
 
 

Using the Quiz Tool in WebCT 

 
1. Adding the tool to your course 

• From the Control Panel, click Add page or tool 
• Add Quizzes/Surveys 

 

 
 

o Enter a title 
o Select where to have the icon displayed 
o Click Add 

 

 
 
NOTE: You only need to add the quiz tool to the course ONCE, then 

you will add all your quizzes to this one page. 
 

2. Adding a quiz to the tool 
 

• From the Quiz page, click Create quiz. 
 

 
 
 



• Give a title to the quiz. Click Create. 
 

 
 

• The quiz will now be listed on the Quizzes/Surveys screen. Click the radio 
button in front of the quiz. Select the Edit button.  

 

 
 
3. Adding questions to your quiz 
 

• The screen will now read that no questions have been added yet. Click on 
Add questions  

 

 
 

 
• The Question Browser (database) screen opens. 

 



• The Question Database has all the questions you have created for your 
quizzes and surveys. They are organized in folders according to the category 
names that you create. You can select from these questions or you can 
create new questions one at a time. See the About the Question Database 
handout for more details on working with the Question Database. 

 
 

• Select type of question from Question type drop down box 
o Multiple Choice 
o Matching  
o Calculated 
o Short answer 
o Paragraph 
 

• Click Create button 

 
 

Refer to the Creating Quiz and Survey Questions handout for 
details on creating each type of question. 
 

• After creating all your questions, Add questions to quiz 
o Click in checkboxes in front of questions 
o Click Add Selected button at bottom of screen 

 
 
 

 
 



• Assign points to questions 
o Type values into boxes 
o Click Update total 

 
 

• You can rearrange the question order 
o Click in the checkbox in front of the question 
o Move up or down in order 

 Select number of lines from drop box 
 Click Go 

 

 
 

• Preview the Quiz 
o Click on Preview Quiz button 
o NOTE: This lets you see how the test looks. To actually take the test 

and see if it works properly, you will need a student identity. 
 

 
 
Refer to the Editing Quiz Settings handout to Release the quiz to 
your students 
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