and Max Quiz Attempts.

Table 9: Allow Exit and Resume and Max Quiz Attempts
Allow Exit and Resume

Max Quiz Attempts Results

Off Unlimited (0) A new iteration is created every time the
user attempts to launch the quiz (in any
browser).

In this case, the important setting is Max
Quiz Attempts. Because the quiz does
not limit the amount of attempts (itera-
tions), each launch counts an iteration,
but the quiz allows the iteration to go for-
ward.

Building Quizzes
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Allow Exit and Resume

Off

Max Quiz Attempts

Limited (greater than 0)

Results

A new iteration is created every time the
user attempts to launch the quiz (in any
browser). If the number of iterations has
been exceeded, the quiz locks. The user
can no longer open it.

In this case, the important setting is Max
Quiz Attempts. Because the quiz does
not limit the amount of attempts (itera-
tions), each launch counts an iteration,
but the quiz allows the iteration to go for-
ward.

Limited or unlimited (any value)

The quiz respects any limits set, as
above. If you set a limit, the quiz locks af-
ter the users exceed the limit of itera-
tions (attempts).

With Allow Exit and Resume on, the sys-
tem adds session progress control. If a
user is currently attempting the quiz, and
has not submitted the quiz for grading,
every time the user launches the quiz (in
any browser), the users are working in
the same iteration. For example, if a user
answers three of 10 questions in one
browser session then clicks the close
button and then opens another browser
session (even a concurrent browser ses-
sion), the system puts the user in the
same iteration (attempt), starting at the
fourth question.

Because users are in the same iteration,
they:

e Cannot change the answer for a
question that has been submitted.

e See the answers from previous ses-
sions.

e Cannot re-submit the same itera-
tion: if they open a quiz in Microsoft
Internet Explorer, for example, and
also in Google Chrome at the same
time, and if they submit their first at-
tempt in Internet Explorer, any sub-
mission in Google Chrome is
counted as a second iteration.

Building Quizzes
Creating and Modifying Quizzes

CUSTOMER 1



Related Information

Quiz lterations and Sessions [page 12]

Quiz Settings [page 7]

2.3.1 Quiz Iterations and Sessions

The two settings Exit and Resume and Quiz Attempts work together to control the count of your users' quiz
iterations and how your users' quiz sessions.

A quiz session defines how your user sits for a quiz. It is literally a browser session. You can, for example, force
users to start and finish the quiz one time, in one browser session or you can allow multiple sessions so that users
can start and restarting the quiz when their schedules allow.

A quiz iteration is one attempt the quiz in one session. Iterations are slightly different from sessions because users
can launch the quiz in multiple browser windows (for example). In some configurations, they can have multiple
sessions counting against the same iteration.

Related Information

Quiz Settings [page 7]
Quiz Settings to Control Sessions and Iterations [page 10]

2.4 Copying Quizzes

Copy quizzes to borrow the questions, messages, settings, and locales from an existing quiz to start a new quiz.

Context

Copying quizzes is the easiest way to start a new quiz based an existing one. For example, if you have a 10 question
quiz for standard users of a system, and you want to extend it for power users by adding 10 additional questions
for power users, you can copy the standard quiz to create the power user quiz. When you start the power user
quiz, the questions, settings, any translations, and messages are transferred to the power user quiz to help you get
started.

Building Quizzes
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Procedure

Go tor Content » Quizzes 3 and open the quiz that you want to copy.
Click Copy.

Add a unique ID for the quiz that you are about to create.

N N

Select the locales that you want to transfer to the copy.

When you copy a locale, the translation of the questions is transferred to the copy. You must copy at least the
default locale.

2.5 Deleting Quizzes

If you do not need a quiz, and if the quiz is not in use, then you can delete it.

Context

Deleting quizzes is most useful in the design phase, before you release them to users. For example, if you are
designing a quiz and decide to start over or that the quiz is unnecessary, you can delete it.

After you release a quiz to users by attaching it to a learning item, it is more difficult to delete because the system
checks that no users are depending on the quiz. you cannot delete a quiz if it has"iteration data”. Iteration data is
just a way of saying that at least one user has launched the quiz.

Procedure

1. Gotolp Content » Quizzes Jand open the quiz that you want to delete.
2. Click WDelete button.

Building Quizzes
Creating and Modifying Quizzes CUSTOMER 13



2.6 Deleting Quiz Locales

Delete a quiz locale if you do not need it and it is not being used by the system.

Context

Delete locales is to remove a translation from quiz or when you simply added a locale by mistake. You cannot
delete the primary locale (the source language) and you cannot delete a locale that is in use.

Procedure
1. Goto|p Content ¥ Quizzes 3, search for your quiz and open it.

2. Click ZEdit button in the Locales area.
3. Find the locale that you want to delete and click WDelete button.

Related Information

Deleting Quizzes [page 13]

Building Quizzes
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3 Creating and Modifying Questions

Learning administrators add questions to quizzes to test individual facts that users should know.

Prerequisites

Create a quiz. Creating and Modifying Quizzes [page 6]

Procedure

1. If you do not already have your quiz open, go to | Content » Quizzes 3, find, and then open the quiz that you
want to add questions to or modify the questions of.

2. Check the Feedback Display setting in the Settings area.

If the feedback display is set to show feedback to users, then you need to type a message for users when they
answer a question correctly and when they answer the question incorrectly.

&

Click Edit #

Click Add Question and then select a question type.

in the Questions area.

In the question text box, type the question that tests users' knowledge.

S e

In the Answers area, add your answers.

The answers that you can add depend on the question types. Supported Question Types [page 16]

7. Type correct and incorrect feedback if your quiz is set to provide feedback for users.

Users see the feedback immediately after they submit their answer to the question.

8. Click Save to save the question or Close to close it.

Next Steps

To preview any one question as the user would see it, click Preview. You can also preview the entire quiz. Save and
close the questions and then click Preview on the main page.

Related Information

Creating and Modifying Quizzes [page 6]

Building Quizzes
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Quiz Settings [page 7]
Quiz Question Fields [page 16]
Supported Question Types [page 16]

3.1 Quiz Question Fields

Different question types share these common fields.

Table 10: Quiz Question Fields

This field... ...is used as follows
Question Type The question type defines how the user answers the question.
Question/Answers The question that the quiz presents to the user and the possi-

ble answers. The selected answer is the correct one.

Correct/Incorrect Answer Feedback The text that users see when they answer the question cor-
rectly orincorrectly. To use feedback, you must have feedback
enabled on the quiz.

Randomize Answers If you select Randomize Answers, the system randomizes the
order of the answers.

Related Information

Quiz Settings [page 7]

3.2 Supported Question Types

Select the correct question type to correctly challenge users on their knowledge.
Table 11: Question Types

Question Type Description

Single Answer This is a multiple choice question. Users select one answer from the list of possible an-
swers. Although you can write a question that includes an “all of the above” answer to
encompass more than one correct answer, we recommend you use Multiple Answers
for situations where more than one answer is correct. Multiple answers gives you a bet-
ter idea of what users thought was correct and incorrect.

Building Quizzes
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I ————————..
Question Type Description

Multiple Answers This is a multiple choice question. Users select more than one answer from the list of
possible answers. You designate one or more answers to be correct, so you can use
multiple answers even when only one answer is correct. This forces users to consider
the other answers and lessens users' ability to apply the process of elimination.

True or False Users are shown a statement and asked to decide if the statement is true or false. For
the statement, we recommend that you include only the information necessary for the
test. That s, if you want to build in distraction, do so through offering users more
choices instead of writing complex statements.

Ordering You present the user with a list of answers and users must place the answers in the
right order. Be sure to tell the user where to start or if the list is ascending or descend-
ing. For example, you can ask the user to order the first four planets in the solar sys-
tem, but tell the user that the order starts at the sun and moves out into the solar sys-
tem. Or ask the user to rank nations by their carbon emissions, but tell the users to
start with the highest-emitting nation. You type the answers in the correct order and
the quiz randomizes the order at run time.

The randomization option does not appear in the ordering type because the answers
are always randomized.

Fill-in-the-blank Use fill-in-the-blank to test users knowledge of an answer in context. Users see a state-
ment and see a blank space in the statement where a word or phrase is missing. They
type the missing word or phrase.

In fill-in-the-blank questions, you can give the user alternative answers. Give the user
alternative answers when spelling can differ (gray vs grey, for example) or when you do
not want to penalize users for a typo (it's vs its, for example). You can also use alterna-
tive answers when more than one term is acceptable (U.N. vs United Nations, for exam-

ple).

Caution

Fill-in-the-blank questions can be more difficult than other question types to trans-
late because you insert a translator between the quiz creator and the user. Work
closely with translators for fill-in-the-blank question answers.

Related Information

Quiz Question Fields [page 16]

Building Quizzes
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4 Previewing Quizzes

Preview quizzes to see how they behave with users at run time.

Procedure

1. If you do not already have your quiz open, go to |» Content ¥ Quizzes 3, search for your quiz, and then open it.
2. To preview the entire quiz as users experience it at run time, click Preview.

3. Tolaunch the quiz at any one question, click ZEdit button in the Questions area and then go to the question
where you want to start.

= Tip

Launching the quiz at a question can be useful if you created a long quiz. You might, for example, only want
to see the last three questions of a quiz with twenty-five questions. You go to the twenty-third question and
launch it to skip the first part of the quiz.

4. Click Preview.

Related Information

Troubleshooting Quizzes [page 18]

4.1 Troubleshooting Quizzes

If you are having trouble with a quiz, see these troubleshooting tips.

Cannot Publish a Quiz in a Secondary Locale

If your primary quiz locale is English, and you cannot publish a secondary locale (like Spanish), then check the
following:

® Your secondary locale must have the same number of questions as your primary locale.
e Your primary locale must be published before you can publish secondary locales.

Building Quizzes
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5 Assigning Quizzes to Users

Learning administrators assign quizzes to users through learning items.

Prerequisites

You need an online or scheduled and online learning item to attach the quiz to. Go to | Learning ¥ Items 3 and
click Add New. For the type of item to add, select Online Only or Scheduled and Online.

Context

After you build a quiz, you attach it to a learning item to test the contents of the learning item. If you want to quiz
users without any online instruction, you can create a learning item specifically for the quiz. Such a learning item
would have no other online content.

Procedure

1. Gotol|p Learning » Items 3 and open the learning item where you want to add the quiz.

2. Click Add @ and then click Add Quiz.

3. InAdd Quiz, make the following selections.

_

Quiz Object This is the unique ID of the quiz that you want to add.

Quiz Name This is the name of the quiz as you want it to appear in the
content structure.

Restrict access to other online item objects when this If you select this option, users will not be able to look

quiz is in progress through the online content to find answers to quiz ques-
tions.

Record learning event when quiz passed If you select this option, users who pass the quiz are given

the completion status in |} Learning > Items > Online

Content > Settings > Completion Status ]

Building Quizzes
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Record learning event when quiz failed If you select this option, users who pass the quiz are given
the completion status in |} Learning > Items > Online
Content j* Settings ¥ Failure Status 4. The behavior of the
learning item in this case is controlled by [ Learning

Items ¥ Online Content » Settings » Failure Action 3.

Enable Quiz Review If you select this option, then users who have concluded the
entire learning item can review the quiz.

4. Optionally, you can organize the quiz into a folder in the Add To Folder area.
5. Click OK.

Building Quizzes
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6 Exporting Quizzes for Translation

Because your user base can speak multiple languages, you can translate quizzes into any language that you have
installed.

Prerequisites

You must created the quiz in a primary locale and you should have some questions in the quiz. We recommend
that you spend time editing the primary locale so that your translators receive the best possible language in your
quiz.

Context

You can translate quizzes directly in the SAP SuccessFactors Learning administration interface (by switching the
quiz locale in the Locales list), but it is more efficient to export your quizzes, send them to a translator, and import
the translator's work. Your translator only needs access to Microsoft Excel and some knowledge of how the
worksheets operate.

Procedure

1. Goto|p Content » Quizzes J and open the quiz that you want to send for translation.

2. Inthe Locales area, click ZEdit button.
Each locale is a language specific to a region, such as “Brazilian Portuguese” and “French Canadian” (as
opposed to “Portuguese” and “French” as spoken in Europe).

3. Ifyou do not already see the locales that you want to translate into, click Add Locale to add them.
The Questions column contains the amount of translated questions. When you first add a locale, the number is

of translated questions is zero. Additionally, you cannot publish a translated quiz until the primary locale is
published.

You add locales before you export so that translators see placeholders for their message text and get the
exact locale ID we use (which is non-standard). If you skip this step, then you will have more difficulty
instructing translators on the worksheets. Instructions for Translators of Quizzes [page 22]

4. Save and close the Locales page and check to see if your locales are listed on the main page in the Locales
area.

5. Goto|p System Admin } Tools » Export Data 3.

6. InRecord Type, select Quiz, and then click Next.

Building Quizzes
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7. InAdd Quizzes, click add one or more from the list, look up your quiz, and select it.
8. Do not select Export Primary Locale only.
9. Click Add.

= Tip
You can export more than one quiz at a time. Repeat the steps of looking up the quizzes and adding them to
your list.

10. Click Next.

After you click Next, SAP SuccessFactors Learning sends you to the background job framework. Follow the on
screen instructions to run the export job. Add a description to help you differentiate this job from others when
you later download the quiz. When the export job completes, you can retrieve your exported quiz.

11. Go to|p System Admin » Tools » Export Data . Click Download to download your quiz and save it as a
Microsoft Excel file locally.

12. Send the Excel spreadsheet to translators with the translation advice.

6.1 Instructions for Translators of Quizzes

Instructors follow these steps to translate quizzes.

Prerequisites

As a translator, you should have received a Microsoft Excel spreadsheet with the strings to translate. Exporting
Quizzes for Translation [page 21]

Procedure

1. Open the Microsoft Excel spreadsheet that you were sent to translate.
The spreadsheet has two worksheets: Quiz and Questions. In these instructions, you will switch back and forth
between them.

2. Save two copies of the file: one for back-up and one to translate.
Call one file, for example, Translation working.xlsx andone file Translation backup.xlsx. Doyour

work in the _working file and do not edit _backup. At the end, you can compare _working to _backup to make
sure you changed only the translation strings.

3. Gotothe Questions worksheet.
4. Copy all the cell data except for the first row and paste it at the end of the worksheet.

Building Quizzes
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When you first receive the worksheet, it contains the primary locale's questions only. For example, if the
primary local is English (this is typical), all the rows contain the English versions of the questions and answers.
In this step, you duplicate the rows so that you can translate the English (primary) locale into your language.

Assume that the questions tab has data that starts in cell A:1 and ends at M:19. Because the first row (row 1)
contains the headers, you copy the data in A:2 to M:19. Then, place your cursor at A:20 and paste the contents
of your clipboard. You now have a duplicate of the questions that you can begin to translate.

5. Highlight the cells you just copied.

Although highlighting is not required, it helps you see the rows that you need to translate.

6. Save the Excel file and then duplicate it to afile called Translation Start Strings.xlsx.

You currently have a _working and a _backup copy, but you need a third copy. This third copy preserves the
state of your file at this point in the process: the point at which you have set up your Excel file for translation
but have not begun translation. You need to preserve the file at this state so that you can later compare it
against your final working copy. Any differences in that comparison that are not your translation strings are
mistakes.

7. Go to the Quiz worksheet, find the locale that you are translating in column C, and copy it.

If you are translating from English into Spanish for Mexico, the Locale ID in column C is “Spanish Mexican”
8. Go back to the Questions worksheet. In the highlighted cells that you just copied, replace the value of column B
with the Locale ID you just copied.

If you are translating Spanish for Mexico, you copied “Spanish Mexican” from the Quiz workbook. And if you
are translating from English into “Spanish Mexican”, then the value of column B in the Questions tab is
“English” for your highlighted rows. And if you highlighted rows 20 through 37, you need to paste “Spanish
Mexican" over “English” in the set B:20 through B:37.

9. Translate the quiz strings: the messages on the Quiz worksheet and the questions and answers on the
Questions worksheet.

Quiz Strings to be Translated [page 24]

Do not change any text except those that you translate. Do not change the order of the rows.

10. Save your working copy.

Next Steps

Compare your working copy with the backup to make sure you changed translation strings and not any quiz
metadata.
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6.2 Quiz Strings to be Translated

Translators should edit these columns in the Microsoft Excel export to translate the strings.

Strings to Translate in the Quiz Worksheet

The Quiz worksheet contains strings to be translated for the quiz itself. For example, welcome messages for the

quiz or the quiz name.

Table 12: Quiz Worksheet

Column Name Context of the String

Quiz Name

The quiz name is what the users see, in their language, before
they launch the quiz. It should be a short phrase that orients
the user to the purpose of the quiz.

Quiz Description

The quiz description does not appear to users and does not
need to be translated.

Welcome Message

The welcome message appears after users launch the quiz. It
orients users to the quiz they are about to take. The welcome
message appears with some system boilerplate that tells
users about the rules of the quiz (for example, can the user re-
turn to previous questions).

Completion Message

The completion message appears after users have submitted
the quiz.

Success Message

Users see this message if they pass the quiz.

Failure Message

Users see the failure message if they fail the quiz.

Strings to Translate in the Questions Worksheet

The Questions worksheet contains strings to be translated for the questions: the question and the possible

answers.
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Table 13: Questions Worksheet

Column Name Context of the String

Question Text

The question that the user must answer or the statement that
the user must evaluate. Question text is not always a question.
For example, in True/False questions, user see a statement,
like "Earth is the third planet from the sun." In the question
text for fill-in-the-blank questions, you can see two under-
scores together. Keep these in your translated string because
they represent the place where users "fill in" their answers.

Answer Choice Value

The answer choice values are what the user sees as potential
answers. In the case of fill-in-the-blank questions, you likely
see alternate answers. Translation of fill-in-the-blank answers
are very important because users type what you translate to
get a correct answer. Work closely with the quiz creator to un-
derstand the intent of fill-in-the-blank questions.

Each answer choice is identified by a unique Question ID and
Answer Choice number. You can match your primary locale to
your translation by those two fields.
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7 Exporting Quizzes to Move Them Between
Environments

Learning administrators can export quizzes to move them, for example, from staging to production environments.

Procedure

1. Goto|l Content » Quizzes 3 and verify that the quiz is ready to export.

Caution

We strongly recommend that you do not change the data in the Microsoft Excel spreadsheet that you
export. For this reason, you should make all your changes in the administration environment before you

export.
2. Goto|p System Admin » Tools » Export Data .
3. InRecord Type, select Quiz, and then click Next.
4. In Add Quizzes, click add one or more from the list, look up your quiz, and select it.
5. Do not select Export Primary Locale only.
= Tip
When moving quizzes between environments, take an all-or-nothing approach (in this case, all locales). By
taking an all-or-nothing approach, you can avoid conflicts between environments.
6. Click Add.
= Tip
You can export more than one quiz at a time. Repeat the steps of looking up the quizzes and adding them to
your list.
7. Click Next.

After you click Next, SAP SuccessFactors Learning sends you to the background job framework. Follow the on
screen instructions to run the export job. Add a description to help you differentiate this job from others when
you later download the quiz. When the export job completes, you can retrieve your exported quiz.

8. Goto|p System Admin ¥ Tools j» Export Data J. Click Download to download your quiz and save it as a
Microsoft Excel file locally.
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Next Steps

Import the quiz to the next environment. Importing Quizzes [page 28]
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8 Importing Quizzes

After a translator translates the messages and questions of a quiz or after you export a quiz from a staging
environment to import to production, a learning administrator imports the translation.

Context

Import quizzes to move quiz data into your environment. The two most common reasons for importing quiz data
are:

® You exported the quiz data in the primary language of the quiz, and then sent it to a translator who translated
the quiz into one or more languages. The translator returned the file and you are ready to import the
translation.

® You exported the quiz data from a lower environment (like staging) where you were testing the quiz and you
are ready to import it to a higher environment (like production).

Procedure

1. Copy the Microsoft Excel file that the translator sent you or that came from the lower environment to a local
folder.

2. Gotol|p System Admin » Tools ¥ Import Data 4.

3. Make the following selections:

Field Choice

Action Import Data

Record Type Quiz

Import Option Add and Update

Import File Click Browse to find the file that you saved locally.

Time Zone ID The time zone is not critical for most quiz imports. Select
your time zone.

4. Click Import.

After you click Import, SAP SuccessFactors Learning sends you to the background job framework. Follow the
on screen instructions to run the import job. Add a description to help you differentiate this job from others
when you later download the error log. When the export job completes, you can retrieve information about
your imported quiz.
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5. After the job runs, check its status in ¢ System Admin » Tools » Import Data .

If the job status is succeeded, then there is nothing for you to do. You can go to |» Content # Quizzes 3to
begin working with the quiz.

If the job status is failed, then download the error log to diagnose the errors. Most job failures are because a
translator accidentally changed metadata about the quiz or an administrator accidentally changed the
metadata between exporting it from a lower environment and giving it to you for import. If the import file
violates the rules, you see errors. Quiz Import Rules [page 29]

8.1 Quiz Import Rules

You can use this information to troubleshoot quiz import errors.

Quiz Worksheet

The following rules are applied to the Quiz worksheet of the import file.

Table 14: Quiz Rules

Rule Checking Rule in Quiz Worksheet

A quiz must have at least one primary locale In the “Is Primary Locale” column, at least one row must be
TRUE. In most cases, the Locale ID of English is the primary lo-
cale.

You cannot update primary locale through import. Go toF Content  Quizzes 3, search for and open the quiz

that you are importing and check its primary locale in the
Locales area. It must match the locale ID that is marked as
TRUE in the “Is Primary Locale” column.

Primary locale's settings are saved but no other locales' set- Find the row in the Quiz worksheet where “Is Primary Locale”
tings are saved. is set to TRUE. Only those settings (such as domain, quiz type,
and so on) are saved to the database on import. The mes-
sages of secondary locales (for example, the welcome mes-
sage) are saved on import.

Question Worksheet

The following rules are applied to the Question worksheet of the import file.
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Table 15: Question Rules

Rule Checking Rule in Questions Worksheet

You cannot add questions to a locale that you did not add

through |} Content > Quizzes ]

Goto |} Content > Quizzes } and find the list of locales in the
Locales area. Check it against the list in the Locale ID column
of Questions.

You cannot add or update questions on a published quiz lo-
cale.

Goto |l Content # Quizzes 3 and check to see if the quiz is
published in its various locales. You cannot update the ques-
tions in a locale that is published.

Questions cannot be added to a secondary locale if they do not
already exist in the primary locale.

Count the number of rows for each locale in the Locale ID col-
umn. Each locale should have an equal number of rows.

You cannot update the format of a question (question type).

For each question in the questions tab, check the Question
Format column. It must match with each question that you

findin|l Content ¥ Quizzes 3.

Each question in a secondary locale must have the same num-
ber of answers as the question in the primary locale.

For each question row that is uniquely identified in the Ques-
tion ID column, count the number of rows in the primary locale
and the secondary locale. They must match.

Answer choice sequence in the secondary locale must match
the sequence in the primary locale.

For each question row that is uniquely identified in the Ques-
tion ID column, check the Answer Choice Number column in
the primary locale and the secondary locale. The sequence
must match.

The import applies the metadata from the first row of a ques-
tion and ignores subsequent rows of the same question ID.

For example, the system reads Randomize Answer Choices (a
metadata value) from the first unique Question ID it encoun-
ters. All subsequent rows are ignored for Randomize Answer
Choices.

In True/False format, the true answer must come first and
should be translated.

Filter by TRUE_FALSE in Question Format. For each unique
Question ID, the answer choice value "True" (or translations of
"true") must be first. In Spanish, for example, the value "Ver-
dad" must be first.

In Fill-in-the-blank questions, group number and Is Primary are
required.

Filter by FILL_IN_THE_BLANK in Question Format. You must
see a value in Group Number and Is Primary.
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9 Reports Available for Quizzes

These reports are available in the learning administration Reports section.

Table 16:

Report Description

Quiz Item Analysis The Quiz Item Analysis returns questions that were associated with a quiz iteration
and statistics on the answers selected by quiz takers. It includes only finished
quizzes (quizzes that are currently in progress do not show up in the report).

Use it to check how all users are performing in your quizzes to tell you how well your
quizzes are written. For example, if 90% of users are answering a question incor-
rectly, it could be that the question is confusing or even that the wrong answer is
marked as correct in the quiz design.

User Quiz Data The User Quiz Data report returns (for all selected users and quizzes) the details of
user's performance on quizzes. Use it to see how individual users or groups of users
scored on a quiz.

Quiz Results Analysis The Quiz Results Analysis report returns, per quiz at the locale level, an analysis of
the users attempting the quiz and the scores of those users.

Run this report to summarize statistics for several quizzes at once to compare the
performance across different quizzes and different locales. For example, you can
run this report to identify outliers: quizzes that are much harder or much easier than
others. You might see that users of a locale are scoring worse than others, an issue
that could be the result of a bad translation, for example.
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Important Disclaimers and Legal Information

Coding Samples

Any software coding and/or code lines / strings ("Code") included in this documentation are only examples and are not intended to be used in a productive system
environment. The Code is only intended to better explain and visualize the syntax and phrasing rules of certain coding. SAP does not warrant the correctness and
completeness of the Code given herein, and SAP shall not be liable for errors or damages caused by the usage of the Code, unless damages were caused by SAP
intentionally or by SAP's gross negligence.

Accessibility

The information contained in the SAP documentation represents SAP's current view of accessibility criteria as of the date of publication; it is in no way intended to be a
binding guideline on how to ensure accessibility of software products. SAP in particular disclaims any liability in relation to this document. This disclaimer, however, does
not apply in cases of wilful misconduct or gross negligence of SAP. Furthermore, this document does not result in any direct or indirect contractual obligations of SAP.

Gender-Neutral Language

As far as possible, SAP documentation is gender neutral. Depending on the context, the reader is addressed directly with "you", or a gender-neutral noun (such as "sales
person" or "working days") is used. If when referring to members of both sexes, however, the third-person singular cannot be avoided or a gender-neutral noun does not
exist, SAP reserves the right to use the masculine form of the noun and pronoun. This is to ensure that the documentation remains comprehensible.

Internet Hyperlinks

The SAP documentation may contain hyperlinks to the Internet. These hyperlinks are intended to serve as a hint about where to find related information. SAP does not
warrant the availability and correctness of this related information or the ability of this information to serve a particular purpose. SAP shall not be liable for any damages
caused by the use of related information unless damages have been caused by SAP's gross negligence or willful misconduct. All links are categorized for transparency (see:
http://help.sap.com/disclaimer).
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go.sap.com/registration/
contact.html

© 2016 SAP SE or an SAP affiliate company. All rights reserved.

No part of this publication may be reproduced or transmitted in any
form or for any purpose without the express permission of SAP SE
or an SAP affiliate company. The information contained herein may
be changed without prior notice.

Some software products marketed by SAP SE and its distributors
contain proprietary software components of other software
vendors. National product specifications may vary.

These materials are provided by SAP SE or an SAP affiliate company
for informational purposes only, without representation or warranty
of any kind, and SAP or its affiliated companies shall not be liable for
errors or omissions with respect to the materials. The only
warranties for SAP or SAP affiliate company products and services
are those that are set forth in the express warranty statements
accompanying such products and services, if any. Nothing herein
should be construed as constituting an additional warranty.

SAP and other SAP products and services mentioned herein as well —’/
as their respective logos are trademarks or registered trademarks .
of SAP SE (or an SAP affiliate company) in Germany and other £
countries. All other product and service names mentioned are the

trademarks of their respective companies. /
Please see http://www.sap.com/corporate-en/legal/copyright/

index.epx for additional trademark information and notices.
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