
Manage a Question Pool  

Once you've created questions in a pool and click on the Done button, you return to the pool 

list, where all your questions are visible. From this window, you can add, edit, view, copy, 

move, duplicate, and delete questions. 

Add Question: You've already added questions by clicking on the Add Question link. 

Edit Question: Click on the text portion of the question to open it up for editing. You'll see 

the same window as when you added the question. 

View Question: Click on the little page icon to the left of the question text to view it as it 

will be seen during the test. You'll also see the answer key, as well as other items such as add 

reason for answer, model answer, feedback, and hints, if you added them. 

 



Copy to Pool: This feature allows you to copy a question and paste it into a different pool. 

The two are unique copies, so you can edit one version without affecting the other. 

To do this, check on the question(s) you want to copy, then on the Copy to Pool link. A page 

appears listing other pools. Select the pool you want to copy to and click on OK. 

Click on Cancel if you decide not to copy. 

 

Move to Pool: This feature is similar to copy to pool, except that it moves questions out of 

the original pool and into another pool. You are not creating copies; you are moving the 

selected items from one pool to another.  

To do this, check on the question(s) you want to move, then on the Move to Pool link. A 

page appears listing other pools. Check next to the pool you want to move to, then click on 

OK. 

Click on Cancel if you decide not to move. 

 

 

 

Duplicate Question: There may be times when you want a duplicate question, and reuse 



most of its language in the copy. 

To duplicate a question, click on the duplicate icon. It's the one at the far right of the question 

row. Immediately a second version of the question appears in the list. It is an identical version 

of the original EXCEPT it has a different ID number. You can change either question without 

affecting the other. 

 

Delete Question: As you may suspect, it's easy to delete a question from a pool. 

Check the box in front of the question, then check the Delete link at the top. 

That brings up a pop-up window asking if you're sure you want to delete the question. Click 

that Delete button and it will be gone.  

NOTE: You cannot undo deletions, so be careful when confirming deletions in the software. 

Deleted items are never to be seen again unless you type them again yourself. 

 

Sort List: You can sort the list of questions in two ways. If you want to sort them into 

alphabetical order, click the Question header at the top of that column. That puts it into A-Z 

order. Click again to see Z-A order. 



You can sort, instead, by question type. Click on the Type column header to sort questions 

into order by type of question (matching, t/f, essay, etc.) Click the header again if you want to 

see them the other way around (essay, t/f, matching, etc.) 

 

 


