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Creating a Test 

 
1. Select the content area you wish to create your test in from your course 

menu.  
 

 
 
2. From the drop down menu on the Create Assessment button, select 

Test. 
  

 
 

3. Select Create to begin creating a new test. 
 

 

Step 1 

Step 2 

Step 3 
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4. Give your test a name and add a description and/or any instructions for 

your students. 
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5. Select Submit when you are finished adding the Test information. 
 

 
 

 
6. Add, modify, and remove questions using the Test Canvas. Select a 

question type from the Create Question drop down menu. In this 
example, we will be using a Hot Spot question. 
 
 

 
 
 
 

Step 6 
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7. Add the question text, and then set the point value.  Select Browse for 
Local File to upload your file from your computer. Then select Next. 
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8. Select the area of your image to match the question by dragging your 
mouse over the correct coordinates. When you are finished, select 
Submit. 
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9. You have the option of inserting any feedback for correct and/or 

incorrect answers. 
 

 
 

10.  When you are finished, select OK. You will see a banner that says 
“Success: Question saved.” 
 

 
 

 
 
 
 
 
 
 

Step 9 
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11. The Add Test page will allow you to select a test from the list. After you 
have selected a test click the Submit button.  
 

 
 

12.  A page with a number of options will appear.  Scroll down to Test 
Availability select Yes to make the link available. Fill out the options 
based on your unique preferences.   
 
 
 

 

 

 

 

  
 
 
 

Step 11 

Step 12 
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13.  If you want to grade the test, make sure you check Include this Test in 
Grade Center Score Calculations. 
 

 
14. Decide how you want the feedback to be displayed to students. The 

defaulted option is Score. 
 

 
15. You can also choose how you want the test to be presented by filling in 

the following options based on your unique preferences. 
 
 
 
 

Step 13 

Step 14 

Step 15 
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16. When you are finished choosing options, select Submit. 
 

 
 
 

17.  You will see a green success banner that indicates the test options have 
been edited and it is now available to students. To make changes to 
your test, you can select the drop down arrow next to the test name and 
select Edit.  
 

 
 

18. To create and edit tests that are not available to students, you must 
access the Tests, Surveys, and Pools tool through Course Tools in your 
control panel. 

  
 

 

Step 17 

Step 16 

Step 18 
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19. Then select Tests, and choose the test you want to edit. You can also 
create new tests here, too. 
 

 
 

20.  To create a new test, choose Build Test. To import a test from another 
course or content collection, choose Import Test. To edit an already 
created test, simply click the drop down menu next to the test name and 
select Edit. 

 
 

 

Step 19 

Step 20 


