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National University 
Center for Innovation in Learning – 6.10.20 

Using a Question Pool to Create a Test

Job Aid Objective: Provide faculty with the steps associated with creating a test using an 
already existing question pool. The question pools are created by lead faculty and copied 
into running courses.    

Step 1: In the left-hand navigation, under Course Tools, click Tests, Surveys, and Pools. 

Step 2: Then, select Tests. 
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Step 3: Next, click Build Test. 

Step 4: Create a name for your test. Optional: Include a description and/or instructions in 
the textboxes below. Then, click Submit.  
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Step 5: Add questions to your test by hovering over Reuse Questions. There are three options 
you can use to add questions from a question pool.  

Find Questions - Allows you to search through the question pool by criteria.  

Create Random Block - Retrieves questions based on the question type and the number of 
questions available in the selected pool.  

Create Question Set - Allows instructors to present the test questions in a random order. 



4 

If you are using Find Questions: 

Step 6: To view the questions select a pool by checking the appropriate box. As criteria are 
selected from the Browse Criteria section, the questions are displayed in a table. Once you are 
done selecting questions click Submit.  

Step 7: The questions are now added to the test. You can adjust the point value for each 
question by clicking the Points box. Lastly, click OK.  

Next, see step 8. 
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If you are using Create Random Block: 

Step 6: To create a random block, select a question type from the listed options on the left. You 
can select more than one question type. Then, click Submit.  

Step 7: Next edit the number of questions you want displayed to the students. Adjust the point 
value for each question, if needed. Lastly, click OK.  

Next, see step 8. 
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If you are using Create Question Set: 

Step 6: Choose questions for your question set by searching through the different criteria. Once 
you have finished selecting the questions click Submit. 

Step 7: Edit the number of questions to display to the students. If the number of questions to 
display is less than the list of questions, then the questions are randomly distributed so that 
each user may be viewing a different set of questions. Lastly, click OK.  



7

Step 8: The test will now appear in the Test content area. 

*To deploy the test please refer to the Creating and Deploying Tests job aid.

https://drive.google.com/open?id=1-BxUK9KmNr3ocSL8VlNPX9CsKTUsiG3f



