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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 

EXERCISE TWO – InstructorTools Reports 

 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 which reports you would like to view for the exam. 
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a. Selecting “Generate all reports” will generate all available reports for the exam. 
b. Selecting “Generate selected reports” will allow you to run specific reports. 

i. Roster Report: Lists students by last name and includes student scores. 
ii. Exam Analysis: Provides statistics for exam. 

iii. CSV Score Export: Provides student score data in .csv format. This report 
will NOT upload into ICON. 

iv. CSV Data Export: Provides all data for exam in a .csv format. This reports 
will NOT upload into ICON. 

v. Answer Key Analysis: Provides a visual representation of the exam key. 
vi. Score Graph: Graph of exam scores for individual sections. 

1. Combined Graph: Places multiple sections on one graph. 
7. Once the reports you wish to view have been selected click Run. 
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8. Completed reports will be available for download for the tabs located above the exam. 

 

9. Select which report you wish to download by clicking the Download button to the left of 
the report title. 
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10. To download all of the reports to a .zip file, click the Download All button. 
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11. Access the Score Graphs by clicking Graphs. 
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12. Once you are satisfied with the exam results you can release the Student Score Reports to 
the students by clicking the Release Student Score Reports button. This step is optional.

 
13. A sample Student Score Report is located in Appendix A. 
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APPENDIX A 
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