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Primary Audience:  District, school, or teacher users creating ELA assessments with passages in Home Base.  

Purpose of Document:  To provide users with a quick guide for how to quickly build an assessment with one passage 

and multiple questions (this functionality is not available when using the Create Express Test feature). 

Roles Required 

There are no specific roles required. Any users with leadership, staff, and teacher roles that can create and build items 

and assessments have the access to search passages and create assessments.  

You can find more information about the roles and permissions at 

http://www.ncpublicschools.org/docs/homebase/getting-ready/implementation/roles-permissions.doc. Please work 

with your data manager to make sure that you have the appropriate roles.  

Creating an Assessment with one Passage and Multiple Questions 

1. Log into Home Base and click on Schoolnet in the left hand navigation.  

2. Go to Assessment Admin, then click on Find an Item, Passage or Rubric  

 

 

3. Click on the Passages Tab 

 

 

 

 

 

http://www.ncpublicschools.org/docs/homebase/getting-ready/implementation/roles-permissions.doc
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4. Filter for the specific subject, grade and standard (as appropriate) using the options under Browse by, and then 

click on View Results. 

 

 

5. All of the Passages (based on your filters and your permissions) will display. Use the + to see the passage. 

 

6. On the right hand side of the screen, you can see the number of items associated with a passage. Click View to 

view the passage and all the associate items.  

 

7. Now your passage shows on the page and below that you can select which questions you want to add to the 

assessment by putting a check mark in the box next it. You can click on the + to see the question. When you 

have made your selections, click on Add Passage and Selected Items to Test.  
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8. Use the Find a Test option or click on Select if you see your test listed under Available Tests.  

 

 

9. Click on OK when you are prompted to verify you want to add these items to your test.  

 

*If you selected to Create new Test with these items, you will complete the steps to create a new test. 

 

10. In the test details screen, you can see the specific standard to the right of each question. You also have the 

option to delete (Click on Actions and select Remove from Test in the dropdown) any questions you don’t want 

on the right hand side. You can also add items if necessary. 

If you do not want to 

add the items to an 

existing test, you can 

click on the button to 

Create new Test with 

these items.  
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11. Preview Online Test to make sure the passage and questions display as you intend for them to on the students’ 

online assessment.  

 

 

 

12. Once you have added all the questions for your test, you are finished and can move on to Ready to Schedule. 

 

 

 


