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Creating tests in clickUP
1. Create a content area from where the test will be accessible
e Content Areas are the top-level course areas. They are created and managed on the
Course Menu.
Ensure Edit Mode is ON
1. Point to the plus sign above the Course Menu. The Add Menu Item drop-down list appears.

2. Select Content Area
3. Type a Name for the new Content Area.

4. Select the Available to Users check box. Content Areas can be created ahead of time, made
unavailable, and then made available at the appropriate time.

5. Click Submit. A link to the new Content Area appears on the Course Menu.

Result

¢ A newly created Content Area is an empty container. Click the link to the Content Area to
access it.

e Next, point to any of the functions in the Action Bar to create content.
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2. Creating the test
e Click on “Assessments”

e Click on “Test”

e Click on “Create”

e Type the name of your test, e.g. “Unit 1 Quiz”

e Add any Instructions for students in the “Instructions” box.
e Click on “Submit”.

3. Adding questions

Click on the “Re-use Question” button.

Click on “Find Questions”.

Select the name of the pool from where your questions are located, e.g. “Unit 1 Quiz”.

To select all the questions in the pool, click on the box to the left of “Question Text” to select

all your questions.

Click on “Submit”

e Check the points per question. If the system has defaulted the points to “10” marks per
question, and should be “1”, click on “All” to select all your questions and type “1” for the
point allocation for each question. The total value should equal the number of questions
you have.

e Click on “Update”.

e Place your questions in the correct order if they are not ordered correctly. This is done by
moving the arrows to the left of the question (drag) and dropping the question in the
correct location.

e Click on “OK” to accept the questions.

e The “Unit 1 Quiz” should be highlighted in blue.

e Click on “Submit”.

4. Adding the settings for the test

e Complete “Test Options” for the settings on the test.
e Click on “Submit”.

5. Test the test by clicking on the link to the test
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6. Editing the test or questions

e To edit the settings for the test, click on the action link next to the name of the test and click
on “Test options”.

e To edit the question for the test, click on the action link next to the name of the test and
click on “Questions”. If you need to edit or add instructions for the survey, click on “Edit
canvas” at the top of the screen.

7. Accessing the test results from the Grade Center

Reports on surveys are available in the Grade Centre on the Control Panel on the LHS menu of
your screen.

When you open the Grade Centre, you will see the column you created for your survey.

Click on the action link to the right of the column title.

From this menu, you will be able to draw results.

1. Click on "Attempt statistics" to receive the statistics of the test, including how many students
selected each option.
2. Click on "Download results" to receive the raw data of results.

A wealth of information on the Grade Centre is available on our help web site at the

following URL.: Ittps://eduvation.up.ac.za/staff/index.php/grade-centre
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