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Creating Assessments 

 

Step 1: If the Assessments button is not visible on the Course Tools menu click on Manage Course 

from the Designer Tools menu and then select Tools. From the Tools list check the box next to 

Assessments and then scroll down on the page and click Save. 

 

Step 2: Click on the Assessments button on the Course Tools menu and select Create Assessment: 

 

 
 

The Create Assessment window will appear and allow you to enter a title and description. The 

assessment will be hidden by default and will not be visible until you add questions and then release it 

by setting assessment properties or release criteria. We’ll cover how to do this later in the document.  

 

 
 



CITE Lab - Bristol Community College 1/20/07 2 of 4 

Once you click Save you’ll be taken out to the main assessments area and you should see your 

assessment listed.  

 

 
 

Step 3: Adding questions to an assessment 

 

To add questions to an assessment click the Add to Assessment button and select either Existing 

Questions or Question Set.  

 

 
 

Q: What is the difference between Existing Questions and Question Set? 

 

A: Question Sets can be randomized for each attempt. Some departments include all of their quiz 

questions in a single question set so that each student who takes the exam is presented with the questions 

in a random order. If you don’t mind all questions appearing in the same order for all students then you 

can just add Existing Questions to the Assessment. 

 

If you have questions which option to choose and why – contact the CITE lab! 
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Regardless of whether you select Existing Questions or Question Set the next screen you are presented 

with will look the same.  

 

Check the boxes next to the questions you want to add and then click the Add Selected button. You can 

add multiple questions at a time to an assessment. 

 

 
 

You’ll be taken back to the assessment and you should see the list of questions you have added. You can 

adjust the points for each and update the total for an accurate point count.  

 

 
 

Once you’ve updated the total it’s time to Edit Properties in order to specify release criteria for the 

assessment.  
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A new window will open that will allow you to specify how you want your assessment to be delivered. 

 

 

 
 

 

 

 

 

 

 

 

 

 
 

Once you’ve set all the properties click the Save button at the bottom of the page and the assessment is 

ready to go! 

We recommend opening up the assessment 

in a new browser window (it is selected by 

default). This way there is no chance that 

the student might hit the back button by 

mistake – thus terminating their attempt 

before they’ve submitted it. 

You can specify how long students have to 

take the assessment. The system will 

actually “count down” the remaining time 

in the test window so students know 

exactly how much time they have left.  

Because students may not be comfortable 

taking assessments online some faculty 

members will give their students two 

attempts with just a minute or two in-

between. If students are accidentally 

bumped out of the exam they’ll be able to 

get back into it again but only if they do so 

within the allotted time.  You’ll notice that 

you can also randomize questions for each 

attempt (highly recommended). 

The easiest (and best) way to make an assessment 

available is to modify the Dates Available settings. 

This way you don’t have to worry about 

showing/hiding the quiz nor about selectively 

releasing it. Just set the dates and times and that’s it! 


