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10 STEPS TO BETTER
TEST-TAKING

. Upon receiving your test, write down the

information that you think you may forget
(primary data dump).

Write your name on the test. Preview it and
mark the easy gquestions.

Do a second data dump.

Develop a test prograss schedule. Decidea
the best way to get the most points in the
least amount of time.

Answer the easiest problems first and
review the answers to see if they make
sense. Clearly write down each step in
order to get partial credit if you end up
missing the problem.

Ityoufind a problem that you do not know
how to work, then automatically skip it.
Review the skipped questions.

Guess at the remaining problems or do as
much work as you can on them.

Review the test for careless errors.

. Lse all the allowed test time. There is no

prize for handing in the test first. Staple
your scratch paper to the test when hand-
ing it in.
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REDUCING TEST ANXIETY

Put yvour feet flat on the floor.

With your hands, grab under the chair.
Push down with your feet and pull up on
the chair at the same time,

Relax for five to ten seconds.

Bepeat two or three times.

Helax all the muscles except the ones that
are actually used for the test.

PALMING METHOD OF VISUALIZATION

1.

2.

Close your eyes and cover them using the
center of the palms of your hands.
Prevent your hands from touching your
eyas by resting the lower parts of your
palms on your cheekbones and placing
your fingers on your forehead. The eye-
balis must not be touched or rubbed in
any way.

Think of some real or imaginary relaxing
scene. Mentally visualize this scene, Pic-
ture this scene as if you were actually
there, locking through your own eyes.
Visualize this relaxing scena for ona to
two minutes. Practice visualizing this
scene several days before taking a test
and the effectiveness of this relaxation
procedure will improve.
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10 STEPS FOR READING MATERIAL —

=

10.

OTHER THAN MATH

Recall information about tha matarial,
Establish a purpose forreading. Whatam |
going to be reading? Why is this informa-
tion =0 important?

Survey the textbook. How is the book
arranged? How long is the assignment?
Determine task demands. Is this going to
ke fun reading?

Skim the material. What words are high-
lighted in the text? What do the pictures,
charts, and graphs tell you?

Fick a strategy for comprehanding the
reading. |s this going to be a “quick
fix"? Can | apply this information some-
whera alsa?

Head.

Evaluate. Was this about what | thought it
would be? Does this overlap with my
notes? What will the teacher test me on?
FParaphrase in written or oral form. What
was this about? Can | summarize key con-
cepts in my own words?

Write down possible test questions.
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REWORKING YOUR NOTES

The following steps should be taken as

so0on as possible after class:
Rawrite the materials you cannol read or will
0! ba able 1o understand in two weaks —
You will avoid the frustration of not having
the information available when you need to
study it at some time in the future. You will
also start learning the material as you rewrite
it.
Fill i the Gaps — Locate the portions of
yvour notas that are incomplete. Fill in the
concepts that were left out, In the future skip
lines for known lecture gaps.
Add additional key words and ideas in the
left hand column — These are the key words
not recorded during the lecture that will
improve your understanding of the subject,
Reflection and Synthesis — Spend five min-
utes reviewing the most important parts of
the lecture. Try to summarize these major
partsinyour mind. Synthesize your notes by
putting together concepts learned in past
lectures with what you learnad today, Write
down a summary of your reflection or synthe-

sis at the bottom of the page.
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10 STEPS FOR READING
MATH MATERIAL

. Skim the assignad reading material.
. As you skim the chapter, circle the new

words that you do not understand.

Put all your concentration into reading.
When you get to the examples, go through
gach step.

Mark the concepts and words that vou do
not know,

If you do not understand some words or
conceapts, develop your own glossary and
ask the instructor or tutor for a bettar
explanation.

If vou do not understand the matarials,
follow the sight steps on the back of this
card, one after another, until you do
understand.

While reading, highlight the material that
iIs important to you.

After finishing your reading assignment,
racall to yourselfand write down the most
important learned concepts.

Write several questions that you think will
be on the test. Use these questions as a
future study chack,
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IF YOU DON'T UNDERSTAND THE
MATH READING MATERIAL . . .

Go back to tha previous page and reread
the information to maintain a train of
thought.

. Read ahead to the next pags to discover if
additional information better explains the
misunderstood material,

Locate and raview any diagrams, exam-
ples, or rules that explain the misunder-
stood material.

. Aead the misunderstood paragraphis)
several fimes aloud to better understand
the meaning.

Refer to your notes for a better explana-
tion of the misunderstood material.

- Refer fo another texthook or use compu-
ter software to expand the explanation of
the misunderstood material.

Define what yvou do not understand and
call your study buddy for help.

- Contact your tutor or instructor for help in
understanding the material.
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STEPS FOR DOING YOUR
MATH HOMEWORK

. Review the texibook matarial that relates

to the homework.
Raview your lecture notes that relate to
the homework,
Do your homework as naatly as possible,
Write down every step of the homework
problems.
Understand the reasons for doing each
set of the homework problems — do not
meamaorize how to do the problems.
If you do not understand how to do a prob-
lem, follow these sfeps:
A. Review the textbook material that
relates to the problam.
B. Review the lectura notes that
relate to the problem.
C. Review any similar problems,
diagrams, examples or rules that
axplain the misunderstood material.

(continued on 10)
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STEPS FOR DOING YOUR
MATH HOMEWORK

(continued from 9)

D. Refer to another math textbook,
math computer software, or math
video to obtain a better understand-
ing of the matarial.

E. Call your study buddy.

F. Skip the problem and contact
yvour tutor or math instructor as soon
as possible for help.

7. Always finish your homework by success-
fully completing problems. Even if you get
stuck, go back and successfully complete
previous problems before quitting.

B. After finishing your homework assign-
ment, recall to yourself or write down the
most important learned concepts.

9. Make up note cards containing hard to
remember problems or concepts.

10. Do not get behind in your math homework
aven If you have to do homework every
day!
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TRANSLATING ENGLISH WORDS
INTO ALGEBRAIC EXPRESSIONS

ENGLISH WORDS

Ten mora than x

& numbear added to 5

A number increased by 13

2 lass than 10

A number decreased by 7

Differance between x and 3

Difference between 3 and x

Twice a number

Ten percent of x

Ten times x

Quotient of x and 3

Cuotient of 3 and x

Five 15 three more than
a4 number

The product of two times a
number is 10

One half 2 number is 10

Five times the sum of x and 2

Seven is greater than x

Five times the difference of a
number and 4

Ten subtracted fram 10
times a number is that
number plus 5

Tha sum of 5x and 10 is equal
to the product of x and 15

The sum of 2 consacutive
integers

The sum of 2 consecutive
even integers

The sum of 2 consecutive
odd integears

ALGEBRAIC EXPRESSIONS

x + 10
Ll
X+ 13
10=5
A==
e
3—x
2%
J10x
10x
'3
STh

D=x 4+ 3

2% =10
xf2 =10
5{x + 2}

=

5{x — 4)

10x—=10=x+5
ax + 10 = 15x
(x) + (x + 1)
(¥) + (x + 2)

[x) 1 {x 4+ 2)
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STEPS FOR TAKING
AN OBJECTIVE TEST

. Survey the entire test.

Raad the directions carelully, making sure
you understand exactly what is expected.
Determine the point value for each ques-
tion. Find out if you are penalized for
guessing. If not, always guess and do not
leave any questions unanswered.

Read each question carefully, underlining
key words.

Don't read into questions what is not there.
Pass over the difficult or debatable ques-
fions on your first reading and then come
back after completing those of which you
wera sura,

U'sa information from other questions.

If you know you made an error, change
your first answer. If it is just a guess, keep
yvaur first impression.

Ask the instructor for clarification if you
have specific questions. Spot check every
fifth guestion for accuracy if you are using
a computer-scored answer sheet.

Raviaw your tas! for careless arrors.

MULTIPLE CHOICE TESTS

Anticipate the answer and then look for it.
Read all the alternatives before answering.
{continued on 14)
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14.

15.

16.

14

(continued from 13)

When your anticipated answer is not one
of the options, discard it and concentrate
on the given ones systematically. Cross
out options that are clearly wrong. Be sure
your choice fits the stem axactly.

When two or more options look correct,
compare them with each other. Study
them to find out what makes them differ-
ent. Choose the more encompassing or
longes! option unless the guesfion re-
quiras a speacific answer.

TRUE-FALSE TESTS

In all questions, especially the true-false
typa, look for specific determiners. Words
such as rarely, usually, sometimes, and
seildom allow for exceptions: never, al-
ways, no and all indicate no exceptions.
Mark statements true only if they are truse
without exceptions. If any part of the
statement is false, the whole statement is
marked false.

MATCHING TESTS

Stay in one column of a matching test
(usually the column with definitions) and
work backwards to find the words or sym-
bol that match. Be sure to find out if the
answers can be used more than once.
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ANSWERING AN ESSAY TEST
WITH SEVERAL QUESTIONS

. Do a memory data dump.

Read all the fesf guestions and underline
the important words.

As vou read each guestion, write down
key words relating to the answer that
immeaediately comes into your mind.
Devalop a test prograss schedule.
Answer the easiest question(s) first.
Expand the key word outline bagun in
Step 3.

Organize the outline,

Write the answaer.

Go to next easiest question and proceed

to Step 6.
Review all test gquestions.
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KEY WORDS ON ESSAY TESTS

COMPARE — Look for similarities and differ-
ences between the things mentioned.
CONTRAST — Stress the dissimilarities.
DEFINE — Give a brief and accurate definition
of the item.

DESCRIBE — Teall the primary characteristics
of a situation or retell the important elements
of a story.

DISCUSS — Be analytical. Give reasons, pro
and con,

EVALUATE — Give both the positive and neg-
ative sides of the 1s5ue or topic.

EXPLAIN — Give the reasons or causes for be-
ing as it is.

ILLUSTRATE — lUse examples. |f appropriate,
draw a diagram.

JUSTIFY — Give your reasons for the conclu-
sions you have reached.

LIST — Give an itemized list; number the items.
PROVE — Give factual evidence, including logi-
c¢al or mathematical proof as appropriate.
REVIEW — Give a summary and commeant on
important aspects of the question.
SUMMARIZE — Give a summary without com-
ment or criticism.

TRACE — Describe the progress or causes of
some historical happening.
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6 TYPES OF
TEST-TAKING ERRORS

Misread direction errors — these errors
occur when you skip directions or misun-
derstand directions but answer the ques-
tion or do the problem anyway.
To avoid this type of error, read all the
directions.
Careless errors — mistakes made which
can be caughtautomatically upon review-
ing the test.
To avoid this type of error, watch for
simple mistakes carefully as you review
the test.
Concept errors — mistakes made when
you do not understand the properties or
principles reguired to work the problem.
To avaid this fype of error in the future,
you must go back to your texthook or
notes and learn why you missad the
problems.
Application errors — mistakes that you
make when you know this concept but
cannot apply it to the problem.
To reduce this type of arror, you must
learn to predict the type of application
problems that will be on the Test.

(continued on 18)

£15989 by Academic Success Press, Inc.



18

6 TYPES OF
TEST-TAKING ERRORS

[continued from 17)

5. Test Procedure errors — mistakes that

you make because of the specific way you
take tests, such as;

a. Mizsing more guastions in the
1st-third, 2nd-third or last third ol
g test.
Ifyvou find that you miss more questions
in & cartain part of the test consistantly,
use your remaining ftest time to review
that part of the test first.
b. Not completing a problem to its
last step,
To avoid this mistake, review the last
step of a test problem firgt, before
doing an in-depth test review,
¢. Changing test answers from the
correct ones to incorrect onaes,
If you are a bad answer changer, then
write on your fest “Don’t change an-
swers.” Only change answers if you can
prove fo yourself or to the instructor
that the changed answer 15 correct,
d. Gefting stuck on one problem
and spanding oo much time.
Set a time limit for each problem before
moving to the next problem.

(continued on 19)
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6 TYPES OF

TEST-TAKING ERRORS
(continued from 18)

e. Rushing through the easiest part
of the test and making careless errors.
If you do this often, after finishing the
fest review the easy problems first, then
raview the harder problems.
f. Miscopying an answer from your
scraftch work to the test.
To avoid this, systematically compare
yourlast problem step on scratch paper
with the answear on the lest,
g. Leaving answers blank.
Write down some information or try at
least to do the first step.
fr. Not following the ten steps to
battar test-taking.
Deviating from these proven ten steps
will cost you points!

6. Study errors — mistakes that occur when
you study the wrong type of material or do
not spend enough time studying pertinent
material.

To avoid these errors in the future, take
some time to track down why the errors
occurred so that you can study more
effectively the naxt time.
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