
 

 

Create a New Test with New Questions 
Workflow Steps: 
Step one:  
Navigate to the Quiz tool by clicking the Assessments tab in the navbar, then select Tests from the drop-down 
menu. Next, select New Quiz. 

 
 

Step two: 
Next, add a Quiz Title. 

 
  



 

Step three: 
Select Create New, then select New Question to begin building a question. Select which kind of question you 
want from the drop-down menu. 

 
 

Step four: 
From here, fill in the information needed to create the question: Question Text and Answers. Check the 
bubble next to the correct answer.  

 



 

 

Step five: 
To randomize the answer order, select Randomize answer order. Then assign points and click Save. 

 
 

Step six: 
This will return you to the New Quiz page to continue building questions. When you’re finished creating test 
questions, scroll up to complete the settings. 
Add a Description. Select a Due Date. Under Grade Out Of, set how the quiz will be graded. From the Grade 
Out Of dropdown menu, select Edit or Link to Existing, or Add to Grade Book. 

 
 

Step seven: 
Now open the Availability Dates & Conditions tab. Add availability dates. If needed, Add Release Conditions 
and Special Access settings. 

 



 

 

Step eight: 
Next, open the Timing & Display tab. Select Set time limit and enter the allotted time. By default, the quiz will 

auto-submit when time expires, but this can be changed in Timer Settings. Under Paging, choose the number 

of questions per page. You can also restrict movement between pages and shuffle question order to help 

maintain test integrity. 

 
 

Step nine: 
Open the Attempts & Completion tab. Here you can manage how many attempts are allowed. Also, you can 
choose to be notified when a quiz attempt is made. 

 



 

 

Step ten: 
Open the Evaluation & Feedback tab. If you do not want students knowing their scores immediately, uncheck 
Auto-publish attempt results immediately upon completion. To control what students see after submitting a 
quiz (such as correct answers or feedback), choose your preferred option from the When published, display to 
learners dropdown. The Customize Quiz Results Displays option lets you release feedback at different times—
for example, no feedback immediately, but full answers later. 

 
 

Step eleven: 
If you are finished, select Save and Close. 
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