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How to tag exam questions in items.med 
1.​ exam.med and items.med allow for questions to be tagged with keywords so we 

can track student progress across disciplines/topics. 
 

2.​ Tags can be added to exam questions during the creation of the exam, or after 
the exam has been written. Tags are created based on who submits the 
questions. The instructor submitting the question or the Course Director will 
provide this information to you.  
 

3.​ Questions are tagged using this scheme.  
 

4.​ To tag a question, go to https://items.med.ualberta.ca/home (you may be taken to 
portfolio.med) and click on Item Marketplace and then Item Bank. 
 
 
 
 

 
 
 
 
 
 
 
 
 
 

5.​ Select a course AND year to see the questions included in exams within the 
course. You will see ALL questions that are in any exam in the year you selected 
 
 
 
 
 
 
 

 

 

https://docs.google.com/document/d/19SBMcs7jHLhvOPw4WtlJYFEDaG1rmMwF4pFtqte7qDg/edit?usp=sharing
https://items.med.ualberta.ca/home
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6.​ You can also go into the advanced search option to select the exam you wish to 

tag items for. To do this, click Advanced at the top left and this screen will appear.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 

7.​ If a question has already been tagged, you will be able to see the tags below the 
question itself.  
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8.​ To tag a question, click on the question and a screen will appear with the 

question information. Click on the tag icon on the top right of this screen 
 
 
 
 
 
 
 
 
 
 

 
 
 

9.​ Once you click on the tag icon, a window will pop up and you can search the tag 
you want to add. You may see tags that do not belong to the scheme provided. 
This is because we share this database with Medicine.  

 
NOTE: The system is NOT forgiving; spelling a tag incorrectly will create a new 
tag with this spelling. Please ensure your spelling is correct before finalizing a 
tag! 
 

 
 
 
 

 
 
 
 

 
 

10.​ To check if you have tagged all questions for an exam, go back to the main page 
and use the Advanced search feature (shown above in step 6) and you can scroll 
through to ensure all questions have a tag associated with them.  
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How to create a report in portfolio.med 
1.​ To create a report for student and instructor view, go to 

https://portfolio.med.ualberta.ca/portfolio  
 

2.​ A report group for each DDS year will be created within the course folder so you 
can add your individual exam to this report group.  
 

3.​ To add your exam report, click on the page in the report group you want and 
under elements, click the “Performance by Tags” icon. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

4.​ Once you select the Performance by Tags element, it will allow you to show how 
it is displayed and you can choose the exam you want to create the report for.  
Each exam will be displayed in two ways. The first is using a radar view and the 
second will be a skills breakdown. To create the radar view, select radar in the 
display as section. Select the exam you want to create the report for under 
Exams. 
 
NOTE: you can only create the report after the exam is released and graded. If 
you do not release the exam, it will not show up in the list.  

 
 
 
 

 

https://portfolio.med.ualberta.ca/portfolio
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5.​ This is what the Rada looks like from a student’s perspective.  

 
 
 
 
 
 
 
 
 
 
 
 

 
6.​ To create a skills breakdown, add a second Performance by Tags element, but 

this time select Skills Breakdown in the Display As section.  
 
 
 
 
 
 

 
 
 
 
 

7.​ Here is what a Skills Breakdown looks like from a student’s perspective.   
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8.​ After you have created both a Radar and Skills Breakdown for the exam, click 

Next and it will allow you to pick the students you wish to display this for and add 
in any instructors as viewers on the report.  
 
 
 
 
 
 
 
 
 
 
 
 

9.​ Under Assign Report Viewers, click on the Add Report Viewer button to add any 
instructors to view the report. Course Directors and Discipline Leads should have 
access to the exams as a report viewer.  
 
NOTE: portfolio.med will not alert students or instructors that a new report has 
been created. It is a good idea to email students/instructors when a new report is 
available for them to view.  
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