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Creating an assessment in WebCT is a three-step process that involves (1) creating a question 
database, which is a collection of questions organized in a specific order, (2) creating the assessment 
or quiz itself, and (3) inserting the questions into the quiz.  The steps are accessible by clicking the 
Course Tools Menu – Assessments.  Create Assessment | Go to Question Database 
 
The Assessments Editor provides settings that allow the instructor to set the assessment to be 
available at a specific time in the future and close at a specific time along with other options.  The 
Question Database has a variety of choices that allow the instructor to create multiple choice, jumbled 
sentence, short answer, matching, calculated, and paragraph questions.  The multiple choice, short 
answer, jumbled sentence, calculated, and matching questions can be set to be graded by WebCT.  
Paragraph questions must be graded by the instructor. 
 
The HELP MENU in WebCT provides help with whatever section you are in.  For example, if you are in 
the Assessment section and select help, Assessment help will be provided. 

 
 
 

 

STEP 1 
 

The first step in 
building an 

assessment is to 
create the assessment. 

 
1. Click Assessments on 

the Course Tools menu. 
 

 

STEP 2 
 
1. Select  

Create Assessment. 
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STEP 3 
 
1. Give the assessment a 

title and description. 
2. Provide a name that will 

appear to students in the 
Gradebook. 

3. Determine the Type. 
4. Click Save. 
 
 
 

 

STEP 4 
 
The Assessment listings 
appear. 
 

1. Click the drop-down . 
2. Click Edit Properties. 
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STEP 5a 
 

1. Title the Assessment. 
2. Provide a description. 
3. Provide a name that will 

appear in the Student 
Gradebook. 

4. Choose Assessment 
criteria and click Save. 

 
 
 
 
NOTE: 
If you check the “Disallow 
answer submission” box, 
student will not be allowed to 
submit any more answers 
once time expires. 
 
By leaving it blank, they will 
be allowed to submit the 
questions that have been 
answered after time expires. 

 

 

STEP 5b 
 
Continued... 
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STEP 5c 
 
Continued... 
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You have now built an assessment in which to place questions.  The next 
step is building a question database.   
 
Begin by clicking the Question Database button. 

  

 

STEP 6 
 
1. Click Go to Questions 

Database. 

 

STEP 7 
 
1. Select the                 

Create Category 
button. 

2. Create a category for 
questions.  This will 
allow you to group all 
Week 3 Quiz questions 
together. 

 
 
 
Creating a category per 
quiz is recommended 
because the list of 
questions will become 
unmanageable. 
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STEP 8 
 
1. Title the Category. 
2. Click Save. 

 

STEP 9 
 

1. Click the  
Create Questions 
button. 

2. Select True/False 
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STEP 10 
 True False 

 
1. Title the question with 

a descriptive or 
sequential listing      
(Wk3 Q1) 

2. Type the questions 
text as you want the 
student to view in 
plain text or HTML 
format. 

3. If you want to add an 
image, click the 
Browse button and 
locate the image on 
your computer or 
external storage 
device. 

4. Choose the Correct 
Response. 

5. Choose the category 
for the questions or 
create a category if 
necessary. 

6. Preview your question 
by clicking the 
Preview button. 
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All question types have the More Options section. Instructors can 
comment or provide additional information on an individual question.  
Enter the comment in Plan text or HTML format in the General 
Feedback text box.  This comment will appear to students when 
they view their graded assessment. 
 

The Section Designer notes are available to provide information for the designer of 
the course. 

 

  

 

STEP 11 
 Short Answer  

1. Click the  
Create Question 
button. 

2. Click Short Answer 
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STEP 12 
 Short Answer  

 
1. Title the question with 

a descriptive or 
sequential listing      
(Wk3 Q1) 

2. Type the question text 
as you want the 
student to view in 
plain text or HTML 
format. 

3. If you want to add an 
image, click the 
Browse button and 
locate the image on 
your computer or 
external storage 
device. 

4. Type the answers in 
the answer text box.   

5. Provide each answer 
with a value if 
necessary. 

6. Provide a grading 
scheme. 
a. Exact match – 

Equals 
b. Same text, any 

order – Contains. 
7. If the answers must 

be in a certain order, 
select the correct 
answer box. 

 

STEP 13 
 Paragraph 

1. Click the  
Create Question 
button. 

2. Click Paragraph. 
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STEP 14 
 

Paragraph 
 
1. Title the question with a 

descriptive or 
sequential listing      
(Wk3 Q1) 

2. Type the questions text 
as you want the student 
to view in plain text or 
HTML format. 

3. If you want to add an 
image, click the Browse 
button and locate the 
image on your 
computer or external 
storage device. 

4. *The Pre-fill answer box 
provides a place for the 
instructor to put helpful 
information. 

5. The Sample Correct 
response provides a 
place for instructors to 
place correct answers 
for the student to view 
after grading is 
complete. 

6. The Settings area can 
be set according to the 
expected size of the 
response. 

7. Click Save 
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STEP 15 
 Multiple Choice 

 
1. Click the  

Create Question 
button. 

2. Click Multiple 
Choice. 

 
 

 

 

STEP 16 
 

 Multiple Choice 
 

1. Title the question with a 
descriptive or sequential 
listing      (Wk3 Q1) 

2. Type the questions text 
as you want the student 
to view in plain text or 
HTML format. 

3. If you want to add an 
image, click the Browse 
button and locate the 
image on your computer 
or external storage 
device. 

4. Does the question have 
one answer or multiple 
answers? 

5. Type the answer choices 
in the Answers area, 

6. *If using multiple 
answers, provide a value. 

7. Designate the correct 
answer(s) by clicking the 
Correct Response box. 

8. Choose Settings. 
9. Click Save. 
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STEP 17 
Matching  

 
1. Click the Create Question 

button. 
2. Click Matching. 
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STEP 18 
 

Matching 
 

1. Title the question with a 
descriptive or sequential 
listing      (Wk3 Q1) 

2. Type the questions text 
as you want the student 
to view in plain text or 
HTML format. 

3. If you want to add an 
image, click the Browse 
button and locate the 
image on your computer 
or external storage 
device. 

4. Type the matching 
answers in the rows. 

5. Either answer can be 
long or short by selecting 
the Column Format: 
Short Answer or Long 
Answer. 

6. Choose the Grading 
Scheme. 

7. Choose Preview Column 
preference. 

8. Click Save. 
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STEP 19 
 Jumbled Sentence 

 
1. Click the Create Question 

button. 
2. Click Jumbled 

Sentence. 

 
 

 

STEP 20a 
 Jumbled Sentence 

 
1. Title the question with a 

descriptive or sequential 
listing (Wk3 Q1) 

2. Type the questions text 
as you want the student 
to view in plain text 
placing the words you 
want jumbled in square 
brackets. 

3. If you want to add an 
image, click the Browse 
button and locate the 
image on your computer 
or external storage 
device. 

4. Click Generate Answer. 
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STEP 20b 
 Jumbled Sentence 

 
5. Assign a Value. 
6. Click Save. 

 

STEP 21 
 Fill in the 

Blank 
 
1. Click the  

Create Question 
button. 

2. Click Fill in the Blank. 
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OR 
 
 

STEP 22a 
 Fill in the Blank 

 
1. Title the question with a 

descriptive or sequential 
listing  (Wk3 Q1) 

2. Type the questions text 
as you want the student 
to view in plain text 
placing the words you 
want jumbled in square 
brackets. 

3. If you want to add an 
image, click the Browse 
button and locate the 
image on your computer 
or external storage 
device. 

4. Click Generate Answers 
to display the Answers 
area. 

 
 
 

 

 

STEP 22b 
 
Continued... 
 
5. Assign values for each 

blank. 
6. Determine the grading 

Scheme for each answer. 
7. Set the Answer Box 

width. 
8. Determine Case 

Sensitive setting. 
9. Click Save. 
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STEP 23 
 Combination 

1. Title the question with a 
descriptive or sequential 
listing      (Wk3 Q1) 

2. Type the question text 
as you want the student 
to view. 

3. If you want to add an 
image, click the Browse 
button and locate the 
image on your computer 
or external storage 
device. 

4. Type answer selection. 
5. Choose answer 

selections. 
6. Click Save. 
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STEP 24a 
 Calculated 

 
1. Title the question with a 

descriptive or sequential 
listing      (Wk3 Q1) 

2. Type the question text as 
you want the student to 
view. 

3. If you want to add an 
image, click the Browse 
button and locate the 
image on your computer 
or external storage 
device. 

4. Enter the formula using 
the same variables and 
brackets in the question 
text. 

5. Determine the units to be 
used (hours, miles, etc.) 

6. Click Analyze Variables. 
 

 

STEP 24b 
 
7. Set the minimum and 

maximum of all variables 
and indicate decimal 
places. 

8. Determine the number of 
answers and to what 
decimal. 

9. Answer Tolerance is the 
range of answers that 
should be considered 
correct. 

10. Click  
Generate Answer Set. 
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STEP 24c 
 
11. View answer set 
12. Click Save. 
 

 

STEP 25 
 

1. In the breadcrumbs, click 
Assessments. 

 
NOTE: 
You should see all the new 
questions in the Questions 
Database. 

 STEP 26 
1. Click the Assessment 

you want populate. 

 

STEP 27 
 

1. Click Add to Assessment. 
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WebCT provides two options for adding questions to a quiz. 
 

OPTION 1 – Add Questions 
 
You can choose Existing Questions.  After building and/or choosing the questions, you will assign 
points and all the questions you select will be offered on the assessment. 

 

 

STEP 28 
 
1. Click Existing Questions.  

 
 

 

STEP 29 
 

1. Select the questions for 
the assessment. 

2. Click Add Selected. 

 

STEP 30 
 

1. Assign Points 
2. Click Update Total. 
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OPTION 2  - Question Set 
 
You can choose a Question set.  After choosing the questions, you select the number of questions 
you want on the quiz and WebCT will pull a selected number of the questions at random and 
include in a quiz.   
 

 

 

STEP 31 
 
1.  Click  
Question Set. 

 

STEP 32 
 

1. Select the questions. 
2. Click 

 Add Selected. 

 

STEP 33 
 

1. Select the number of 
questions. 

2. Assign points. 
3. Click  

Update Total. 
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STEP 34 
 

1. Click Assessments on 
the Course Tool menu. 

2. Click the drop down 

 for the 
assessment  and select 
Preview. 

3. The assessment 
appears in a new 
window. 

 


