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clickUP tests 

If you use clickUP tests to replace semester tests or exams, follow the advice below to enhance the 
quality of questions and security of your question banks.            

1. Do not let students who have never before written a clickUP test, write it first for a high 
stakes assessment. Always do a pilot with the class in the form of a short practice run that 
counts for a mark or two. Use the test to get feedback on the problems they may experience.

2. Advise students to use either a laptop or a desktop computer where possible.
3. Send an announcement from clickUP to inform your students of the test, as well as the date 

and time the test will be available.
4. Give clear instructions where your students can find the test in the clickUP module.
5. If you have students with special needs who need more time to write a test, use the           

Test Availability Exceptions to select those students and the additional time required. 
6. Provide your contact details to students so that they can contact you should they experience 

any problems with the test. This will enable you to resolve the problem the student is 
experiencing.

7. clickUP provides 17 question types. Most of these are objective assessment questions, which 
require attention to technical detail when setting the questions. Refer to the Objective 
Assessment Guidelines to ensure your questions are set at a high standard.

8. SAVE TIME CREATING QUESTIONS: Install the Respondus programme from the link in clickUP 
Home to import your questions typed in MS Word into clickUP. Remember to randomise 
your answer options in Respondus already.  Find support here. The quickest way to get your 
questions imported is to use the Save pool to local file option in Respondus.

9. Import your questions first into a POOL to reuse them easily for different tests.
10. Create a test. PAY CAREFUL ATTENTION TO THE SETTINGS WHEN YOU SET UP THE TEST. See 

next pages for detail.
11. If a test is used for exam purposes, hide the grade center column from the students view.
12. TAKE NOTE:

Possible challenges: Proposed solution 
Students can use the Alt+Tab keys to 
go to other websites/clickUP to find 
information. 

• Set higher cognitive level questions that do not rely on
recall only.

• Limit the time available for students to write the test.
(Keep in mind that if a student does not have proper
internet access, the speed of delivery might be slow )

• Use alternatives to clickUP tests
Students can copy your questions 
from the screen. 

• Use a large question pool, and randomise the
questions and/or answer options.

• Set the test to use only a subset of the larger pool
during a test.

• Limit the time available for students to write the test.
• Display the questions One at a time to make it difficult

to copy questions.
• Use alternatives to clickUP tests

https://help.blackboard.com/Learn/Instructor/Tests_Pools_Surveys/Test_and_Survey_Options#test-availability-exceptions_OTP-4
https://en-us.help.blackboard.com/Learn/Instructor/Tests_Pools_Surveys/110_Resolve_Issues_With_Tests
https://en-us.help.blackboard.com/Learn/Instructor/Tests_Pools_Surveys/110_Resolve_Issues_With_Tests
https://en-us.help.blackboard.com/Learn/Instructor/Tests_Pools_Surveys/040_Question_Types
https://clickup.up.ac.za/bbcswebdav/xid-70867673_1
https://en-us.help.blackboard.com/Learn/Instructor/Tests_Pools_Surveys/070_Reuse_Questions/030_Question_Pools
https://en-us.help.blackboard.com/Learn/Instructor/Tests_Pools_Surveys/010_Create_Tests_and_Surveys
https://clickup.up.ac.za/bbcswebdav/institution/clickup_help_site/help%20files/pdf/grades/gc_hide_show_columns.pdf
https://clickup.up.ac.za/bbcswebdav/xid-74396347_1
https://clickup.up.ac.za/bbcswebdav/xid-74396347_1
https://eduvation.up.ac.za/staff/index.php/assessment/215-tests-use-msword-respondus
https://clickup.up.ac.za/bbcswebdav/xid-74270523_1
https://clickup.up.ac.za/bbcswebdav/xid-78439910_1
https://eduvation.up.ac.za/staff/index.php/assessment/215-tests-use-msword-respondus
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Test option settings Semester test Formative assessment 

Yes Yes 

No No 

NO multiple attempts You may have multiple 
attempts.  
Then select which score is 
captured in the Grade Centre 
 

NEVER select force completion NEVER  select force 
completion 

Set the timer if students have 
to practice a skill like working 
fast. 

Always set the timer .

Auto-Submit should be ON so 
that the test will submit 
automatically when the time 
expires. check the Timer and not 
the due date.  View the Test 
auto submit video with the 
implications of this should 
students start their test late

Auto-Submit should be on so 
that the test will submit 
automatically when the time 
expires. 

Set the date & time that the test 
should be available to students. Only 
give them enough time to do the 
test as in an invigilated test, and let 
everybody write it at the same time. 

Set the date & time that the 
test should be available to 
students. It can be open for 
several hours or days. 

X 
 

Rather create an announcement 
separately from the Announcement Tool 

https://www.youtube.com/watch?v=KRwNmzOF2Gg&feature=youtu.be
https://www.youtube.com/watch?v=KRwNmzOF2Gg&feature=youtu.be
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Test option settings (Continued) Semester test Formative assessment 

Add the date and time. Note the 
total writing time allowed 

Add the date 

Always tick not to allow students 
to start the test if due date has 
passed 

Always tick not to allow 
students to start the test if due 
date has passed 
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Semester tests: Keep All Answers
deselected to protect your 
questions from being displayed 
to students. 
Exams: 
Do not select any options in this
field for summative
assessments

. 

Add ticks to what should be 
displayed if the test is being 
used for formative 
assessment. Score per 
question must be deselected.
Select When the
feedback should be made 
available

Display questions one at a time 
If a test is interrupted while the 
student is writing, they will be 
allowed to continue from the 
question they were at, without 
being able to go back to previous 
questions. 

Display questions one at a 
time 

Select Prohibit Backtracking, to 
prevent students from viewing 
previous questions and change 
their answers. 

Select Randomize questions for 
each student to receive their 
questions in a different order. 

You can decide if this is 
necessary 
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I need to make the test available again 

Test availability settings for students needing a second chance Formative assessment 
Click on the action link. 

Select Adaptive Release. 
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Make sure that the date restriction options are 
deselected. 

Under Membership, click on Browse. Select the 
students who needs access to the test again and 
Submit. Click on Submit again. 

Alternatively, if a large group of students need 
access to the test, enrol them into a group, and 
then select the name of the group in the Course 
Groups table. 
Create a Single Group, Manual Enrol: https://en-
us.help.blackboard.com/Learn/Instructor/Interact
/Course_Groups/030_Create_Groups 
Ask your Instructional designer for help to batch 
enroll large numbers of students. 

Click on the action link again, but select Edit the 
Test Options. 

https://en-us.help.blackboard.com/Learn/Instructor/Interact/Course_Groups/030_Create_Groups
https://en-us.help.blackboard.com/Learn/Instructor/Interact/Course_Groups/030_Create_Groups
https://en-us.help.blackboard.com/Learn/Instructor/Interact/Course_Groups/030_Create_Groups
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Under Test Availability, select the dates and 
times that the test must be open. 

Go to the Grade Center and navigate to the 
column in which the test’s results are listed. Click 
on the name of the column to sort it. Then: 

• Are there dashes (--) in the cell of the
student who needs another attempt? The
process is complete.

• Is there a yellow circle with an
exclamation mark in the cell? Click on the
action icon, select the Attempt. Click on
Save and Exit. A mark should appear in
the cell.

• Is there a mark, but the student needs to
redo the test? Click on the action icon and
select Attempt. Click to open the Test
Information. Click on Clear Attempt. Click
on Save and Exit.



8 

University of Pretoria, Department for Education Innovation 

Should I set the dates in the Test Options or Adaptive Release? What is the difference? 

• The Test Option dates is the time that the test is available for the students to complete it. The
test will always be visible, but the students cannot open it outside the time you have selected.

• The Adaptive Release date is the time during which the test link is visible for students in
clickUP. Once the time is over, the test will disappear for students and only you can access it.

It is suggested that you rather use the Test Options to set the dates, because it is part of the process 
when creating the test. Setting the dates on Adaptive Release is a more advanced functionality and 
should be used with caution. 


