
 

 

Giving Learners Special Access to a Quiz 
Why Do I Need This Workflow? 

Online, blended, and traditional learning environments all face the challenge of assessing learners fairly and 

effectively. Special Access allows instructors or facilitators to adjust assessments for individual learners by 

providing extra time, additional attempts, or extended deadlines. This is typically used when specific needs or 

extenuating circumstances arise. 

 

Workflow Steps:  
Step one:  
Click Assessments in the navbar, then select Tests. Next, click the drop-down arrow next to the test/quiz you 

would like to edit, then select Edit from the menu. 

 



 

 

Step two: 
Open the Availability Date & Conditions tab, then select Manage Special Access.   

 
 

Step three: 
Select Allow selected users special access to this quiz, then click Add Users to Special Access.  

 
  



 

Step four:  
Add the desired Special Access Properties, then scroll down to the Users section, and check the box next to 

the student’s name. Select Save. 

 
 

Step five: 
Select Save and Close. 

 
  



 

Check for Success: 
Once finished, return to the test or quiz and open the Availability Dates & Conditions tab. You will see a key 

icon along with the number of students who have Special Access applied. 
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