
 



Quizzes 
 

CREATE A NEW QUIZ  
 
Click on Assessments on the course navigation bar. 
 
Select Quizzes from the dropdown menu. This will take you to the Manage Quizzes 
page. 

 
Select the New Quiz Button. 
 

 
Name your quiz in the box provided. 
 

 
 
Click Save and Close.  
 

Note: New quizzes can also be created using a software program called 
Respondus 4.0.  Contact the Help Desk for more information and a tutorial. 



ACCESSING THE EDIT QUIZ AREA   
 
From the list of quizzes in the Manage Quizzes Area, click on the title of the quiz you 
wish to edit.  
 

 
 
PREVIEW A QUIZ  
 
At the very top of the Edit Quiz page, click the dropdown arrow at the end of the 
quiz title. 
 
Select Preview from the dropdown menu.  
 

 
When you have finished previewing the quiz, click Exit Preview  
 



EDIT A QUIZ  
  
Note: You will notice a series of tabs at the top of the Edit Quiz page some of which 
include Properties, Restrictions, Assessments and Submission Views.  Each tab gives 
you a set of tools to modify or edit your quiz.    
 
QUIZ PROPERTIES TAB  
 
You can change the name of your quiz by typing a new name in the Name textbox 
editing Quiz. 
 

 
 
Click Save.  
 
 
Create New Questions 
 
Click on Add/Edit Questions. 
 

 
 

  



Click dropdown arrow next to the New button, choose the question type and build 
your question. 
 

 
 
 
 
 

  



Edit Questions 
 
Click on the Add/Edit Questions button. 
 
Click on the title of the question you wish to edit.  
 
Make your changes by typing in the spaces provided.  
 

 
 
Click Save.  
 
Note: If there is more than one copy of a question in the course, you will be asked 
to which copies you would like the changes to apply. Check the boxes accordingly 
and click Save.  
 
  



Edit Point Values for a Quiz  
 
Click on the Edit Values button.  
 

 
 
Edit point values by typing in the spaces provided.  
 

 
 
Click Save.  
 
  



Create a Random Question Pool 
 
Click on the Add/Edit Questions button.  
 

 
 
Click New and select Question Pool from the dropdown list.  
 

 
 
 
Type a name in the Question Pool Title textbox.  
 

 



Type in the number of questions to select and the Points per Question.  
 

 
Click the Browse Question Library Button. 
Select the Questions to be added to the pool.  
 

 
 
Click Add and then Save, to return to the Edit Quiz page.  
 
Click Save and Close.  
 
  



QUIZ RESTRICTIONS TAB  
 
Under Status, select Active or Inactive from the dropdown list. 
 

 
 
Under Due Date, set a period in which the quiz will be available to students or leave 
the boxes unchecked if you want it always available. 
 

 
 
 
  



Under Timing, set a time limit for the quiz by entering the number of minutes and 
checking the boxes next to enforced and show clock. 
 

 
 
Under Special Access, change availability for students who need to write at a 
different time. 
 

 
 
Click Save  
 
 
  



QUIZ ASSESSMENT TAB  
 
Assign a Grade Item from the dropdown list properties.  
 
Check the box next to Allow Automatic Export to Grades.   
 
Check the box next to Allow Attempt to be Set as Graded Upon Completion 
(*except for quizzes with long answer questions).  
 
Set the number of Attempts Allowed from the options on the dropdown list.  
 
In the case of multiple attempts, set the Overall Grade Calculation from the options 
on the dropdown list.  
 

 
 
Click Save.  
 



QUIZ SUBMISSION VIEWS TAB  
 
Click Default View (Not the Add Additional View button).  
 

 
 
Under Show Questions, select the radio button next to Yes. Under Yes, select the 
radio button next to Show all questions with user responses.  Check the boxes next 
to Show question answers, and Show question score and out of score.  
 

 
 
Click Save.   
 



RESET A QUIZ ATTEMPT  
 
Click on the dropdown arrow next the quiz name. 
 
Select Grade from the dropdown menu. 
 
 

 
 
 
Check the box next to the student’s attempt you wish to reset. 
 

 
 
 
 
 



 
Click on the Trashcan icon near top of the page. 
 

 
 
When asked to confirm you wish to reset attempt, click Yes.  
 
Click Save and Close. 


