
Create an assessment 

Create an Assessment  

Click on the Assessments link at the top of the page. If you've not created an assessment before, the 

list is empty, so just click on the Add link at the top. 

The Edit Assessment page appears. 

 

At the top of the page, give your assessment a title. This can be changed later, if you wish. Add 

instructions (optional).  

To create your assessment you add questions from the question pool to parts. Some simple 

assessments (quizzes, tests, assignments) will have only one part. In other cases, you may wish to 

add several parts to your test. Or, one part can be used for a complex assessment, calling all your 

pools!  

There are two ways to add parts: select manually and random draw.  

We'll discuss how to add parts in a bit. 

Once parts have been added, the total number of questions on the exam and how many points the 

exam is worth will show right above the Done button. 

At the very bottom of the page is assessment ID and history information. This can be useful when 



comparing different copies of an assessment.   

Add Part - Random Draw  

The Random Draw option allows you to add a part that draws a different set of questions from your 

pools for each student. If the assessment is set up so students can attempt multiple tries, they will 

not get the exact same random draw questions each time they take the test. 

To add a Random Draw part to your test, click on the Random Draw link on the Edit Assessment 

page (circled in blue in first picture above). 

The Edit Part page appears. Part Title and Instructions are optional - if you want your parts to have 

titles and instructions, add the information; if not, leave these components blank. 

In the Select questions from pool(s) area, all the pools in your course site are listed. To the right of 

the pool title is a column which shows how many questions are available in each pool. Other 

columns show how many points questions are worth and their difficulty. Note that you can sort by 

pool title and points. 

In the box to the left, add how many questions you'd like to draw from each pool. Don't go over the 

number of questions that are available in the pool or you will get a warning. 

Click Done at the bottom of the page after making your choices. 

 



Add Part - Manual Select  

The Manual Select option allows you to add a part where you can choose particular questions you 

would like ALL students to get. 

To select questions manually, click on the Manual Select link on the Edit Assessment page. 

The Edit Part page appears. Part title and Instructions boxes are optional - if you want your parts to 

have titles, add the information, if not, leave this blank.  

Click the Select Questions link to view a list of all questions in all your pools. 

The Select Questions page appears. 

 

Check the box next to a question you want to be on the exam for all students. 

If you're not sure if it's the question you want for sure, click on the little page with magnifying glass 

icon to view the entire question. Click Return on that page to return to this list of questions. 

If you have too many questions in your pools, you can narrow down by using the sort feature and 

sort your questions by pool, question type, point value, or even alphabetically, by question. To sort, 

click on the header row of the question, pool, type, or points.  

Another, more efficient way to find questions quickly is to use the filtering provided. Look at the 

drop-down menu and select the pool from where you want to select questions from manually. 

Additionally, choose the type of question you want (i.e. multiple choice or essay). The software will 

shift through all your questions and will display just those that match your criteria. You are now 

ready to browse through them and make your selections.  

Once you've selected manually all the questions you want, click the Done button at the bottom of 

the page. 



You're returned to the Edit Part page. The questions you've selected are listed. 

Click Done at the bottom of this page to return to your list of all parts on the Edit Assessment page. 

 

Overdrawing Questions from Pools 

OOPS! At some point you may 

end up seeing the yield sign next to 

a part. 

This is because you've chosen 

more questions from a pool than 

there are questions in that pool. It's 

warning you that you need to fix 

something, and the logical place to 

do so is in the Random Draw pool. 

When you created the pool from 

random draw earlier, it told you 

how many questions were 

available. But then when you went 

in and chose questions manually, it 

allowed you to select the questions 

from a pool you wanted. If you 

ended up choosing a set number of 

questions manually, there may not 

be enough left for the random-

draw number that you chose 

earlier. 

 

 



The solution is to go into the Random 

Draw pool that has the yield sign, and 

change the number of questions from 

the pool. The number of available 

questions from that pool is showing 

how many questions are available 

minus the questions selected 

manually. So don't go over that 

figure. It basically tells you how many 

are available to draw from randomly.  

 

You can always add a part where you 

select manually questions first, and 

then add a part where you choose 

random draw questions; it will tell 

you what your limit from that pool is. 

  

Finish Creating an Assessment 

After you've added one or more parts and selected questions, you're done. 

Click on the Done button at the bottom of the page to return to your list of Assessments. You will 

set the dates of the assessment, and publish it from that page. 

 



 

Set Dates  

You can set open and due dates for your exams either from the Assessment List, as shown to the 

right, or within Publish Settings, (see next section). 

To set dates on the Assessment List page, click on the calendar widget to the right of the date box. 

Enter the time and then click on the date. After setting all the dates you want to set, be sure to click 

the Save button at the bottom of the page. 

 

Alternatively, (but more work), you can type directly into the date box in this format: 

Jan 1, 2008 1:00 AM  

Month Day, Year Hour:Minute AM/PM 

 


