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Before You Begin 

1. A processed Scantron exam for the current or previous semester. 

2. You will need to know your HawkID and password. 

EXERCISE ONE – Accessing InstructorTools 
1. Open your preferred browser, we recommend using either Chrome or Firefox. 
2. Go to  https://instructortools.uiowa.edu  

 

3. Enter your HawkID and Password and then click the Log In button. 

 

  

mailto:its-helpdesk@uiowa.edu
http://teach.its.uiowa.edu/
https://instructortools.uiowa.edu/


Office of Teaching, Learning & Technology  its-helpdesk@uiowa.edu 
http://teach.its.uiowa.edu  319-384-4357 / On campus x4-4357 

2 
 

EXERCISE TWO – InstructorTools Reports (ICON) 
The Reports Tab will allow you, as an instructor, to run various reports for your exams. This tab 
will also allow you to email students an error listing for the exam. The error report will list the 
question number that the student missed and their response. 

1. Access the Reports screen by clicking Reports in the menu bar. 

 

2. Select the term for the exam you wish to view reports for. 

 

3. Select the exam you wish to view the reports from the drop down menu. 
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4. Click the Get Exams button. 

 

5. Click the box next each section you wish to view reports for. 
a. Click the top box will select all sections available. 

 

6. Select the Custom tab. 
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7. Click Run. 

 

8. Click the Downloads tab. 

 

9. Click Download. 
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Individuals with disabilities are encouraged to attend all University of Iowa-sponsored events. If 
you are a person with a disability who requires a reasonable accommodation in order to participate 
in this program, please contact the Office of Teaching, Learning & Technology in advance at  
319-384-4357. 

The University of Iowa prohibits discrimination in employment, educational programs, and 
activities on the basis of race, creed, color, religion, national origin, age, sex, pregnancy, 
disability, genetic information, status as a U.S. veteran, service in the U.S. military, sexual 
orientation, gender identity, associational preferences, or any other classification that deprives the 
person of consideration as an individual. The university also affirms its commitment to providing 
equal opportunities and equal access to university facilities. For additional information on 
nondiscrimination policies, contact the Director, Office of Equal Opportunity and Diversity, the 
University of Iowa, 202 Jessup Hall, Iowa City, IA 52242-1316, 319-335-0705 (voice),  
319-335-0697 (TDD), diversity@uiowa.edu. 
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