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1 Glossary 
 

Active – The status of a Master Question, a Test, or an assigned question within a Test.  When the 
status is set to “Active”, the question or test is available to be used by the general public online. 

Always Used Questions – Question that will always be included in a test when the system randomly 
generates test questions for the test. 

Category – The grouping of Master Questions. 

Checkbox – A small rectangular box to be used to select a certain action.  A check mark will appear 
inside the box when the user clicks on the box, indicating the item is “selected.” 

Drop-down Menu – A rectangular selection box which opens up to a larger rectangular box that shows 
multiple choices that one can select from. 

Master Questions – A set of questions in the system database that can be used by any of the Online 
Tests. 

Radio Button – A small circle used for selecting an item.  When it is clicked, the circle will be filled 
indicating the item has been selected. 

Randomize Answers – The multiple choice answers that are generated by the system in random order. 

Tabs – Rectangular tabs on top of a display window that allow the user to bring another window to the 
front from behind by clicking on a particular tab. 

Test Editors – Members of the Online Test Committee responsible for the maintenance of the Online 
Tests. 

Test Sections – The grouping of questions within a test; usually by the reference section number of the 
Rulebook. 

Test Takers – Officials or Coaches taking the Online Tests for certification or recertification purposes. 

Test Type – The type of test or the name of the test such as Referee Certification Test, Foundation of 
Coaching Test, etc. 

 

  



Online Test Administrator User Manual Version 3.0 
 

14 February 2013 Page 7 
 

2 Overview 
The Online Test Administrator User Manual is intended to be a documentation of current 
practices, rules, and procedures used by the Editors of the Online Test Committee.  It is 
designed to help the new Editors learn the Online Test editing processes while providing 
detailed information to assist the experienced Editors to understand the Online Test system 
thoroughly in order to master the editing processes.  It is assumed that the reader is an 
experienced user of web browser software. 

2.1 Introduction 
 

2.1.1 Background of Online Test 
The original version of the USA Swimming Online Tests was first developed in 2005 with the 
help of some technically savvy Officials who had developed and launched a limited version of 
Officials online tests at their LSC website back in 2003.  The system has evolved through the 
years with each generation of software upgrade bringing more capabilities while making it more 
efficient for the Online Test Committee to maintain the tests. 

With the Online Test database now linked to the Officials Tracking System (OTS) which was 
developed and rolled out in 2007, the two systems, along with SWIMS, has made the job of the 
LSC Officials Chair much easier than back in the days when the Officials Certification Tests 
had to be completed with paper and pencil during the Officials Clinics. 

2.1.2 About this User Manual 
This User Manual is designed to be easy to follow by providing many actual screenshots.  It 
also provides much useful information to help the user understand the reasons behind certain 
processes.  A separate “Quick Start User Guide” is available for those who would like to go 
over the process quickly to get a quick familiarization of the processes or for those who would 
like a short refresher course of the processes.  See the “Related Document” under Section 2.1.3 
below. 

2.1.3 Related Documents 
1. Online Test Editor Quick Start Guide 
2. Online Test Annual Update Guide 
3. How to Generate Tests With All Active Questions 

2.2 The Online Test Architecture 
The Online Test System consists of a set of Master Questions and a set of Officials and Coaches 
certification tests.  The current certification tests are listed in Appendix 1.  The tests with the 
status of “Active” are accessible to Officials and Coaches on the USA Swimming web site.  The 
Master Questions are a collection of test questions used by these tests.  The same Master 
Question may be used by multiple tests.  In fact, this is the main reason that the Master Question 
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architecture was created.  For example, a specific Stroke & Turn test question may be used in 
the “Certification – Stroke & Turn/Timer” Test, the “Re-Certification – Stroke & Turn/Timer” 
Test, and the “Certification – Referee” Test.  Each of these tests does not contain a copy of the 
question.  Instead, the tests “call up” the particular Master Question by its Master Question ID.  
Therefore, whenever there is a rule change that requires a test question update, one only has to 
update the master question and all the affected tests will be updated automatically. 

2.3 The Online Test Committee 
The Online Test Committee is a subcommittee of the USA Swimming Officials Committee.  Its 
sole purpose is to maintain the Online Certification and Recertification Tests.  The committee 
consists of a Committee Chair, two or three Senior Editors, and a number of Test Editors.  The 
Committee Chair leads the group and coordinates all activities.  Each Test Editor is assigned to 
be responsible for one or more “Categories” of Master Questions (see Section 4.0) and one or 
more Certification and Recertification tests (see Section 5.0). The Senior Editors are responsible 
for reviewing and approving all changes or additions to the tests submitted by the Test Editors 
and interfacing with USA Swimming Rules & Regulations Chair to obtain final approval of new 
test questions. 

2.4 The Editors Guidelines 
Since the Master Questions and the Certification Tests are generated and maintained by more 
than one person, the Online Test Subcommittee has established the following “Editing 
Guidelines” to assure consistency: 

1. Question and/or reference changes or modification must be agreed to by the respective assigned Test 
Editor and the assigned Senior Editors or the change will not be made. 

a. Modifications/changes impacting substance of the question must go to the National Rules 
and Regulations Chair for approval before the question is modified. 

b. Modifications/changes impacting only form or grammar or clarity may be approved by the 
assigned Senior Editor(s) and respective assigned Editor. 

c. Notice will be given to the Senior Editors by the respective Editor requesting input and buy-
in on changes with a deadline for responding. 

2. Each Editor will be assigned a series of Tests and a Master Question Category for which they will be 
held accountable to conduct timely review of questions, answers, references and propose 
modifications using these rules of engagement and guidelines. 

a. No changes, modifications or updates are valid unless these guidelines are followed.  Each 
Editor is responsible for timely communications with the rest of the team and is accountable 
to NOT MAKE CHANGES until the Senior Editors have been heard and both are aligned as 
to the changes to be made. 

3. No new tests shall be set up without input from the entire Editor Team as to the need and buy-in by 
the entire Editor Team.  New tests may ONLY BE SET UP after acceptance by the Editor Team and 
SHALL ONLY BE SET UP by the Online Test Team Lead. 

4. Each question shall be stated using exact wording as it is written in the Rulebook.  References will 
only be written using wording that comes directly from the Rulebook. 
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5. Format all questions and references exactly as the formatting in the Rulebook. 
6. Stay gender neutral and remove all he/she, his or her UNLESS it is stated in the Rulebook. 
7. All questions and references are to begin with capitalizing the first word of the question and answer 

or reference. 
8. All questions, answers, and references shall be written to ALLOW randomization as a standard test 

requirement. 
9. All Editors SHALL ONLY USE Master Questions that have been reviewed by the Senior Editors as 

outlined in Guidelines 2 and 3 above and ONLY WHEN APPROVED for use by the Chair of the 
Rules and Regulation Committee. 

10. All questions will end with a question mark (?).  All reference answers will begin by capitalizing the 
first word of each answer and end with a period. 

11. Editors will not write TRUE and FALSE questions. 
12. All questions and answers with numbers in them will NOT be spelled out but will use the number 

followed by a hyphen with no spaces.  For example, 500-yard, 1500-meter, 5-kilometer. 
13. All reference questions will have the following format: 

a. There is one (1) correct reference… 
b. There are two (2) correct references… 
c. There are three (3) correct references… 

14. All Officials Initial Certification Tests will: 
a. Be 50 2-part questions maximum. 
b. Requires 80% to pass. 

15. All Officials Recertification Tests (that are NOT combined) will: 
a. Be 25 2-part questions maximum. 
b. Require 80% to pass. 

16. All Officials Recertification Tests (that ARE combined) will: 
a. Be 30 minimum to 50 maximum 2-part questions. 
b. Require 80% to pass. 

17. A standard Naming format for consistency of input will be communicated and followed by each Test 
Editor. 

 

2.5 The Annual Online Test Update Process 
While the Online Test Committee remains active throughout the year to maintain the Online 
Tests and takes action responding to critical errors discovered or simply answering questions 
from Officials having difficulties working with the Online Tests, the bulk of the effort involve 
the annual updating of the Online Tests due to changes to the USA Swimming Rulebook.  
Although the new Rulebook is usually available in January each year, any changes to the 
Technical Rules typically become effective on May 1st of each year; this has become the 
deadline for the updated tests to be available online each year. 

Depending on the extent of the changes required on the tests, it will usually take between three 
to four weeks to make the changes to the online tests and perform verification testing to make 
sure no errors are introduced while making the updates.  This usually takes place during the last 
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three weeks in April when the Online Test is shutdown for the yearly update.  To make this 
“shutdown” period as short as possible, a majority of the preparation work will be performed by 
the Editor Team between January and April each year. 

There are two major tasks to be performed during February each year: 

1. Each Editor reviews the new Rulebook against his or her assigned Master Questions and 
Tests to determine if new questions are needed and if any existing questions are affected by 
the Rulebook changes. 

2. An Editor performs an analysis of all the tests taken during the past year to determine if any 
question may require update due to a high rate of “misses”.  A question should be reviewed 
if more than 25% of the Officials missed the question over the past year.  See Section 6.3 
“Annual Question Analysis Process”. 

During March and April, the Editors will update their responsible Master Questions off-line and 
submit the suggested changes to the Senior Editors for review and approval.  The Senior Editor 
will submit finalized “new” questions to the Chair of the Rules and Regulations Committee for 
approval during this period.  This is an iterative process that sometimes takes three to four 
attempts before a set of updates to a Master Question Category is finalized.  The goal is to 
finalize all the updates on or before the first week of April so that the Online Test can be taken 
off-line for update by the second week of April. 

Once the Online Test is taken off-line, the Editors will update their responsible Category of 
Master Questions in the Online Database.  As soon as the Master Questions are updated, the 
Editors will update their responsible Certification and Recertification Tests.  Finally, all affected 
tests will be run and the test results will be reviewed by the Editors and the Senior Editors to 
assure correctness.  When all tests are verified to be “good to go”, the Online Test Committee 
Chair will reactivate the tests and make them available online to the public.  This cycle will 
repeat the following January. 

3 Accessing the Admin for Online Test Web Page 
To be able to access the “Admin for Online Test” web pages, you will need to have 
administrative privilege on your USA Swimming website account. If you are a member Editor 
of the Online Test Subcommittee but do not have the administrative privilege, please contact 
Mary Illich (Member Services Program Manager) at millich@usaswimming.org. 

3.1 System Requirements 
Web Browsers: Internet Explorer (PC) 

  Firefox, Chrome (PC or Mac) 
  Safari (Mac) 

Others:    Adobe Acrobat Reader 

mailto:millich@usaswimming.org�
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3.2 Administrator Login 
To log into the Online Test Site with Administrator privileges that would allow you to make 
changes to the tests, you will need to access the site via the following URL: 

http://www.usaswimming.org/adminlogin/ 

The following screen, as shown in Figure 1 will appear. 

Enter your username and password.  You will see the normal USA Swimming Main Page on 
your screen if you have been granted administrative privilege to access the site. 

3.3 Getting to the Admin for Online Test Main Page 
On the USA Swimming Main Page (Figure 2), move your mouse pointer over the “MEMBER 
RESOURCES” link on the menu bar to see a drop-down menu.  Slide the mouse pointer down 
to find “Admin for Online Tests” under the “OFFICIALS” heading as shown in Figure 3.  
Click on it and you will see the “Admin for Online Tests” main page as shown in Figure 5. 

 

 

 

Figure 1 – Admin Login Screen 

 

Figure 2 – USA Swimming Web Site Main Screen 

Move mouse pointer over 
MEMBER RESOURCES to 
see the drop-down menu 

http://www.usaswimming.org/adminlogin/�
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3.4 Log Off 
When you are done with your session, do not forget to log off by clicking on the “Logoff” link 
on the upper right hand corner of the screen as shown in Figure 4. 

 

 

Figure 4 – Log off USA Swimming Web Site 

Click here to log off 

 

Figure 3 – Select “Admin for Online Test” 

Click here to select 
“Admin for Online 
Test” 
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4 Master Questions 

As mentioned in the Online Test Architecture section, all the certification tests are created by 
assigning test questions from a collection of master questions.  A test cannot modify the 
contents of a master question but it can set certain characteristics of a master question to fit its 
needs.  For example, most technical rules master questions are created as two-part questions 
where Part 1 is the multiple choice question itself and Part 2 requires the test taker to identify 
the correct reference paragraph from the Rulebook.  For certification tests that do not require the 
test taker to identify the correct references, the test can be set to use “Part 1 Only” as an option. 

4.1 The Components of a Master Question 
 

4.1.1 Master Question Categories 
Because of the large number of questions in the Master Questions database, it is necessary to 
divide the master questions into categories to facilitate searching as well as assigning update 
responsibilities to the Online Test Committee members.  The current list of Master Question 
Categories is shown in Appendix 2 at the end of this document.  Section 4.2 details the steps to 
update a Master Question Category or to add a new Category. 

4.1.2 Master Question ID 

 

Figure 5 – Online Test Main Screen 
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For configuration control purposes, each master question is assigned a Master Question ID.  The 
Master Question ID is a numerical number automatically assigned by the system when a master 
question is created.  The format of the Master Question ID is two sets of numbers separated by a 
period where the number after the period is the revision number.  The software system 
automatically advances the revision number each time the master question is modified and 
saved.  The system also records the change information as well as the author’s initials each time 
a modification is made.  The Master Question ID is displayed on the right of every test question 
as shown in Figure 6.  This allows an official to inquire about a particular question of a test.  
The test question number (first column) may not always point to the same test question as the 
test questions are randomly generated from a pool of master questions available for a particular 
test. 

 

4.1.3 Master Question Status 
A master question may be “Active” or “Inactive”.  “Active” master questions can be used by 
any test.  A master question may be set to “Inactive” for a variety of reasons.  It may be set to 
“Inactive” because the question is no longer valid due to rule changes or some other reasons.  
We cannot delete such question since it has been used previously and may be required when 
doing an analysis of the previous tests or when a historical search is necessary.  Therefore, the 
question will need to be put into an “Inactive” mode.  It will remain in the database and can be 
searched by status (“Active” or “Inactive”) or directly by the Master Question ID.  Obviously, 
when a test needs to add new questions, the author will search for the “Active” master questions 
to find the ones he or she would like to add.  When a master question is set to “Inactive”, any 
test that is currently using this question will not be able to use it and must find another 

 

Figure 6 – Master Question ID as displayed on the Certification Test 

Master 
Question ID 
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replacement question to keep the same number of questions in a test.  Therefore, it is imperative 
for the Online Test Committee member who is assigned a master question that needs to be set to 
“Inactive” to notify all the test editors who are using such question in their tests.  Figure 7 
shows the “Active” checkbox used to set a master question to be “Active”. 

4.1.4 Part-1 and 2-Part Master Questions 

 

Next to the “Active” checkbox is the “This is a 2 Part Question” checkbox.  This checkbox is 
used to setup a master question to include a Part 2 multiple choice question.  Figure 8 shows a 
typical Part 2 question that will appear when the “This is a 2 Part Question” checkbox is 
checked. 

 

Figure 7 – Master Question setup checkboxes 

2 Part Question 
Checkbox 

Active 
Checkbox 
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4.1.5 Feedback 
Between Part 1 and Part 2, there is a text box called “Feedback”.  Figure 9 shows a typical 
entry to the Feedback text box.  The purpose of the Feedback was to provide hints to the test 
taker to lead them to the correct answer or reference.  With the growth and evolutions of the 
Online Test over the years, the Feedback function is no longer in use.  Since the test answer 
sheet now shows the correct answers, the hints do not serve any purpose. 

 

4.1.6 Master Question Revision Records 
 

As mentioned previously, the system maintains a revision record of each master question.  
When you search for a particular master question, the search results will list each master 

 

Figure 8 – Master Question Part 2 

 

Figure 9 – Feedback Text Box 
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question that meets the search criteria with the master question ID and revision number 
indicated in the first column of the search results table as shown in Figure 10.  In this case, 
Master Question #377 has been revised 9 times as indicated by the ID 377.9. 

When you “click” on the ID “377.9” in row 2, you will see the complete revision record of 
Master Question 377 as shown in Figure 11.  Each revision contains a detailed description of 
the changes, the person who has made the changes, the date the changes were made, along with 
the revision number.  These change records are generated automatically by the system whenever 
an administrator opens up the master question to edit (by clicking the “edit pencil” on the right 
of the master question in Figure 10) and then exit the question by clicking the “Save” link at the 
bottom below Part 2 as shown in Figure 8.  It is important to use the “Cancel” link to exit the 
master question EDIT screen if no modifications have been made to the question (such as in 
cases where one would like to review the question using the Edit mode).  If there was no 
modification made but the editor exits the EDIT mode using the “Save” link, a new revision 
will be created with blank description as shown in Revision 2, 6, and 8 in Figure 11. 

 

Figure 10 – Master Question Search Results 
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4.2 Adding or Updating Categories 
To work with the Master Questions, click on the “Master Questions” link under the 
“OFFICIALS” menu on the left of the main screen.  A Master Question screen will show up 
as shown in Figure 12.  On top of the Master Question main screen are two tabs: Master 
Questions and Master Question Categories.  The “active” tab is shown in light blue color.  
The tab behind the “active” tab is shown in dark blue color with the title in italic.  Figure 12 
shows that you are currently in the “Master Questions Search” screen.  To go to the Master 
Question Categories screen, click on the “Master Question Categories” tab on top.  Figure 13 
will be displayed. 

 

 

Figure 11 – Master Question Revision Records 
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Figure 13 – Master Question Categories Screen 

 

Figure 12 – Master Question Search Tab 

Click here to edit an 
existing category 

Click here to add a 
new category 

Click here to delete 
an existing category 
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To add a new category, click on the “Add Category” link on the upper right hand corner of the 
table.  This will bring up the screen as shown in Figure 14.  To add a new category, simply type 
in the new category name and click “Save”. 

To change the name of a category, click on the “pencil” icon on the right of the Category name 
you want to change.  The “pencil” icon can be located in Figure 13, on the right hand side of the 
screen.  Figure 15 will appear when you click on the “pencil” icon next to the “Official-Clerk” 
category in Figure 13.  To make any change, simply type over the content in the Category 
Name field. 

When adding a new category or modifying an existing one, the Test Editor shall adhere to the 
naming convention established by the Online Test Committee.  For Officials categories, the 
format is: 

“Officials-xxxx-yyyy” 

Where xxxx is the position and yyyy is the subcategory for Stroke and Turn (S&T.) 

Exceptions are Disability Swimming, Master Swimming, and Open Water. 

Any new Officials category shall require approval from the Online Test Committee prior to 
implementation.                              

 

Master Question 
Categories Tab 

 

Figure 15 – Edit Master Question Categories screen 

 

Figure 14 – Add new Master Question Categories screen 
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4.3 Searching for a Master Question 
Refer to Figure 16, Master Question Search Screen.  As you can see, there are quite a few ways 
to search for a particular Master Question or a group of Master Questions by using one or more 
of the search criteria. 

 

 

If you know the Master Question ID, you can type in the ID number (you do not need to include 
the revision number) in the Master Question ID field.  If you want to search by a particular test 

 

Figure 17 – Search by Test Type 

 

Figure 16 – Master Question Search Screen 
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type, click on the “down arrow” on the far right of the Test Type field and a drop-down menu of 
all the available test types will be displayed for you to select as shown in Figure 17.   

If you do not care which test type contains the master question(s) you are searching for, just 
leave the default “-All-“ as the search criteria.  Similarly, you can search by Category using the 
drop-down menu.  You can narrow the search by selecting either “Active” or “Inactive” 
questions (or both) by checking the appropriate checkboxes.  You can also search for questions 
that start with certain words such as “In the Breaststroke…”  Simply type in “In the 
Breaststroke” in the “Question” field and the system will display all the questions that start 
with the exact words “In the Breaststroke”. 

Finally, if you are expecting the system to return a large number of questions, you can sort the 
search results using the drop-down menu of the two-level “Sort By” fields.  The available sort 
criteria are: Category, Master Question ID, Status (Active or Inactive), and Question Text.  You 
can use the “Create Report” button to create a report of your sort results that you can save or 
print later.  This capability of sorting, saving, and printing the search results (available in late 
2012) is extremely important during the annual updating of the officials tests.  Refer to the 
reference document “Online Test Annual Update Guide” for more details. 

Let’s go over an example to illustrate the Search capability of the system.  Suppose you are 
looking for a Breaststroke question in the Stroke & Turn/Timer Certification Test, you will 
click on the drop-down menu for Test Type to select “Certification – Stroke & Turn/Timer” 
and then select “Official-S&T-Breaststroke” in the Category field, the search results will 
appear as shown in Figure 18 when you click the “Search” button. 

 

Figure 18 – Master Question Search Example 
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If you type “In the breaststroke” in the Question field, only the questions beginning with “In the 
breaststroke” will be displayed.  However, if you type “In the breaststroke: How shall” in the 
Question field, you will only see Master Question ID 378 in the search results. 

Let’s take a moment to examine the SEARCH RESULTS area in Figure 18. 

Note that on top of the Search Results table, the total number of questions found based on the 
search criteria is displayed.  This information is useful to the Test Editors who wants to know 
how many active questions are available in the database for a specific test. 

There are six columns in the search table. 

The first column displays the Master Question ID and its current revision.  The Master Question 
ID and revision record has been discussed in detail in section 4.1.6 above. 

The second column displays the Category of the Master Question in that row. 

The third column displays the Question itself. 

The fourth column shows the current Active or Inactive status of the Master Question. 

The fifth column tells you in which test(s) this particular Master Question is being used when 
you move the cursor over the symbol.  This is to alert you that when you make a change to this 
Master Question, you will be affecting all those listed tests.  Figure 19 shows an example of the 
information displayed when you hover the mouse cursor over the “Tests Used In” symbol in the 
third row. 

 

Figure 19 – “Tests Used In” Example 

Hover the cursor 
over this symbol 
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The last column contains the standard “Edit” icon which is a pencil.  By clicking on the pencil, 
you will open up the selected Master Question on a new screen allowing you to make changes 
to the Master Question. 

Note that there is no standard “Delete” icon (the red “X”) available.  Once a Master Question is 
created and deployed (put in use), you will not be able to delete it.  This is so that historical 
information can be preserved.  So how does one go about removing a Master Question that is no 
longer valid because of a rule change?  This is where the “Active” and “Inactive” checkboxes 
come in.  We will discuss more on that later. 

4.4 Adding a New Master Question 
To add a new Master Question, click on the “Add Test Master Question” link on the upper right 
hand corner of the Master Question Search screen as shown in Figure 20. 

This will bring up the “Master Question Search – Add Question” screen as shown in Figure 
21. 

Let’s go over the steps in creating a new Master Question. 

First, select an appropriate category from the drop-down menu in the “Category” field.   

Next, enter the question text in the “Question” field.  Make sure you follow the Editor’s 
Guidelines stated in Section 2.4 of this manual. 

After you have entered the text for the question, click on the “Active” checkbox and the “This 
is a 2 Part Question” checkbox (for Officials Tests).  For the Foundations of Coaching Test, 
leave this checkbox “unchecked”.  Note that when you click on the “This is a 2 Part Question” 
checkbox, the display will expand to include “QUESTION PART 2” as shown in Figure 22. 

 

Figure 20 – Master Question Search screen 

Click here to go 
to “Add Master 
Question” screen 
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The “Active” checkbox is used when the question is approved for use.  The “Active” checkbox 
is left unchecked when the question becomes obsolete or there are similar questions elsewhere 
and you would like to remove one of them. 

You can enter up to five answer choices.  You will need to put the “correct answer” in the first 
box under “ANSWER CHOICES”.  The rest of the “incorrect answers” can be entered in any 
order in the remaining boxes.  You can indicate which answer is to be “Always Display Last” 
by clicking on the radio buttons on the right side of the answer box.  This is to be used for 
answers such as “All of the above” or “None of the above”.  The default would be “None” 
which would allow the test to randomly display all answers each time the test is called up. 

 

Figure 21 – Add Master Question screen 1 
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Please note that all answers will be generated randomly each time the test is called up except for 
the one designated as “Always Display Last”.  This means that you will not be able to construct 
answers such as “A and C” or “A or D”.  While the system does allow these types of answers to 
be generated by not checking the “Randomize Answer” checkbox when building the test, the 
Online Test Committee has established a guideline to require randomizing all answers – see No. 
11 of the Editing Guidelines in Section 2.4 above. 

The “Feedback” box is to be left blank.  It was originally used to provide “hints” on questions.  
The Online Test Committee over time, evolution and direct experience, has determined that the 
correct reference(s) are themselves the best hints.  It would require a lot of work to keep the 
hints up to date as changes to the Rulebook (even as simple as a reference number change) 
would require an Editor to check the hints (which can be a long paragraph) for each question 
every year. 

For Officials Tests, the Part 2 questions are “references” questions.  You would normally enter 
“There is one (1) correct reference for this question” or “There are two (2) correct references for 
this question”, etc. 

 

Figure 22 – Add Master Question screen 2 
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Enter the multiple choice reference answers (such as 102.2.1, 102.2.2, 102.2.3, etc.) in the 
answer boxes in any order.  Use the “Correct” checkboxes on the right to indicate which 
answer(s) is the correct answer(s).  Unlike Part 1 where you can only have one correct answer; 
Part 2 allows multiple correct references to the answer. 

After you have verified that your new question has been entered correctly, click on the “Save” 
link at the bottom left of the screen.  If for some reason you want to discard what you have 
entered, click on the “Cancel” link. 

 

4.5 Editing an Existing Master Question 
There are several reasons that may require a change to a Master Question in the Online Tests: 

1. There is a change to the Rules and Regulations. 
2. An error was discovered and reported by a test taker. 
3. A question was found to be subject to misinterpretation as indicated by a high “miss rate” 

during an analysis of the test results taken across the country. 

In all cases when the contents of a test question must be changed, the changes are to be 
performed on the Master Questions.  This will allow the changes to be reflected in all tests that 
use the same Master Question. 

To change a Master Question, follow the same steps as outlined in Section 4.3 above to search 
for the question you want to edit. 

 

Figure 23 – Master Question Search screen 

Enter Master 
Question ID here 

Click “Search”. The 
search result 
appears below 

Click the Edit 
pencil to open the 
Master Question 
377.9 
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Let’s go through an example on how to edit a Master Question. 

Suppose you want to change Master Question 377.  On the MASTER QUESTION SEARCH 
screen as shown in Figure 23, enter “377” in the Master Question ID field and click the “Search” 
button.  Master Question 377.9 will be returned in the Search Results below. 

Click on the Edit pencil on the right, Master Question 377.9 will appear in the MASTER 
QUESTION SEARCH – EDIT QUESTION window as shown in Figure 24.  (Due to the 
length of the window, the bottom part (Part 2) is shown side-by-side in Figure 24.) 

From this EDIT QUESTION screen, you will be able to change any of the information in the 
question.  When you are done editing the question, click on the “Save” link to save your work 
and exit. 

IMPORTANT: If you do not want to make any change to the Master Question (for example, 
you open it just to view the question), make sure you DO NOT click “Save” to exit.  Click on 
“Cancel” instead.  Otherwise, you will end up bumping up the Revision number and creating a 
“blank” entry (when the system did not detect any changes) with just your name in the change 

 

Figure 24 – Edit Master Question screen  
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log.  This is what has caused the “blank revisions” for Master Question 377 Revision 2, 6, and 8 
as shown in Figure 11. 

4.6 Deactivate a Master Question 
As mentioned previously, there may be situations where you will need to “inactivate” a Master 
Question such as in the event that a Master Question has become obsolete due to a change in the 
Rulebook.  While you can always “inactivate” this question from all the tests that use this 
question, it is much easier to “inactivate” the Master Question as you only need to do it once.  
However, it is very important for the Editor who “inactivates” the Master Question to inform all 
Editors responsible for the tests that are affected by the “inactivation” of this Master Question 
since this would effectively reduce the total number of questions for the affected tests by one.  
To find out which tests are affected by this Master Question, simply hover the mouse cursor 
over the “Tests Used In” icon of Master Question 377.9 as shown in Figure 25 below.  As you 
can see, this question is being used in Stroke & Turn/Timer Certification Test, the Foundation 
of Coaching Test, and the YMCA Level 1 and Level 2 Certification tests. 

To “deactivate” this Master Question, simply “uncheck” the “Active” checkbox of this Master 
Question (Figure 24). 

To reduce confusion and to avoid “inadvertently reactivating” an obsolete Master Question that 
should never be used in any test, the Online Test Committee has created the following process: 

1. Change the Category of the subject Master Question to “ *** DO NOT USE *** ” 
2. Add the following text “ *** DO NOT USE *** ” and a blank line in front of the question. 
3. Verify that the “Active” checkbox is left blank before saving the changes. 

 

Figure 25 – Master Question 377 used in tests 
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Figure 26 shows a Master Question Search using the Search Criteria of “ *** DO NOT USE 
*** ” Category.  These questions became obsolete because they were in the format of either 
“TRUE OR FALSE” questions or they were questions that were not written in a “question 
format” (that is, ended with a “?”); thereby violating the Editors Guidelines #11 and #10, 
respectively (Refer to Section 2.4 above.) 

These questions have since been rewritten to a format complied with the Editors Guidelines and 
therefore were deemed to be “safe” to convert them into the “DO NOT USE” Category.  By 
putting them into their own Category, it will allow the system to easily archive them or remove 
them totally from the database in the future when it has been determined that enough time has 
passed (may be 5 to 10 years) when there is no value in saving these historical data. 

For “newly obsolete” questions (those that were set to “Inactive”) within the past year or two, it 
is a good idea to not convert them to “DO NOT USE” until three years have passed as most 
“requests for investigation” seldom require looking into tests taken more than two to three years 
ago.  While it is still possible to “find” these old obsolete questions after they have been 
converted to “DO NOT USE” by using the Question ID, it would be easier to search an obsolete 
(and “Inactive”) question using the original Category. 

 

Figure 26 – “DO NOT USE” Master Questions 
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4.7 Tips and Techniques when Working with Master Questions 
Here are some helpful hints to keep in mind when working with Master Questions: 

1. Construct your questions using the Rulebook verbiage – avoid paraphrasing. 
2. Avoid using situations since many situations require additional investigations that may 

produce multiple outcomes which cannot be answered directly from the Rulebook. 
3. Avoid complex questions that cover more than one topic – break it up into two or three 

separate questions. 
4. Keep the question and answer as simple as possible. 

5 Tests 
As mentioned previously, a test is a collection of Master Questions.  There are a number of 
general rules one should follow when creating or modifying a test besides those listed in the 
Editor’s Guidelines.   

The Test should have more Master Questions assigned to it than the total number of questions to 
be generated each time a test taker calls up the test.  This will allow randomization of test 
questions within a test.  For example, the Referee Certification Test consists of 100 questions.  
The number of active questions available for the Referee Certification Test is 148.  When a Test 
Taker calls up a Referee Certification Test, the system will randomly generate 100 questions 
from the pool of 148 Master Questions in the database.   Along with the randomization of 
answers within each test question, this will make it a little more difficult for the test takers to 
share test answers with each other.  On the “user friendly” side, this capability allows us to 
reduce the size of some tests (especially the recertification tests) while still able to cover most of 
the topics in the Rulebook. 
 
When new rules and regulations are introduced each year, it is important to make sure that new 
questions generated to cover these new rules show up on the Certification and Recertification 
Tests.  To make sure such new questions will be included in all tests generated while still allow 
for randomization, an “Always Use Question” checkbox is used for such purpose.  It is 
important to review all the questions to “uncheck” the “Always Use Question” checkbox when 
the question becomes “old news” and may not be deemed “must use” (this is another reason for 
checking this checkbox) as compared to other questions.  Too many “Always Use Questions” 
defeats the purpose of randomization. 

 

5.1 The Components of a Test 
There are four major components of a test: 

1. The Test Setup 
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2. The Question Setup 
3. The Sections Grouping 
4. The Master Questions 

We will go over each of these components in the following sections. 

5.2 Adding a New Test 
A “Super User” account privilege is required to add a new test to the system.  Once a new test is 
created, a Test Editor will be assigned to populate the test with Master Questions and perform 
maintenance of the test afterward.  The process of creating a new test involves updating the 
“Select A Test” table and adding the new test to all the Test Type drop-down menus.  This 
special administrative process is beyond the scope of this manual.   

5.3 Editing or Setting Up a Test 
To edit an existing test, select a test you want to edit from the Select A Test table as shown in 
Figure 27.  This is the default screen that will be displayed when you click on the “Admin for 
Online Tests” link from the Members Resources drop-down menu (Figure 3) or click on the 
“Admin for Online Tests” link from the “Officials” menu on the left. 

Note that there are four tabs on top of the “Admin for Online Tests” main screen.  The “Select 
A Test” screen is actually under the “Browse” tab.  Therefore, you can always go back to this 

 

Figure 27 – Select A Test Main Screen 

Click here to open 
the Clerk of Course 
Certification Test 
for editing 
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screen by clicking on the “Browse” tab.  Let’s go through an example on how to edit the 
“Clerk of Course” Certification Test. 

On the “Select A Test” table, click on the “pencil” icon at the right of the “Certification – 
Clerk of Course” Test Type (second row) as shown in Figure 27. The Test Type screen of the 
Clerk of Course Certification Test will be displayed.  Because of the length of the Test Type 
(setup) screen, I have divided the screen into three parts as shown in Figure 28, Figure 29, and 
Figure 30. 

The Test Type screen contains all the editable fields that one can modify.  These fields are 
entered with the appropriate checkboxes checked when the test was created originally.  

 

Figure 28 – Test Type Screen 1 of 3 
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Therefore, they should not be altered by the Test Editors during routine maintenance except as 
noted below. 

As you can see, there are many settings (checkboxes) one can use to configure a test as is 
evident by the lengthy setup screen.  This is because of the different needs for the different type 
of tests: Officials Tests, Coaches Tests, Master Swimming Tests, and YMCA Tests.  The focus 
on this manual is primarily for Officials Tests because a majority of the tests are geared toward 
Officials Certification and Recertification.  We will mention some of the key settings for the 
other tests as we go over Figure 28, Figure 29, and Figure 30 in more details. 

5.3.1 The Test Name and the “Active?” Checkbox 
Refer to Figure 28.  The Test Name field should not be altered by the Test Editor as it would 
impact historical data.  The next field, the “Active?” checkbox serves a very important function 
for the Test Editors during the annual updates.  When the “Active?” checkbox is checked as 
shown in Figure 28, the test is available online for the public to use.  During the annual Online 
Test Update “shutdown” period, the “Active?” checkbox of all the tests will be “unchecked” so 
that the tests will be unavailable online.  The Test Editors can then make their modifications and 
updates to their responsible tests while they are “offline”.  However, in order to “test” the new 
updates, the tests have to be brought back online by “checking” the “Active?” checkbox so that 
it is available to the Test Editor to take the test.  Of course, it is also available to the public 
when it is brought back online.  Therefore, it is critical for the Test Editors to keep this “active” 
period as short as possible (just long enough to do a test) and take it offline as soon as the test is 
done. 

5.3.2 2-Part Questions 
The next group of checkboxes is for setting up a 1-Part or 2-Part questions.  Currently, except 
for the Foundations of Coaching Test, all tests use 2-part questions where Part 1 are multiple 
choice questions relating to the Rules and Regulations and Part 2 are multiple choice questions 
regarding which are the correct references from the corresponding Rulebook.  For all Officials 
Tests, the “Use 2-Part Questions” checkbox should be checked. 

The next checkbox “If using 2-Part Questions, show separate scores for questions and 
references?” is primarily created for the YMCA tests where the pass criteria requires that a 
minimum number of questions must be answered correctly for both Part 1 and Part 2 along with 
a minimum number of correct answers for the entire test.  For the USA Swimming Officials, 
only a minimum number of total correct answers are required to pass the test.  Therefore, this 
checkbox should be left blank for Officials Tests and should be “checked” for YMCA Tests. 

5.3.3 Number of Correct Answers to Pass 



Online Test Administrator User Manual Version 3.0 
 

14 February 2013 Page 35 
 

The next three entries allow the Test Editor to enter the number of correct answers to pass for 
the overall test (Part 1 plus Part 2), Part 1 only, and Part 2 only, respectively.  For the USA 
Swimming Officials Tests, the “Overall Number of Correct Answers to Pass” should be set 
at 80% of the total test questions.  Therefore, if there are 50 questions total, the overall number 
of correct answers to pass should be set to 40.  In the case of the Clerk of Course Certification 
Test, there are 75 total questions.  Therefore, the overall number of correct answers to pass is set 
to 60 (80% of 75).  Since the Officials Tests do not require a specific minimum number of 
correct answers for Part 1 or Part 2, those two entries will be set to 0.  For the YMCA tests, 
these two entries will have a number as specified by the YMCA certification requirements. 

 

 

 

Figure 29 – Test Type Screen 2 of 3 
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5.3.4 Other Setup Fields 
The rest of the setup fields (as shown in Figure 29 and Figure 30) serve various purposes for the 
different kind of tests (Officials, YMCA, and Coaches).  The discussion of the Coaches and 
YMCA setup is beyond the scope of this manual.  For the USA Swimming Officials Tests, the 
checkboxes that are “checked” in Figure 28, Figure 29, and Figure 30 shall be the default 
configuration for all tests and should not be altered. 

5.4 Deleting a Test 
Once a test has been put online and used by the public, it cannot be deleted.  This is necessary 
for historical data preservation purposes.  However, you can make a test “Inactive” if it has been 
determined that the test is no longer needed for some reason.  As mentioned in 5.3.1 above, you 
can use the “Active” checkbox to temporarily deactivate a test while making changes to it.  

 

Figure 30 – Test Type Screen 3 of 3 
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Obviously, if you leave this checkbox “blank” permanently, the test will no longer be available 
to the general public until someone “activates” it again by clicking the “Active” checkbox. 

5.5 Test Sections 
Test sections are used to divide up a test to smaller groups of related questions.  This will allow 
better organization of the tests, especially a large test such as the Referee Recertification Test.  
It will also provide the test takers a starting point to search for the correct answers when taking 
a test.  Finally, it will help facilitate test analysis during the review of tests taken in the past. 

For the Officials Tests, the test sections are usually based on the technical rule paragraph 
number such as 101.5-Freestyle, or 102.11-Referee, etc.  It is recommended that the Test 
Editors avoid using rulebook section numbers that extend beyond 2 levels such as 102.24.4-
Determining Official Time.  This is because when you create a pool of questions that allow the 
test to generate a smaller number of questions randomly, such random generation of test 
questions occurs at the Sections level only.  We will discuss this in more detail in 5.5.2 below. 

To see the sections of a test, click on the “Sections” tab when the test is selected.  Let’s use the 
Starter Certification Test as an example.  Refer to Figure 31 below.  When you click on the 
“Sections” tab (the third tab on top), you will see the Sections table displayed as shown in 
Figure 32. 

 

 

Figure 31 – Starter Certification Test 

Click here to see the 
“Sections” of the Starter 
Certification Test 
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As you can see from Figure 32, there are 19 sections created for the Starter Certification Test.  
Let’s examine all the columns individually. 

5.5.1 Section 
The first column is the Section Name.  Note that the specific format used in the Sections 
naming convention.  Since the Starter Test’s questions are all from the Rulebook, the Sections 
are all starting with “Rules&Reg:” followed by the paragraph number and description from the 
Rulebook.  The last row is used for “obsolete sections” that are no longer used in this test. 

5.5.2 # Questions to Generate 
The second column identifies the number of questions to generate for this particular test from 
each section.  This is how the system is able to randomly generate a specific number of test 
questions from a larger pool of master questions.  As mentioned previously, sections are used to 
divide up test questions into “related” groups so that it is easier to manage.  However, when you 

 

Figure 32 – Sections Table – Starter Certification Test 



Online Test Administrator User Manual Version 3.0 
 

14 February 2013 Page 39 
 

divide the questions up into too many groups, the number of questions in each group may 
become too small (1 or 2) thus making it not possible to “randomly generate” questions within 
each section.  When there is only 1 question in a section (e.g., there are 12 sections in the Starter 
Certification Test that have only 1 question each), these questions become “must use” questions 
since you cannot generate less than 1 question from a section.  Therefore, it is important to do 
some planning to take the number of questions to generate into consideration when setting up 
sections for a particular test. 

Note that the total number of questions to generate (as shown at the last row) should match the 
total number of questions assigned to be used in this test.  Since this is a 2-Part questions test, 
the total number of questions in the Starter Certification would be 40 x 2 = 80 questions.  This 
should match the 80% correct answers (64) to pass requirement as set in the Question Setup 
screen as shown in Figure 31 above. 

5.5.3 # Active Questions 
The third column is the total number of “Active” questions assigned to this test for each section.  
Note that the more active questions available for each section, the better the system will be able 
to generate random number of test questions from the larger pool of Active questions.  In this 
case, the first section “Rules&Reg: 101.1-Starts” has 15 “Active” questions that the system 
can randomly generate 14 questions from this section each time a test is called.  “Active” 
question is a checkbox one can “check” to make the question active when setting it up.  We will 
discuss this in an example later. 

5.5.4 # Active Always Used Questions 
The forth column identifies the number of questions designated as “Always Used” in each 
section by the Test Editor.  Examples of “Always Used” questions are those that are new and 
those that are considered fundamental “must know” questions for the test takers.  “Always Used 
Question” is a checkbox one can “check” when setting up a test question.  We will discuss this 
in an example later. 

5.5.5 # Active Paper Questions 
The fifth column identifies the number of “Active Paper Questions” designated by the Test 
Editor in each section.  Questions can be designated as “Paper Questions” by checking the 
“Paper Question” checkbox when setting up the test question.  Paper Questions are intended to 
be used by the Clinic instructors to print out copies to be used by students during a clinic or to 
be used by test takers who do not have access to computers.  Note that the number of paper 
questions must match the total number of questions to generate.  The only difference is that the 
paper questions will be a fixed set of questions – that is, not randomly generated as those taken 
online. 
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5.5.6 Move 
The sixth column allows the user to change the order of the Sections as they appear on the table.  
You can use the up or down arrows to move a particular row up or down to create a new order. 

5.5.7 Options 
The last column displays the standard “Edit” pencil that allows the user to make changes to the 
Section.  For example, when you click on the pencil on the right of the first row, you will see 
the Section Edit screen below the table (See Figure 33).  Note that you can only change the 
“Section Name” and the “Number of Question To Generate” for that row. 

 

 

Figure 33 – Edit Section – Starter Certification Test 

Click here to open up 
the Section Edit screen 
below 
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5.5.8 Adding a New Test Section 
To add a new Test Section, click on the “Add Section” link on the upper right of the Section 
Table as shown in Figure 32.  The Section Edit screen similar to Figure 34 will be displayed at 
the bottom of the table.  You can then enter the new Section Name and the Number of 
Question to Generate.  Click “Save” and the new section will be created. 

 

 

 

 

Figure 34 – Add Section – Starter Certification Test 
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5.6 Test Questions 
To work with Test Questions of a particular test, click on the “Questions” tab (the last tab) on 
top of the selected test as shown in Figure 35.  The Test Question Search Screen (Figure 36) 
will display. 

 

 

 

Figure 35 – Starter Certification Test – Select Questions  

Click this tab to work 
with Questions 

 

Figure 36 – Starter Certification Test – Question Search Screen  
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5.6.1 Searching for a Question to Add 
As you can see in Figure 36, you can search for any test question by entering the Master 
Question ID (if known).  You can also further set the search criteria based on whether the 
questions are “Active” or not, whether they are “Always Used” questions, and whether or not 
they are “Assigned to this Test”.  Note that you are not just searching for questions from the 
Starter Certification Tests only.  With the capability of searching for any question whether they 
are assigned to this test or not, you can add an unassigned questions to this test. 

If you check the “Assigned to this Test?” radio button, you can search by “Section”.  If you 
check the “Not Assigned to this Test?” radio button, then you can search by “Category”.  We 
will go over an example below. 

Finally, similar to the Master Question Search screen, you can also search by entering the first 
several words of the question(s) you are looking for by entering the words in the “Question” 
text box. 

Let’s look at an example.  Let’s say you would like to find out if there are other Master 
Questions in the category of Starter that have not been assigned to the Starter Certification Test.  
You would enter the search criteria as shown in Figure 37.  Note that the “Section” field has 
changed to “Category” field when you click on the “Not Assigned to this Test?” radio button.  
We will select “Officials-Starter” from the Category drop-down menu.  When you click the 
“Search” button, the search results will be displayed as shown in Figure 38. 

 

 

Figure 37 – Starter Certification Test – Question Search - Not Assigned 
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As you can see from Figure 38, there are three active questions in the Starter category that have 
not been assigned to the Starter Certification Test.  If the Editor decides to add them to the pool 
of active questions to be used in the Starter Certification Test, he can simply click on the “+” 
button on the right of the Master Question(s) under the “Options” column to add the selected 
questions to the test. 

5.6.2 Searching for a Question to Edit 
Suppose you want to make a change to an existing question within the Starter Certification Test.  
Below is an example on how to do that. 

Typically, you will probably know the Master Question ID of the particular question you would 
like to make changes to.  This is because changes are usually necessary when there are problems 
reported on a particular question or when there are rule changes that have affected a particular 
question.  In the former case, you can identify the Master Question ID from the test analysis 
report or from the test results.  In the latter case, rule change analysis is done at the Master 
Questions level.  For our example, we want to demonstrate the “Section” search capability by 
assuming the Test Editor knows the test question he wants to change is in a particular test 

 

Figure 38 – Starter Certification Test – Question Search - Results 
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section.  Figure 39 shows the search criteria he would enter.  When he clicks on the “Search” 
button, the system found two Master Questions matching the search criteria. 

Let’s say Master Question 913 is the one he wants to edit.  He will click on the pencil icon in 
the Options column of Master Question 913.  This will open up Master Question 913 as “used” 
in the Starter Certification Test (Figure 40 and Figure 41). 

5.6.3 Editing a Question in a Test 
There are only a handful of settings you can change in a question that is assigned to a test.  This 
is as expected since the question comes from the Master Question database and the contents of a 
Master Questions can only be changed from the Master Question Editing Screen.  You will 
notice that most of the contents of the question are “grey out” – meaning that you cannot make 
changes to those areas.  The following is a list of the settings that you can change within a test 
question: 

Section – You can select a different Section from the drop-down menu.  Although Sections 
seldom require changes, there were situations in the past that required changing a Section 
description when a change in the Rulebook caused the reference paragraph number to be 
bumped up or down because of insertion of a new paragraph or deletion of an existing 
paragraph.  Refer to 5.5 above on how to add or modify a Section. 

 

Figure 39 – Starter Certification Test – Assigned Question Search  
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Active – The “Active” checkbox works similar to the Active checkbox of the Master Question 
Edit Screen.  The difference is: when you make the question “Inactive” (by not checking the 
Active checkbox) within a test, the Master Question itself is not affected.  This checkbox is 
typically used when a question is no longer needed for this particular test.  Since you cannot 
delete a question once it has been used, you will have to “inactivate” the question so that it will 
not become available for future usage.  Note that if a question has become obsolete, it should be 
“inactivated” at the Master Question level. 

Randomize Answers – This checkbox should be checked for all Officials test questions so that 
the system can randomize the order of the “ANSWER CHOICES” whenever a test is being 
generated.  All Master Questions are designed to allow random generation of answers as 
governed by Rule Number 11 of the Editors Guidelines (2.4 above). 

 

Figure 40 – Starter Certification Test – EDIT QUESTION Part 1  



Online Test Administrator User Manual Version 3.0 
 

14 February 2013 Page 47 
 

Paper Question – This checkbox allows the Editor to designate this particular test question as 
one of the paper questions when the user requested a printout of a paper test for clinic purposes 
or for test takers who cannot use a computer.  

Always Use Question – This checkbox allows the Editor to designate the question as one of the 
questions that the system will always include in any test generated.  Examples of “Always Use 
Questions” are those that are deemed to be fundamental “must know” knowledge that should be 
included in every test or important new rules from a new Rulebook that should be included for 
educational purposes (at least for the first year or two). 

Randomize Question 2 Answers – This checkbox (Refer to Figure 41) should be checked for 
all Officials test questions so that the system can randomize the order of Part 2 answers 
(references). 

 

Figure 41 – Starter Certification Test – EDIT QUESTION Part 2  
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When you finish editing the test question, click on the “Save” link at the lower left hand corner 
of the EDIT QUESTION screen.  Alternately, if you decide to quit without saving, simply 
click on the “Cancel” link. 

6 Online Test Reports – National Administrators 

The Online Test System provides a powerful test analysis capability that allows the Online Test 
Subcommittee members to review the “missed” rate of the various tests and questions 
periodically.  This will provide the data to evaluate whether a test question may not be clear 
enough or certain rules may not be understood by a majority of the Officials who took the tests.  
This question analysis feature is accessible under the “ONLINE TEST REPORT-NTL 
ADMIN” heading of the “Admin for Online Tests” main screen as shown in Figure 42.  Please 
note that this is not the same as the “ONLINE TEST REPORTS” shown at the top of the 
screen.  Those test reports are available to all LSC Officials Chairs and their designated 
Administrators allowing them to look at test results and other statistics of test scores, etc. 

The ONLINE TEST REPORTS will not be discussed in this Manual since it is not used by the 
Test Editors in their normal activities when maintaining the Online Test questions. 

Note that under the “ONLINE TEST REPORT-NTL ADMIN” heading, there are two links: 
“Advanced Question Analysis” and “Question Analysis”.  We will look at each separately in 
more detail. 

 

Figure 42 – Online Test Reports – National Administrators  

Test Analysis Reports 
available to Test 
Editors 
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6.1 Question Analysis 
When you click on the Question Analysis link, you will see the screen as shown in Figure 43. 

You can filter your report by Test Type, Date Range, and other criteria such as number of times 
the question was missed or percentage of times the question was missed.  You can also set up 
the report to analyze Part 1 only, Part 2 only, or both.  Finally, you can format the report by 
sorting the results by the number of times missed, the number of times answered, or the number 
of times correct.  You have the option to show the questions by test sections. 

Let’s go through an example using this report. 

 

Refer to Figure 44.  We have decided to review the Stroke & Turn/Timer Certification Tests 
that were taken from 5/1/2012 (when the updated Online Tests were rolled out) to 1/31/2013.  
We are interested in looking at both Part 1 and Part 2 results.  We will sort the results by the 
“Number of Times Missed” to see which were the most missed questions.  

 

Figure 43 – Question Analysis Report  

 

Figure 44 – Question Analysis Report Example – Search Setup  
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Figure 45 shows the report when we click the “Create Report…” button. 

Note that Master Question 404.11 has a 40% missed rate.  This question warrants a closer look 
to see if the high missed rate was due to the question and answers itself or if it is something that 
most Stroke and Turn Officials are unfamiliar with. 

Although the “Question Analysis” function allows us a quick analysis, we often need additional 
information and other sorting capabilities to make the review task easier.  This is where the 
“Advanced Question Analysis” comes in. 

6.2 Advanced Question Analysis 
 

When you click on the “Advance Question Analysis” link, you will see a screen as shown in 
Figure 46 below. 

 

 

Figure 45 – Question Analysis Report Example – Report  
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The main difference between the “Question Analysis Report” and “Advanced Question 
Analysis Report” is the expanded sorting capability and the capability of the user to enter a “% 
Times Question Missed Greater Than” number as a search criteria.  

As for the expanded sorting capability, there are four levels of sorting and each one has eight 
“Sort By” criteria as shown in Figure 46. 

Let’s go over an example to demonstrate the Advanced Question Analysis Report. 

Suppose we want to review last year’s Referee Re-Certification Tests to find out which 
questions are missed by most Officials taking the test. 

Figure 47 shows the report setup fields we would enter to get the report we would like to see.  
When the “Create Report…” button is clicked, Figure 48 will appear showing the results. 

 

Figure 46 – Advanced Question Analysis Report 

 

Figure 47 – Advanced Question Analysis Report – Example Search Setup 
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Note that Master Question 255.7 has an 89% missed rate.  This is unusually high especially 
when the tests are taken by experienced Officials (this is a Recertification test).  The Report also 
indicated that practically all the misses were in Part 1.  This tells us that something may be 
wrong with the question or answers in Part 1.  Indeed, an Official who has taken the Timing 
Judge Certification Test on 1/17/2013 alerted us that this Master Question may have an error in 
it when this Official compared the answers to the Rulebook after getting an “incorrect answer” 
result from the system Online Test Review.  We did an investigation and discovered that indeed 
we have selected one of the “incorrect” answers as the “correct answer”.  This question has 
since been corrected.  However, if a midyear question analysis was performed approximately 6 
months after the updated questions were rolled out, this error would have been caught and 
would be corrected a lot sooner. This real life example demonstrates the importance of the 
question analysis capability of the Online Test System. 

 

 

Figure 48 – Advanced Question Analysis Report Example – Report  
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6.3 Annual Question Analysis Process 
Although the Advanced Question Analysis function has powerful filtering and sorting 
capabilities, it does have some shortcomings when using it to perform the first step of the 
Annual Online Test Updating Process.  This is because the question analysis is performed on 
the historical data of the Tests while the Annual Online Test Updating Process starts at the 
Master Questions review which is best performed at the Category level because of the shared 
usage of the Master Questions by various Tests.  What we need is the addition of a “Master 
Question Category” field as one of the search criteria (drop-down menu) as well as one of the 
“Sort by” drop-down menu items.  We are planning to add this capability as one of the future 
software enhancement requests.  Until such request is approved and implemented, we will have 
to manually “link” the report results (the Master Question ID) to the corresponding Category 
and also identify all the tests this particular Master Question is used in.  Below is a description 
of this “workaround” process. 

We will first setup the Report criteria as shown in Figure 49. 

Note that the “Test Type” is set to “All” (to cover all tests that use the same Master Questions) 
and the Date Range is set to 5/1/2012 to 1/31/2013 (the first day after the last updates to 
1/31/2013).  We are interested in questions that have a missed rate of greater than 25% (where 1 
out of 4 test takers failed to answer it correctly).  The “Show Questions By Test 
Question/Section” setting does not matter here since the Section Headings only show up when 
you create a report on a single Test Type (here we have selected “All”).  Finally, we want to see 
the worst “missed” question first so we are sorting by “% Missed”, then by “Question ID”, and 

then by “Test Type”. 

When the “Create Report” button is clicked, Figure 50 will appear. 

 

 

 

Figure 49 – Example of Annual Question Analysis Report Setup 
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Next, we need to export this report to an Excel file so that we can add the Master Question 
Category column to identify the responsible Test Editor for that Category.  This is done by 
changing the “Output Type” to “Export to Excel” using the drop-down menu.  A pop-up 
window will be displayed allowing you to open or save the report file in Excel format as shown 
in Figure 51. 

Note that this pop-up window is from within Firefox web browser.  Your pop-up window may 
look different (or may not even have a pop-up window as in the case of the Chrome web 
browser which would prompt you to save the file in the lower left hand corner of the main 
window.)  You can either save the file by renaming it to something more descriptive than the 
default “ReportHolder.aspx” or click “OK” to open the file in your own Excel application and 
then save it with a different name. 

 

Figure 50 – Example of Annual Question Analysis – Report  
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When you open the file in Excel, it should look something like Figure 52. 

 

Figure 51 – Export to Excel File 

 

Figure 52 – Open Excel File 
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Now you can go ahead and insert a “Category” column and enter the Category number 
corresponding to each Master Question ID.  Then you can sort by Category before sending the 
file to the Test Editors for their analysis. 

We will now go over this Excel file conversion process step-by-step using this report. 

Before we start our example, there is one additional comment on this particular Report.  You 
can see there are quite a number of 100% misses in the first several pages.  However, all of 
these questions were only answered 2 times in the past 9 months.  It is possible that these 
incorrect answers were results of one of our Test Editors performing a “test” on this Test.  
Anyway, the sample size is too small to be considered valid.  The responsible Test Editors who 
are more familiar with the particular test should determine the proper sample size.  For this 
example, we will discard all test questions that have been answered 10 or less times within this 
9-month period except for Open Water test questions and Master Swimming test questions. 

When we scroll down to about page 4 of the Report (Figure 53), we can see questions with 
much larger sample size which is a better representation of the population. 

Now let’s go over the Excel file reformatting steps: 

Step 1 – Insert a “Category” column in front of the Question ID column. 

Step 2 – Delete all extra columns leaving only the ID, Test Type, Times Answered, Part 1 
Missed, Part 2 Missed, and Times Missed columns. 

 

Figure 53 – Excel File with better samples 
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Step 3 – Remove all rows on top of the headers leaving just one row to put the title of the report 
and the date range. 

Step 4 – Select the data range starting at the “header rows” (the one with the titles for each 
column) to the last row of the report.  Set the sorting criteria to sort on Question ID and perform 
the data sort. 

Step 5 – Now you can delete all the rows that do not have a Question ID number (they should 
be at the bottom of the sort results). 

Step 6 – You can now go into the Admin for Online Test and use the Master Question Search 
screen to find the Master Question Category for each Question ID.  Figure 54 shows an example 
of how to determine the Category for Question ID 175.  Once the question shows up in the 
Search Results, simply “Copy” and “Paste” the Category name to the corresponding cell in the 
spreadsheet. 

 

 

 

 

Figure 54 – Master Question Category Identification 

Enter Master Question 
ID to search 

“Copy” Category name 
from here and “paste” 
to the spreadsheet 
column 1 
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Step 7 – When you have entered all the Category names to the first column, your Excel 
spreadsheet should look like Figure 55.  Note that you can “Copy” and “Paste” the Category 
names from one cell to another when the same Master Question ID shows up in more than one 
row (each has a different Test Type.) 

 

 

Step 8 – Now sort your newly formatted Excel file by Category and then by Master Question ID.  
Your spreadsheet should look like Figure 56.  This is the finished product to be distributed to all 
the Test Editors to allow them to investigate all the test questions that have a “missed rate” of 
25% or greater. 

 

 

 

Figure 55 – Reformatted Excel File with Categories added 
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Step 9 – Each Test Editor should already have created a report of all the Master Questions 
(Refer to the Annual Online Test Update Guide) of the particular Category assigned to them.  
Using this report, the Test Editors can perform the rule change analysis, new question analysis, 
and the “problem question analysis” (based on this Excel spreadsheet) on their assigned Master 
Question Category to start the annual Online Test update process. 

Continue on our example of analyzing Master Question 175.8, we found that 29% of the test 
takers missed this question when taking the Referee Recertification Test and 39% of the test 
takers missed this question when taking the Admin. Referee Recertification Test over the last 9 
months.  Further analysis revealed that the higher % of misses were on Part 2, the references, as 
indicated by the 30% misses in the Admin Ref Recertification tests.  The Test Editor then looks 
for this question in the Admin Ref Category Search Report as shown in Figure 57 (the second 
search item.)  Part 2 stated that there are two correct answers: 104.2.1.F(1) and 104.2.1.F.  Upon 
further review, it appears that the other “incorrect answers” are obviously incorrect and should 

 

Figure 56 – Reformatted Excel File sort by Master Question ID 
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not have caused any confusion to the test takers.  We should therefore examine the two correct 
answers a little closer.  

 

 

 

Figure 57 – Master Question Category Report 

Enter Category 
to Search 

Click Create Report 
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Below is 104.2.1.F as stated in the 2013 Rulebook: 

To be eligible for a record a swimmer must have won his/her heat.  Only the time of the winner is recognized for 
record purposes even though another swimmer may have a faster time but is displaced by judge’s or ballot 
decision.  If the Judge’s or ballot decision results in a tie, all tied swimmers shall share the faster time of such 
finish.  The requirement to win the heat does not apply: 

(1) When age or representation is a condition for setting LSC or Age Group records; 
(2) To a U.S. citizen setting an American record in competition with non-U.S. citizens; or 
(3) When achieved as the lead-off leg in a relay race or at an initial distance. 

The question asked, “Will a 14-year old swimmer who is swimming in a senior competition be 
eligible to set an age group record?”  Part 2 stated that there are two correct references to this 
question.  By process of elimination, the test taker should be able to select the remaining two 
references that are closely related to the correct answer.  However, depending on how you 
interpret what constitutes a rule by paragraph number, different people may believe that the 
“best answer” is one of the two (as the test takers are instructed to select the best answer – not 
“all correct answers”.)  One can argue that 104.2.1.F has already included all the subparagraphs 
(1), (2), and (3) so it is the “best” answer.  On the other hand, someone else can also argue that 
104.2.1.F(1) has to include whatever verbiage in the lead-in paragraph 104.2.1.F.  When you 
look at the Rulebook, the paragraph in 104.2.1.F ends with a colon (:) indicating it cannot stand 
alone without considering the rest of the subparagraph (1), (2), and (3).  Basically, any lawyer 
can mount a successful challenge claiming that either answer can be a correct answer all by 
itself without needing the other.  Such ambiguity of “how to properly cite a rule section” should 
not be part of the Online Test as it can become a point of contention when the author of the 
question interprets them as two separate rules (104.2.1.F and 104.2.1.F(1)) while some test 
takers interpret them as one single rule.  To avoid such confusion, the best solution is to use 
only one of them as the correct reference so there is no question about it.  In this case, 
104.2.1.F(1) would be a good choice as the ONLY correct reference.  Answer 5: 104.2.1.F will 
need to be replaced by another “incorrect” reference. 

The above example illustrated a question analysis process on a slightly complex issue using the 
system generated Question Analysis report.  This is where most of the upfront effort would be 
spent by the responsible Editor on analyzing potential issues in Master Questions.  The actual 
process of making the changes is more straightforward and has been made easier with the 
Master Question Search Report capability.  By exporting the search results as RTF Output Type, 
the Test Editor can do the analysis, make recommended changes (such as above) directly on the 
file, and submit the file with the proposed changes to the Senior Editors for review and approval. 
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7 Appendix 
 

7.1 Appendix 1 – List of Certification and Recertification Tests 
 

1 Certification – Administrative 
2 Certification – Clerk of Course 
3 Certification – Open Water Judge 
4 Certification – Open Water Referee 
5 Certification – Referee 
6 Certification – Starter 
7 Certification – Stroke & Turn/Timer 
8 Certification – Timer 
9 Certification – Timing Judge 
10 Foundation of Coaching 
11 Re-Certification – Administrative 
12 Re-Certification – Clerk of Course 
13 Re-Certification – Referee 
14 Re-Certification – Starter 
15 Re-Certification – Stroke & Turn/Timer 
16 Re-Certification – Timer 
17 Re-Certification – Timing Judge 
18 YMCA – Level 1 Certification 
19 YMCA – Level 1 Re-Certification 
20 YMCA – Level 2 Certification 
21 YMCA – Level 2 Re-Certification 
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7.2 Appendix 2 – List of Master Question Categories 
 

1 *** DO NOT USE *** 
2 Coach-Dry 
3 Coach-Evaluation 
4 Coach-Growth and Development 
5 Coach-Organization and Administration 
6 Coach-Philosophy and Ethics 
7 Coach-Physical Conditioning 
8 Coach-Skills and Mechanics 
9 Coach-Teaching and Communication 
10 Coach-Wet 
11 Officials-Admin Ref 
12 Officials-Clerk 
13 Officials-Disability Swimming 
14 Officials-Master Swimming 
15 Officials-Referee 
16 Officials-S&T-Backstroke 
17 Officials-S&T-Breaststroke 
18 Officials-S&T-Butterfly 
19 Officials-S&T-Freestyle 
20 Officials-S&T-IM 
21 Officials-S&T-Relays 
22 Officials-S&T-Rules 
23 Officials-Starter 
24 Officials-Timer 
25 Officials-Timing Judge 
26 Open Water Conduct/Officiating the Competition 
27 Open Water National Championships 
28 Open Water Venue Standards 
29 Privileges of Membership 
30 Safety Training 
31 Undefined 
32 YMCA Questions 

 


