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Lesson Objectives 

  

  

Create a quiz (online activity) 
 

Add content to the quiz 
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Access & Navigation 

1. Log in to GradeBook. 

2. On the Teacher Home Page, 

under Online Learning, click 

Dashboard. 

3. Click Content on the course 

to which you want to add a 

quiz. 

4. On the Content screen, click Add. 

5. Click Quiz. 

On a course’s Content screen, you 

can create folders so you can store 

quizzes by type, unit, or date. 
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Creating a Quiz 

1. On the New Quiz window, enter the 

desired name for your quiz. 

2. Click Create. 

3. On the Content screen, click the linked quiz name. 

In VirtualClassroom, a quiz is any online assignment that contains questions. 

You can use this content type to not only create quizzes, but to also create 

homework, tests, or classwork.  
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4. Optional: On the Details screen, enter Instructions for the quiz. 

5. Optional: Select a Paging Option from the drop-down list to indicate how 

the questions will display to the students. (See Adding Sections.) 

 One page: all questions display on one page 

 One page per item: each question displays on a different page 

 One page per section: if you create sections (groups of questions), 

each section displays on a different page 

6. Click Update. 

Creating a Quiz (continued) 

Any time a field in 

VirtualClassroom has the Text 

Mode button, you can click Plain 

to switch to RTF (rich text format) 

for more formatting options. 
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After the initial creation of your quiz, you can add different types of content to it: 

Questions 

Text and Resources 

Sections 

Adding Content 

Adding Questions 

Common Functionality 

True/False 

Multiple Choice 

Multi-Answer 

Fill in the Blank 

Matching 

Essay 

Math Problem 

If you want to view the activity the way it 

displays to students, you can click Preview in 

the navigation bar at the top of the screen. 



 

7 

 

 

Adding Content (continued) 

To create a quiz, add content to it on the Questions tab. The Questions tab has two 

views—the Expanded View, which displays the full text of questions and their an-

swers all on one screen, and the Reorder/Compact View, which displays a list of 

questions on the quiz and allows for reordering and bulk editing. This guide mainly 

focuses on the Expanded View, but you can view a summary of the Reorder/

Compact View below. 

Quiz Views 

Reorder/Compact View 

Click to enable 

question reordering. 

Select check boxes in rows of 

appropriate questions and 

then click the button with the 

action you want to take. 

Click this button to 

add content on a 

one-at-a-time basis. 

Click the text of a 

question to edit 

just that question. 

Return to the view that 

displays full text of all 

questions on one screen. 
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Adding Content (continued) 

The bar at the bottom of the Questions tab Expanded View contains much of the 

functionality you will need to create your quiz. See below: 

Add to Quiz Area 

Click these buttons to 

add Questions, Sections, 

and Text or Resources. 

Select the check box to show 

the answer key and de-select 

it to hide the answer key. 

Click the link to go to the 

view on which you can 

reorder and bulk edit. 

Click this link to import 

questions from the  

ProgressBook Library. 

Similar functionality is available on the bar that displays 

when you create a new section. The only actions you 

cannot take in a section are adding another section and 

switching to the Reorder/Compact View. 
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Adding Content (continued) 

All question types have a few similar items: 

Question Text field 

Points field 

Resources button 

Save button 

Common Functionality 

Question Text 

Enter the question, statement, or 

prompt in this field. 

Toggle the Text Mode to switch to 

rich text editing so you can  format 

your text the way you like. 

The rich text editor, in addition to text 

formatting options, allows you to insert images, 

videos, and audio. The WIRIS equation editor is 

also available for math problems. 
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Adding Content (continued) 

Common Functionality 

Points Field 

Enter the number of points that the 

question is worth.  

Resources Button 

Click to open the file picker window. You can 

upload files from your local machine or from 

Google Drive if your district allows it. 
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Adding Content (continued) 

True/False 

1. On the Details screen, click Questions. 

2. At the bottom of the screen in the Add to Quiz section, click Question. 

3. In the bar that displays, in the Select type drop-down list, select True/False. 
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Adding Content (continued) 

Select the radio button in the row 

of the correct answer. 

You can change the text of the response 

choices (e.g., Yes and No) in these fields. 

True/False 

Click Question Types to see 

explanations of all available 

question types 
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Adding Content (continued) 

Multiple Choice 

1. On the Details screen, click Questions. 

2. At the bottom of the screen in the Add to Quiz section, click Question. 

3. In the bar that displays, in the Select type drop-down list, select Multiple Choice. 
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Adding Content (continued) 

Select the Picture radio button to upload 

images as answer choices. 

Select check box to randomize the 

order the choices display. 

Select whether the answer 

choices are labelled with letters 

or numbers. 

Provide answer choices from which 

the students will select. 

Select the radio button in the row 

of the correct answer. 

Click the x to delete an 

answer choice. 

Add another answer a student 

can choose for this question. 

Multiple Choice 
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Adding Content (continued) 

Multi-Answer 

1. On the Details screen, click Questions. 

2. At the bottom of the screen in the Add to Quiz section, click Question. 

3. In the bar that displays, in the Select type drop-down list, select Multi-Answer. 
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Adding Content (continued) 

Select check box to randomize the 

order the choices display. 

Select the Picture radio button to upload 

images as answer choices. 

Select whether the answer 

choices are labelled with letters 

or numbers. 

Click the x to delete an 

answer choice. 

Provide answer choices from 

which the students will select. 

Add another answer a student 

can choose for this question. 

Select the check box(es) in the row(s) 

of the correct answer(s). 

Multi-Answer 
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Adding Content (continued) 

Fill in the Blank 

1. On the Details screen, click Questions. 

2. At the bottom of the screen in the Add to Quiz section, click Question. 

3. In the bar that displays, in the Select type drop-down list, select Fill in the Blank. 
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Adding Content (continued) 

Once you insert an underscore, a Blank 1 

field appears. You can insert more than 

one blank, and new blank fields appear 

each time (Blank 2, Blank 3, etc). 

Select this check box if the student’s answer must be capitalized 

the same way as the word or phrase you provide in the blanks. 

Click to add other answer options 

for the same blank.  

Fill in the Blank 
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Adding Content (continued) 

Matching 

1. On the Details screen, click Questions. 

2. At the bottom of the screen in the Add to Quiz section, click Question. 

3. In the bar that displays, in the Select type drop-down list, select Matching. 
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Adding Content (continued) 

The column to 

which students 

match response 

items. 

Add another premise 

and response pair. 

The column from which the 

student chooses an answer. 

Select one of the following for sorting 

the premises: 

Alphabetical 

As Entered 

Scramble 

Click this button to add extra responses that 

do not have corresponding premises. 

Click the pencil by Premise or Response to 

change the word that displays to the students. 

Click to remove a premise 

and response pair. 

Matching 
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Adding Content (continued) 

Essay 

1. On the Details screen, click Questions. 

2. At the bottom of the screen in the Add to Quiz section, click Question. 

3. In the bar that displays, in the Select type drop-down list, select Essay. 
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Adding Content (continued) 

Select this check box to give students 

more text formatting options. 

Select this check box to allow students to upload a 

file instead of typing a response in the browser. 

Select the file types students are 

allowed to upload. See list below. 

Available File Types  

Images 
Audio 
PDF 
Text 
Microsoft Word 
Microsoft Excel 
Microsoft PowerPoint 
 

Google Docs 
Google Drawing 
Google Forms 
Google Slides 
Google Sheets 
iWork Pages 
iWork Numbers 
iWork Keynote 

 

Add a file that you can reference when 

grading student responses to this question. 

Add text that you can reference when grading 

student responses to this question. 

Essay 
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Adding Content (continued) 

Math Problem 

1. On the Details screen, click Questions. 

2. At the bottom of the screen in the Add to Quiz section, click Question. 

3. In the bar that displays, in the Select type drop-down list, select Math Problem. 
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Adding Content (continued) 

The WIRIS editor can be used for algebra, 

trigonometry, calculus, and more.  

Enter a correct response you can reference 

when grading the activity. 

Math Problem 
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Adding Text or Resources 

1. On the Details screen, click Questions. 

Adding Content (continued) 

2. At the bottom of the screen in the Add to Quiz section, click Text or Resource. 

Click to open the file picker 

window. You can upload 

files from your local machine 

or from Google Drive if your 

district allows it. 

Enter text or switch to the RTF text mode so that 

you can insert a URL. 

A New Text or Resource area displays. 
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Adding Sections 

Adding Content (continued) 

1. On the Details screen, click Questions. 

2. At the bottom of the screen in the Add to Quiz section, click Section. 

3. Enter the relevant data, add any necessary resources, and select necessary options. 

4. Click Save. 

The only mandatory action prior 

to saving is naming the section. 

Select this check box to scramble 

the questions within the section. 
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Adding Sections 

Adding Content (continued) 

After saving, a new section displays at the bottom of this screen so that you can start 

adding questions or other content to this section of the quiz.  

Add questions and text/resources as you 

would on a quiz outside of a section. 

Edit text and options 

for the section. 

Click this button to display the 

option to delete the section. 

You can also navigate to an individual question 

screen and select a section from a drop-down list 

to add that question to the section. Just navigate 

to the Reorder/Compact View, and then click the 

text of a question to go to its editing screen. 


