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Lesson 1: Overview  

Springboard! contains on-line assessment features that may be used to create quizzes, 
surveys, or self assessments.  The three main features are outlined below.  

Surveys  

 Can be anonymously recorded and submitted with the results evaluated 

 Can be used to gather feedback 

 Can collect data and opinions 

 Can be released selectively 

 Can create reports from survey results 

 Shares many components with the Quiz tool 

Self Assessment  

 Can be used as topics in course content modules 

 Feedback can be embedded in self assessments 

 Self assessments are not graded 

Quizzes  

 Can be selectively released dependent upon date, time, assessment scores, or 
student ID 

 Can have random distribution of questions from a database, ensuring no 
duplicate tests 

 Can be uploaded from other sources such as electronic packs (e-packs), 
textbook material, or previously developed materials 

 Can be used as a determinant for release of subsequent content or resources  

Since many of the same steps are applicable to all three features, this manual will 
concentrate upon quizzes ï developing a database of questions, creation and release of 
a quiz, and assessment of the quiz results. 
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Lesson 2: Quizzes  

There are three basic steps to creating quizzes: 

1. Create quiz questions 
2. Create the quiz 
3. Preview and release the quiz 

Create Quiz Questions  

There are two basic methods used to create quiz questions.  You can create the 
questions using the Question Library, or import questions from a text file, such as 
Respondus.   

Question Library  

It is strongly recommended that you create all quiz questions within the Question 
Library.   This provides you the ability to reuse questions on various quizzes and to 
create random sections within quizzes. 

The Question Library serves as a central, shared repository for the questions you 
create, copy, and import.  Each of the assessment tools (quizzes, survey, self 
assessment) share the questions stored in the library.  Keep in mind that not all of the 
assessment tools can use the same question types.   

Question Library - Sections    

Questions can be organized into sections within the Question Library.  Sections 
resemble file folders and are used to organize groups of questions.  For example, you 
could organize sections by topic. 

When creating the quiz, an entire section of questions can be imported into the quiz ï 
rather than importing the questions one at a time. 

  



Evaluation and Assessment    The University of Akron  

Ver. 2007.10.30 Page 6 pstrain@uakron.edu 

Adapted from materials created by Desire2Learn 

Create a Section in the Question Library  

1. Select the Quizzes  link from the navigation bar. 

2. Click the icon. 
3. Select Section  from the Create New  drop-down list.  Click Go. 

                 

4. Enter a Name for the section. 
5. Type a Message .  This message will display to students at the beginning of the 

section (if you include the section) within the quiz. 
6. Type Private Comments  ï these are stictly for your use and not viewable by 

anyone else.  
7. Click Add a File  to add an image to the section.  This image can be displayed at 

the beginning of the section or repeated before each question, depending upon 
the display option settings.  

 
 



Evaluation and Assessment    The University of Akron  

Ver. 2007.10.30 Page 7 pstrain@uakron.edu 

Adapted from materials created by Desire2Learn 

 
 

8. Set the Display Options as desired: 
a. Show section name  ï displays the section name in quizzes that use the 

section 
b. Insert a line break after section name  ï inserts extra space below the 

section name when displayed in a quiz. 
c. Display message and image  ï displays the text specified in Step #5 and 

the image from Step #7. 
d. Display section message and image once  ï displays the message 

(from Step #5) and the image (from Step 7) at the beginning of the 
section. 

e. Display section message and image before each question  ï repeats 
both the message (from Step #5) and the image (from Step 7) before each 
question.   

9. Click here to ad d feedback to this section  ï if selected allows you to leave 
feedback for an entire section when grading the quiz. 

10. Click Save. 
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Question Types  

You can create quiz questions either within the Question Library or within a quiz.  As 
mentioned earlier, it is recommended that all questions be create d within the 
Question Library .  Therefore, that is the method we will demonstrate. 

The following are common among all question types: 

 Title  field - Optional field for all question types.  If no title is specified, the first 
20 characters from the question text will be entered as the title.  The title is not 
visible to students. 

 To insert an image into the question click the Add a File  button beside the 
Image field.     

 To add feedback to a question, enter the feedback in the Question Feedback  
area. 

 Enter text in the Question Hints  field to display hints. 

 To preview the question click the Preview  icon. 

 Click Save and Copy  to save the question and create a new question of the 
same type with the same properties. 

 Click Save and New  to save the question and create another of the same type. 

The following is a list of the various question types: 

 Multiple Choice 

 Multi Short Answer 

 Arithmetic  

 Significant Figures 

 Fill in the Blanks 

 Multi Select 

 Matching 

 Ordering 

 Text information 

 Image information 
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Create a Multiple Choice Question  

1. Select the Quizzes  link from the navigation bar. 
2. Click the Question Library  icon. 
3. Select the Multiple Choice  question type from the Create  New drop-down box 

and click Go.  
4. Enter a Title  for the question. 
5. Assign a Points  value and a Difficulty  level. 
6. Enter the question in the text box provided. 
7. Click the Add a File  button to add an image to the question.  
8. Click the Enumeration  drop-down and select the desired style. 
9. Choose a display Style . 
10. Type the answer choices in the text boxes.  If you need to add more answers 

click the Add Option  button.   
11. Specify the weight for each option.  Note:  Assigning 100% to the correct answer 

will give the student full credit for the correct response.  
12. Click the Randomize Options  box if you wish to have the question options 

randomized.  Do NOT use the randomize option if one of your answer 
choices is ñNone of the aboveò. 

13. Click Save or Save and New . 

              

Correct response 
is worth 100% 
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Create a True/False Question  

1. Select the Quizzes  link from the navigation bar. 
2. Click the Question Library  icon. 
3. Select the True/False  question type from the Create  New drop-down box and 

click Go.  
4. Enter a Title  for the question. 
5. Assign a Points  value and a Difficulty  level. 
6. Enter the question in the text box provided. 
7. Click the Add a File  button to add an image to the question.  
8. Click the Enumeration  drop-down and select the desired style. 
9. Choose a display Style . 
10. Specify the weight for each option.  Note:  Assigning 100% to the correct answer 

will give the student full credit for the correct response.  
11. Click Save or Save and New . 
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Create a Long Answer Question  

 

 

1. Select the Quizzes  link from the navigation bar. 
2. Click the Question Library  icon. 
3. Select the Long Answer  question type from the Create  New drop-down box and 

click Go.  
4. Enter a Title  for the question. 
5. Assign a Points  value and a Difficulty  level. 
6. Enter the question in the text box provided. 
7. Click the Add a File  button to add an image to the question.  
8. Select the number of rows and columns to include in the input box ï this controls 

the size of the text box that the question displays. 
9. If you wish to have text displayed to students before they enter their answer ï 

type that text in the Initial Text  box. 
10. Enter any information in the Answer key  box that you wish to be displayed to 

instructors or others that will grade the quiz. 
11. Click Save or Save and New . 

                        

Note:  Long answer questions cannot be automatically graded.  
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Create a Short Answer Question  

1. Select the Quizzes  link from the navigation bar. 
2. Click the Question Library  icon. 
3. Select the Short Answer  question type from the Create  New drop-down box 

and click Go.  
4. Enter a Title  for the question. 
5. Assign a Points  value and a Difficulty  level. 
6. Enter the question in the text box provided. 
7. Click the Add a File  button to add an image to the question. 
8. Use the drop-down boxes next to Rows  and Columns  to to choose the size of 

the Input Box .   
9. Click the Blank icon for additional answer text fields. 
10. Type the answer in the Text  field.  Select the weight .  

a. NOTE: There is no need to enter answers if you are creating a 
survey.  

11. Add all the acceptable answers and weights. 
12. Click the Check Answers  button to validate any regular expressions you include 

in the answer fields. 
13. Click Preview  to view your question. 
14. Click Save or Save and New .     
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Create a Multi Short Answer  

A multi short answer differs from a short answer in that the short answer question allows 
for multiple answer boxes ï but requires distinct answer lists for each answer box.  The 
multi short answer question checks the answers against each  answer box.     

1. Select the Quizzes  link from the navigation bar. 
2. Click the Question Library  icon. 
3. Select the Multi Short Answer  question type from the Create  New drop-down 

box and click Go.  
4. Enter a Title  for the question. 
5. Assign a Points  value and a Difficulty  level. 
6. Enter the question in the text box provided. 
7. Click the Add a File  button to add an image to the question. 
8. Use the drop-down boxes next to Rows  and Columns  to to choose the size of 

the Input Box .   
9. Click the Add Answer icon.  Type the answer in the Text  field.  Select the 

weight .  

NOTE: There is no need to enter answers if you are creating a survey.  

       
10. Continue adding answers and weights until all have been entered. 

3 rows are specified 
since the student must 
enter 3 responses. 
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11. Click the Check Answers  button to validate any regular expressions you include 
in the answer fields. 

12. Click Preview  to view your question. 
13. Click Save or Save and New .     
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Create an Arithmetic Question  

 

 

 

 

1. Select the Quizzes  link from the navigation bar. 
2. Click the Question Library  icon. 
3. Select the Arithmetic  question type from the Create  New drop-down box and 

click Go.  
4. Enter a Title  for the question. 
5. Assign a Points  value and a Difficulty  level. 
6. Define all the variables in the Variables  section.  

a. Name ï Enter the name of the variable.  For example, x. 
b. Min  ï Type the minimum value for the variable. 
c. Max ï Type the maximum value for the variable 
d. Decimal Places  ï Select the appropriate number of decimal places for the 

variable 
e. Step  ï Type the increment that the system should use when choosing 

random numbers from the range you specified in the Min and Max fields. 
7. Click Add Variable to add more variables or Remove  to delete extra variables. 
8. Type the formula that you use to calculate the correct answer in the Formula  

field.  Note:  Enclose all variables in curly braces.  
a. For example:  ({x} + {y})/2 

9. Click the Test  button to test the formula. 
10. Select a number from the Answer  precision  drop-down list to define the number 

of decimal places answers must be accurate to. 
11. Type a Tolerance  value  and select either Units  or Percent  to define how 

accurate students must be when answering questions.   
12. Enter the question in the text box provided.  Type variables surrounded with 

curly braces.  For example {x} and {y}. 
13. Type the unit that the answer to the question should be in (if any) in the Units  

field (for example, inches, meters, feet, etc.). 
a. Check the case sensitive  box if the unit is case sensitive 
b. Choose a percentage value from the Worth  drop-down list if you want to 

assign points for using the correct unit in the answer. 
14. Click Save or Save and New . 

Best Practice:  

Define variables first, the step increment next, and then define 
the formula.  
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Quiz Question as it will appear within the quiz: 
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Create a Fill in the Blanks Question  

1. Select the Quizzes  link from the navigation bar. 
2. Click the Question Library  icon. 
3. Select the Fill in the Blanks  question type from the Create  New drop-down box 

and click Go.  
4. Enter a Title  for the question. 
5. Assign a Points  value and a Difficulty  level. 
6. Enter the text before the first blank in the first text field. 
7. Select the blank size from the drop-down list. 
8. To add more answers click the Add Answer  icon.   

Note:  Answers are not necessary for survey items.  
9. Enter a weight  (%) for each answer.  The weight% is a percentage of the 

assigned point value for the question.  Note:  It is recommended that the total 
weight of the answers equal 100%.  

10. Enter the text that appears after the first blank in the next text field. 
11. To add more text and blank options click the Add Text  icon or the Add Blank  

icon.  
12. Click Save or Save and New . 
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Enter a Multi -Select Question  

Use mutli-select questions when there is more than one correct answer out of a list of 
possible answers. 

1. Select the Quizzes  link from the navigation bar. 
2. Click the Question Library  icon. 
3. Select the Multi -Select  question type from the Create  New drop-down box and 

click Go.  
4. Enter a Title  for the question. 
5. Assign a Points  value and a Difficulty  level. 
6. Enter the question in the text box provided. 
7. Click the Add a File  button to add an image to the question.  
8. Click the Enumeration  drop-down and select the desired style. 
9. Choose a display Style . 
10. Select the marking format: 

a. All or nothing  ï Students must select ALL of the correct answers and 
none of the incorrect answers in order to receive full points.  A zero is 
assigned if any of the correct answers are missed or if any incorrect 
answers are selected. 

b. Right minus Wrong  ï The number of right answers is subtracted from the 
number of wrong answers. 

c. Right Answers  ï Points are given for correct answers selected and 
incorrect answers left blank.   

11. Type the answer options in the text boxes.  If you need to add more answers 
click the Add Option  button.   

12. Check the boxes in the Correct  column beside each of the correct responses.  
13. Click the Randomize Options  box if you wish to have the question options 

randomized.   
14. Click Save or Save and New . 

 

  

  

Note:  A checkbox labeled ñNone of the options ò is automatically added 
to every multi-select question in a quiz.  If the Correct  column is not 
checked for any of the answers then the ñNone of the options ò answer is 
considered the correct answer. 
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Multi-Select Question: 
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Enter a Matching Question  

1. Select the Quizzes  link from the navigation bar. 
2. Click the Question Library  icon. 
3. Select the Matching  question type from the Create  New drop-down box and 

click Go.  
4. Enter a Title  for the question. 
5. Assign a Points  value and a Difficulty  level. 
6. Enter the question in the text box provided. 
7. Click the Add a File  button to add an image to the question.  
8. Choose a display Style . 
9. Choose a marking format: 

a. Equally weighted  ï Each correct answer is marked 
b. All or nothing  ï All possible answers must be selected in order to receive 

credit 
a. Right minus wrong  - The number of right answers is subtracted from the 

number of wrong answers. 
10. Type the question choices in the text boxes.  Click the Add Choices  button to 

add additional choices. 
11. Type the matches in the text boxes.  Click the Add Match  button to add 

additional matches.  
12. Use the drop-down list beside a match to select the corresponding choice 

number.   
13. Click Save or Save and New . 
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Matching Question:  
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Create an Ordering Question  

1. Select the Quizzes  link from the navigation bar. 
2. Click the Question Library  icon. 
3. Select the Ordering  question type from the Create  New drop-down box and 

click Go.  
4. Enter a Title  for the question. 
5. Assign a Points  value and a Difficulty  level. 
6. Enter the question in the text box provided. 
7. Click the Add a File  button to add an image to the question.  
8. Choose a marking format: 

a. Equally weighted  ï Each correct answer is marked 
b. All or nothing  ï All possible answers must be selected in order to receive 

credit 
a. Right minus wrong  - The number of right answers is subtracted from the 

number of wrong answers. 
9. Type the question items in the text boxes.  To add additional choices click the 

Add Item  button. 
10. Choose the correct order using the drop-down list. 
11. Click Save or Save and New.  
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Ordering Question  
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Text Information Item  

A text information item is used create a question that consists only of text.  This type of 
question is used to provide supplementary information on a quiz.  For example, to have 
a number of questions related to a case study you can use the text information item to 
create the case study and then have related test questions directly underneath the text 
information item.  Using this approach, you do not need to include the case study in 
each of the questions. 

To create a text information item: 

1. Select the Quizzes  link from the navigation bar. 
2. Click the Question Library  icon. 
3. Select the appropriate question type from the Create  New drop-down box and 

click Go.  
4. Enter the text in the text box. 
5. Click Save. 

 

Image Information Item  

An image information item is used to create a question that consists only of an image.  
Similar to the text information item, it is used to provide supplementary information on a 
quiz.  For example, you could create an image information item that contains a diagram 
and then create questions under the image information item that relate to this diagram. 

To create an image information item: 

1. Select the Quizzes  link from the navigation bar. 
2. Click the Question Library icon. 
3. Select the Image Information Item  question type from the Create  New drop-

down box and click Go.  
4. Click the Add a File  button to add an image to the question. 
5. Enter a caption for the image. 
6. Click Save. 
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Create the Quiz  

1. Click Quizzes  on the course navigation bar. 

2. Click the  icon. 
3. You should be on the Quiz Properties  tab. 
4. Enter a name  for the quiz. 
5. Create a category  (if desired) from the drop-down list to group your quizzes 

together. 
6. Select the appropriate item from the Grade Item  drop-down if you wish to link 

the quiz to a grade item.   
a. To create a new grade item click the Add grade item  link. 

7. If you wish to have the students immediatley see their quiz score select the 
Automatic Grade  option. 

a. This option must be turned on in order for grades to be sent to the 
Gradebook automatically. 
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8. Click the Expand Optional  Advanced Properties  option to view additional 
properties. 

a. Click the Hints  box to enable question hints. 
b. Enter your email address in the Notification Email  field if you wish to be 

notified when a student submits a quiz 
c. Check Disable Right -click  and Disable Pager Access  to prevent 

students from utilizing these features during a quiz. 
9. Enter a message to be displayed to the student prior to the quiz being available 

in the Description  field. 
10. Enter text in the Introduction Message to display a message to students 

immediately before they start the quiz. 
11. If desired, add text in the header and/or footer. 
12. Click Save Quiz .   
13. Now, you are ready to begin adding questions to the quiz. 

 

  You must click on the Restrictions  tab and change the status to 

ACTIVE in order to make the test available to your students. 
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Add Questions to the Quiz  

1. Click the Layout/Questions  tab. 
2. Click the Add /Edit  Questions  button.  

          

3. As recommended, we will use questions which have been added to the Question 
Library.  Click the Import  button. 

                      

4. Select the following from the drop-down list: 
a. Source Collection = Question Library  
b. Source Section = select the category  (if you specified one for the questions) 

or use the Collection Root  option if you placed questions in the library 
without specifying a category.  In our example all the questions have been 
placed in the category titled ñChapter1 Questionsò.  This allows us to select 
the category and all the questions will be added. 
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5. Upon selecting the Source Collectio n the questions from that collection are 
displayed.  To select all questions within a section click the check box next to the 
folder icon and all the questions under that will be selected.  

                  

6. Click the Save button in the upper right corner. 
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Setup Quiz  Reports  

The following report types are available: 

Question Statistics  ï An overall report that shows the class average, score 
distribution, and the percentage of correct responses for each question. 

Question Details ï Shows the breakdown of all the responses received for each 
question and the average grade received on each question. 

User Statistics ï Can be used to provide class average and score distribution 
information.   This is useful information for seeing how the class performed as a 
whole. 

Attempt Details ï Allows you to view each userôs actual quiz. 

User Attempts ï Reports on the studentôs attempts.      
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1. Navigate to the quiz you wish report on (Quizzes  - select the quiz name). 
2. Click the Reports Setup  tab. 

                 

3. Click the Add Report  button. 
4. Give the report a meaningful name. 
5. Select the Report Type . 
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6. Select the appropriate option to Release  the report.   
7. In the Release Report To  area, check the boxes beside the roles you want to 

release the report to.   

                     

8. Click Save Report.  

 

  The Report Details are displayed in the Reports Setup tab . 
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Export Quiz Statistics  

Overview  

All statistics are exported in .csv format. You are able to export the following quiz 
statistics: 

User Stats  

 Performance data by student 

 Includes: student ID, username, first name, last name, quiz score, total points for 
the quiz, student score as a percentage, and class average. 

 

 

  

 

Question Stats  

 Contains data about the average score on questions by points and percentage. 

 Includes: question title, text, bonus status, and difficulty level. 

 

 

Question Details  

 Contains detailed information about each question in the quiz. 

 Includes: question title, question text, bonus status, difficulty level, list of all 
answers provided for each quiz attempt, how many users chose each possible 
answer, total number of responses, and the average score on the question.  

 Helps to evaluate trends in student responses and identify unclear or difficult 
questions. 
 

  

Tip : Create a column to calculate the median score on the quiz.  Use 
the following formula: 

=median(X1:X5) 
 

Where X1:X5 points to the percentage column in the spreadsheet   

  

Tip : You can sort, query, hide, and delete data to help your analysis in 
addition to creating charts and graphs to visually represent trends. 

  

Tip : Create a column to calculate the average score for all question 
attempts as a percentage:  

Step 1 : Divide the Average Score  column by the Out Of 
column and multiply by 100.   
Step 2 : Create a custom filter for the new Attempt Average  
column that displays only rows where the attempt average is 
less than 51%. 
 

**This identifies questions students struggled with. 
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Export Quiz Reports  

You must setup quiz reports using the Report Setup tab for the appropriate quiz before  
you can view or export reports.  Please refer to the appropriate section in this manual 
for information on setting up reports. 

1. Select Quizzes . 

2. Click the Report   icon next to the appropriate quiz. 
3. The generate Reports page is displayed.  Select the From  box and choose the 

applicable data from the drop-down list. 
4. Click Generate HTML Report  to view the report in your browser or Generate 

CSV Report  to save the report as a CSV file on your computer.       
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Lesson 3: Quiz Management  

There are a number of restrictions which can be selected in order to set up the 
availability and timing of a quiz.  In addition, you can restrict the quiz to specific 
individuals and establish quiz attempts.  

Quiz Restrictions  

1. Click Quizzes  on the course navigation bar. 
2. Click the New Quiz  icon or select the quiz you wish to edit. 
3. You should be on the Quiz Properties  tab.  Click the Restrictions  tab. 
4. Under the Availability section heading, set the Status .  Only those quizzes which 

have a status of Active  will be visible to students.    
5. Select the start and end date using the drop down list or the calendar icon.   
6. To add release conditions: 

a. Click Attach Existing to add an existing release condition  
b. Click Create and Attach to create a new release condition.  Note:  You 

must Save the quiz before you can add release cond itions.    
 

 


