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1. Click the Build tab.  

2. Click the Content Inventory tab.  

3. Click Assessments.  

4. Click Create Assessments.  

5. For "Title," type in the title of the 
assessment.  

6. For type, select Quiz, Survey, or Self 
Test.  

7. Click Save and Add Questions.  

8. For Add, select Add existing questions to 
add questions in the same order for all 
students; select Add a Question Set to 
add a set of randomized questions (note 
that all questions in the same set must be 
worth the same amount of points; also 
note that from here you can also create 
new questions on-the-fly) 

9. Click the Go icon.   

10. Select the questions you want to add to 
your quiz by clicking on the box to the 
left of the question title.  

11. Click Add Selected  

12. Set desired points for each question and 
click Update Total at bottom. 
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Once you have created this item: 

1. Access the quiz, survey, or self test in 
the Assessment tool that you want to make available.  

2. In the upper right hand corner, under Availability, toggle the word NO to YES.  

3. In the upper right hand corner, click Edit Settings.  

4. In the Dates Available area, choose to open and close the quiz at specific dates and times.  Note: Even though 
you have made the quiz available, students will not be able to view it until the specified open date. 

5. Decide: from where do you want the students to access the Assessment? There are 3 options: 

A. Go to Build tab and click on Assessments to add an Index of ALL assessments to the Course Menu  

B. Go to Build tab and click on “Add to Homepage” or “Add to Organizer”; choose to add an Assessment 

C. Go to Build tab and click on a Learning Module, click “Edit”, choose to add an Assessment 
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IF you want to open the assessment only to your Demo student: 

1. Access the quiz, survey, or self test in the Assessment tool that you want to 
make available to only you. 

2. In the upper right hand corner, under Availability, toggle the word NO to 
YES.  

3. In the upper right hand corner, click Set Release Criteria  

4. Select “Member” as your criteria 

5. Check the box next to the student named “Demo Student” 

6. Click Save 

7. Your criteria should appear listed 

8. Click Save again 

9. In the upper right hand corner, click Edit Settings.  

7?/�In the Dates Available area, choose to open and close the quiz at specific 
dates and times.  Note: Even though you have made the quiz available, 
students will not be able to view it until the specified open date. AND since 
you also added the extra selective release—only you the “Demo Student” 
can access it during those dates!�

77/�Click on the Student View tab and take the test.�

79/�View the results as a student (if that was allowed in your settings)�

7:/� View the submission from the Teach tab, Content Inventory, Assessments, 
submissions option�

7;/� See if it graded correctly; try updating changing the grade�

15. Return to Student View and click on Grades to see if you indeed can see 
the grade as released 
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