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What’s new in V1.3? 

Section 3 (Manual Grading) was 

added. 
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1. Log in to Moodle 

Log in to Moodle using your username without the domain (example: x.lastname, and 

not x.lastname@ajman.ac.ae) and password. 

2. Create Online Quizzes 

1. Select the course from the Dashboard, as illustrated below: 

https://mylms.ajman.ac.ae/login/index.php
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2. Inside the course, turn editing on by clicking on the gear icon and then the 

Turn editing on option, as illustrated below: 

 

3. Under a specific topic, click on the Add an activity or resource button, as 

illustrated below:  

  



5 
 

4. Choose Quiz, and click on the Add button, as illustrated below: 
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2.1 Set up the Online Quiz 

1. Enter the quiz name and description, as needed, and as illustrated below:  

2.1.1 Set up the Timing settings 

1- Open the quiz: Click the Enable button and set the date and time for the quiz to be 

open for the students. 

2- Close the quiz: Click the Enable button and set the date and time for the quiz to 

be closed for the students, so they won’t be able to take the  quiz anymore. 

3- Time limit: Click the Enable button and set the countdown timer for the quiz 

attempt. Noting that you can set it by seconds, minutes, hours, or days.  

4- When time expires: Choose what happens if the student fails to submit the quiz 

attempt before the time (mentioned in the previous point) expires. There are three 

options:  

 Open attempts are submitted automatically. 

 Allow a grace period for the attempt to be submitted without changing the 

responses. (the period is specified by you). 
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 If the attempt is not submitted before the time expires, then the attempt is not 

counted (the student will take zero). 

5- If you choose to give the students a grace period (second option of the previous 

setting), then you can specify the amount of extra time. 

Once you set up the timing, the setting will look similar to the below illustration: 

2.1.2 Set up the Grade settings  

1- Under the Grade section, enter the Grade to Pass and click on Show more button, 

as illustrated below: 

 

 

Note: If the student is actively working on the quiz, then the attempt will be 

submitted once the time is up. However, if they are logged out without submitting 

the attempt then this setting controls what happens.  
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2- Enter the number of Attempts allowed and the grading method, as illustrated 

below. Noting that if you choose the attempts allowed more than once, you can then 

change the grading method to be either the highest grade scored, average grade 

score, first or last attempt.  

2.1.3 Set up the Layout settings  

You can specify how many questions to appear in each page of the quiz. By default 

it is one question per page. 

2.1.4 Set up the Question Layout settings 

If you would like to shuffle the options in multiple choice and matching questions, 

then make sure that the answer to the Shuffle within questions is Yes, as illustrated 

below: 
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2.1.5 Set up the Review Options settings 

In this section, you can control when the students will be able to view the quiz report, 

reviews and feedback. In order to allow the students to view this kind of information 

only after the quiz closed date and time has passed, unselect all options in the 

Immediately after attempt section and Later while the quiz is still open section, as 

illustrated below: 

2.1.6 Set up the Extra Restrictions on Attempts settings 

In this section, if you specify a password in here then participants must enter the 

same password before they are allowed to make an attempt on the quiz. This is useful 

to give only a selected group of students access to the quiz.  

You can even control the browser security by clicking on Show more, as illustrated 

below: 
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The Brower Security has two options: 

1- Browser security should be set through the LockDown Browser Dashboard: 

LockDown Browser is a customized web browser that must be downloaded and 

installed on the computer that the student uses to attempt the quiz. It restricts student 

use more effectively than a pop-up window option.  

Features include full screen, without web navigation options, shortcut keys including 

copy and paste are disabled and of course surfing the web and using any other 

application during an exam. 

More details about this feature will be available in a separate manual. 

2- Full screen pop-up with some JavaScript security 

If this option is selected, then: 

 The quiz will only start if the student has a JavaScript-enabled web-browser. 

 The quiz appears in a full-screen popup window that covers all the other 

windows and has no navigation controls. 

 The students are prevented, as far as is possible, from using facilities like copy 

and paste. 

 

2.1.6 Set up the Restrict Access settings 

Restrict Access setting is used to allow students from a certain section (or CRN) to 

view an activity/quiz. You can learn about the restrict access settings through the 

Restrict Access Manual, which is available under the Collection section of Moodle.   



11 
 

2.2 Add Questions to the Online Quiz 

Once you set the quiz settings, you should start adding the questions, which will 

appear for the students, by following the below steps: 

1- Inside the course, click on the quiz, as illustrated below: 

2- Click on Edit quiz button, as illustrated below: 

Or click on the gear icon and then on Edit quiz button, as illustrated below: 

 

Note: If you would like to shuffle the questions whenever a student attempts the 

quiz, turn the Shuffle on, as illustrated below: 
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3- If you want to, change the maximum grade for your quiz, as illustrated below: 

You can add questions in one of the following ways: 

2.2.1 Add a new question 

You can add questions, once by one, by following the below steps: 

1- Click on the Add button and then on a new question button, as illustrated below: 

2- Choose the Question Type and click on Add, as illustrated below: 

3- Add the question details. You can explore section 4 to learn about each question 

type. Note that students won't see the question name; it is for your records only. 

4- Click on the Save changes button when you have made your question. 

5- Repeat steps 1 to 4 for as many questions as you need. 

6- The quiz will be ready and open for the students as per the settings.  
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2.2.2 Add question from question bank 

You can add questions from the question bank, by following the below steps:  

1- Click on the Add button and then on from question bank button, as illustrated 

below: 

2- You will be able to know the number of questions you have in your question bank 

by the number mentioned in the selected category, as illustrated in the next page. 

You can select the questions you would like to add to the quiz and click on the Add 

selected questions to the quiz button, once you are done, as illustrated in the next 

page. Noting that the questions appearing in the list are previously added questions 

to the quizzes of this course. 

  

Note: For the next two methods of adding questions, you need to import the 

question bank before proceeding with the steps. You can learn about this in section 

5 of this document. 
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2.2.3 Add a random question 

You can add questions randomly from a question bank, by following the below steps:  

1- Click on the Add button and then on a random question button, as illustrated below: 

2- You will be able to know the number of questions you have in your question bank 

by the number mentioned in the selected category, as illustrated. You may specify 

the number of random questions you’d like to add from the whole question bank from 

the Number of random questions field, as illustrated. And once you are done, click 

on the Add random question button, as illustrated.  
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Once you add the random question, you will be able to view them as illustrated below: 

3- You can edit the total mark for each question by clicking on the pen icon next to 

the question, as illustrated below: 
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3. Manual Grading 

In this section, the manual grading of the questions will be explained in detail, noting 

that you can manually grade any question, but the Essay and Audio Recording 

question types must be manually graded. This section is divided into two sub 

sections, downloaded the essay submissions, as it is easier for grading, and 

manually grading the submissions. 

3.1 Download essay submissions 

Through this feature, you will be able to download attachments of all attempts 

submitted by students in response to the quiz essay questions at once, by following 

the steps below: 

1- Inside the quiz, click on the Gear icon and then on Download essay 

submissions, as illustrated below: 

2- Click on the Download essay submissions button, as illustrated below: 

3- A zip file consisting the attachments/files submitted by students in response 

to the quiz essay questions will be downloaded for your review. 
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3.2 Grade the responses 

In order to grade the students’ responses manually, follow the below steps:  

1- Inside the quiz, click on the Gear icon and then on Manual grading, as 

illustrated below: 

2- Click on Allow show questions that have been graded automatically, as 

illustrated below: 

3- Choose the question that you would like to manually grade by clicking on 

Grade all, as illustrated below: 

4- Type in the comment and the mark for each response, and then click on the 

save button. 
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4. View the Quiz Results 

You can view the quiz results anytime after the students start attempting it, however, 

it is more useful if you view the results after the quiz closes, in order to view all results 

for all students. In order to do that, follow the below steps: 

1- Inside the course, click on the quiz. 

2- Click on the attempts, as illustrated below: 

 

3- If you have multiple sections (CRNs), you can specify which section you would like 

to view by clicking on the drop-down menu next Separate Groups, as illustrated 

below; or you can keep it as “All participants” to view the grades for all students in all 

sections. 

 

 

 

 



20 
 

4- Scroll down and click on the Download button, as illustrated below: 

 

5- You can open the file with Microsoft Excel. Since the file is very detailed, it is 

recommended that you delete all columns which are not needed and keep the student 

name, ID and the grade.   
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5. Learn more about the Question Types 

There are 13 question types which will be explained in detail in this section. 

5.1 Multiple Choice Question Type 

With this type, you can create single-answer and multiple-answer questions. You can 

set up the question as the following: 

1- Enter the question name, while keeping in mind that you will use the name to track 

your questions later so "Question 1" isn't a good idea. Plus, note that this will not be 

shown to the students, so you can choose any name that makes sense to you and 

possibly other teachers. 

2- Create the question text.  

Note: You can insert an image or video to display if you want to add a 

picture/video to the question. For the student, the image appears immediately 

after the question text and before the answer options.  
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3- Set the default mark (i.e. the maximum number of marks for this question). 

4- Choose whether students can only select one answer or multiple answers. 

5- Choose whether to shuffle the answer options. 

6- Enter the choices as the following: 

 Write your first answer in the Choice 1 text field.  

 Select a grade percentage for the answer. This is the percentage of the total 

points for the question that selecting this response is worth. You can select 

negative percentages as well as positive percentages. So, selecting a correct 

response in a multiple answer question may give you 50% of the possible 

points, while selecting a wrong answer may take away 10%. Note that in a 

multiple-answer question, the grades must add up to 100%. 

o Be aware that if you allow multiple answers and have more than a single 

correct choice, and do not use a negative grade percentage for wrong 

answers, the students can simply tick all choices and get the full grade.  

 If you wish, you can add feedback for each response. It may be a bit more 

work, but it’s good practice to tell the students why each answer is right or 

wrong using the feedback area. If students know why an answer is right or 

wrong, they can analyze their own thinking and begin to understand why an 

answer is correct. Your feedback will only be displayed if you select Show 

Feedback in the quiz body options. 
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 Fill in the rest of the response choices in the rest of the form. Any unused 

areas will be ignored. 

 

7- Click on Save Changes button, once you are done. 
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5.2 True/False Question Type 

In response to a question (that may include an image), the respondent selects from 

two options: True or False. You can set up the question as the following: 

1- Enter the question name, question text and the default mark. The explanation of 

these fields is available in the first two steps of section 4.1. 

2- Specify the correct answer for the question text, as illustrated below. 

4- Add any feedback to the responses, if needed. 

3- Click on Save Changes button, once you are done. 

Below is an example: 
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5.3 Matching Question Type 

Matching questions have a content area and a list of names or statements which 

must be correctly matched against another list of names or statements.   In the Quiz 

Module, each match is equally weighted to contribute towards the grade for the total 

question. You can set up the question as the following: 

1- Enter the question name, question text and the default mark. The explanation of 

these fields is available in the first two steps of section 4.1. 

2- Specify the sub-question and its answer. Noting that you must provide at least two 

questions and three answers. And you can provide extra wrong answers by giving an 

answer with a blank question. Below is an example for matching each country with 

its capital: 

3- Click on Save Changes button, once you are done.  

Note: Each sub-question is equally weighted to contribute towards the grade for the 

total question. For example, a student who correctly matches 3 of the 4 possible 

matches will receive 3/4 or 75% of the total possible score for that question.  
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5.4 Short Answer Question Type 

In response to a question (that may include an image), the respondent types a word 

or phrase. There may several possible correct answers, with different grades. 

Answers may or may not be sensitive to case. You can set up the question as the 

following: 

1- Enter the question name, question text and the default mark. The explanation of 

these fields is available in the first two steps of section 4.1. 

2- Specify whether the answer is case sensitive. Case sensitivity can be tricky where 

capitalization is important. Will you accept Ban Ki-moon as well as ban ki-moon as 

an answer? 

3- Fill in the answers you will accept and add a grade for each answer.  

4- Click on Save Changes button, once you are done. 

Tip: if the answer is intended to fill a gap in the text, while typing the question text, 

use underscores (5 or more) to indicate where the gap is.  
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Below is an example: 

 

5.5 Essay Question Type 

This allows students to write at length on a particular subject and must be manually 

graded. You can set up the question as the following: 

1- Enter the question name, question text and the default mark. The explanation of 

these fields is available in the first two steps of section 4.1. 

2- Click on Save Changes button, once you are done. 
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5.6 Calculated Question Type 

This offers a way to create individual numerical questions by the use of wildcards (i.e 

you can use common variables names as x, y enclosed in curly braces to create the 

wildcards {x} and {y}) that are substituted with random values when the quiz is taken. 

For example, if you want to create a large number of "Calculate the area of a 

rectangle" problems to drill your students, you could create a question with two 

wildcards (i.e. {base}, {height} created from the common base, height variable 

names) and put in the "Correct Answer Formula=" input field {base} * {height} (* 

being the multiplication sign). 

When a student takes the test, Moodle will randomly select values 

for {base} and {height} and grade the response using the result of the Correct 

Answer Formula. 

You can set up the question as the following: 

1- Enter the question name, question text and the default mark. The explanation of 

these fields is available in the first two steps of section 4.1. 

2- Add the formula for the answer. This formula must contain at least the wildcards 

that appear in the question text. 

3- Choose the grade that the student will get for this question if they give this answer. 

For example, you could give 100% for a correct answer, and 50% for an answer that 

is nearly right. One of the answers must have a 100% grade. 

4- Determine the tolerance for error that you will accept in the answer. The tolerance 

and tolerance type settings combine to give a range of acceptable scores. So, if 

tolerance = t, correct answer = x and the difference between the user's answer and 

the correct answer is dx, then the tolerance types are as follows: 

 Nominal - mark correct if dx <= t 

 Relative - mark correct if dx / x <= t 

 Geometric - mark correct if dx² / x² <= t² 

2- Click on Save Changes button, once you are done. 

Below is an example of the answer: 
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5.7 Calculated Multichoice Question Type 

Calculated multichoice questions are like multichoice questions with the additional 

property that the elements to select can include formula results from numeric values 

that are selected randomly from a set when the quiz is taken. They use the same 

wildcards than Calculated questions and their wildcards can be shared with other 

Calculated multichoice or regular Calculated questions. 

The main difference is that the formula is included in the answer choice as {=...} i.e 

if you calculate the surface of a rectangle {={l}*{w}}. 

5.8 Simple Calculated Question Type 

Simple calculated questions offer a way to create individual numerical questions 

whose response is the result of a numerical formula which contain variable numerical 

values by the use of wildcards (i.e {x} , {y}) that are substituted with random values 

when the quiz is taken. You can set up the question as the following: 

1- Enter the question name, question text and the default mark. The explanation of 

these fields is available in the first two steps of section 4.1. 

2- Fill the Correct Answer Formula using the {param} names used in the question 
text. Here we use {b} for base and {h} for height. You will set the Grade to 100%, as 
this is the only answer in this question, and leave the other parameters as they 
appear (0.01 relative means ±1% tolerance). 

3- Click on Save Changes button, once you are done. 
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5.9 Drag and Drop into Text Question Type 

In this type, students select missing words or phrases and add them to text by 

dragging boxes to the correct location. Items may be grouped and used more than 

once. You can set up the question as the following: 

1- Enter the question name, question text and the default mark. The explanation of 

these fields is available in the first two steps of section 4.1. 

2- Under the Choices section, add the missing words or phrases in the correctly 

numbered boxes (you may add extra ones to make the question harder). If you tick 

'Shuffle' the display order will be shuffled:  

 

Note: While adding the question text, use double square brackets '[[n]]' with a 

number in place of the word you wish the students to find, as illustrated below: 
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3- Manage the groups; noting that choices that are within the same Group are color 

coded and may only be dropped in a gap with the corresponding color. Choices that 

are marked as Unlimited may be used in multiple locations. 

Below is an example: 

4- Click on Save Changes button, once you are done. 

Note: It is not possible to have drag boxes containing multiple lines. If you want to 

drag long sentences - don't. Give each a label and drag the label. 
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5.10 Drag and Drop Markers Question Type 

This question type allows students to drop markers onto an area on a background 

image. Drag and drop markers questions differ from Drag and drop onto image 

question type in that there are no predefined areas on the underlying image that are 

visible to the student. You can set up the question as the following: 

1- Enter the question name, question text and the default mark. The explanation of 

these fields is available in the first two steps of section 4.1. 

2- In the Preview section, click on Choose a file to upload an image, as illustrated 

below. Noting that larger images will be displayed at a maximum 600 x 400.Your 

image will then display under the file upload box. 

3- In the Markers section, add the words you want the students to drag onto the areas 

you select. In the 'Number' dropdown, you can select the number of times the marker 

can be used. Selecting 1 means that when it has been used once, it will no longer be 

available in the list. It is fine to leave the numbers as the default 'Unlimited'; it just 

means that each marker will still remain once it has been used. Also, you can shuffle 

the items. 
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4- The drop zones are defined by typing coordinates. As you type, the preview above 

is immediately updated, so you can position things by trial and improvement. You 

can choose the shape as: 

 Circle – you will enter the coordinates as: centre_x, centre_y; radius.  

For example: 80, 100; 50 

 Polygon – you will enter the coordinates as: x1, y1; x2, y2; …; xn, yn  

For example: 20, 60; 100, 60;20, 100 

 Rectangle – you will enter the coordinates as: top_left_x, top_left_y; width, 

height.  

For example: 20, 60; 80, 40 

5- Click on Save Changes button, once you are done. 

Below is an example: 

Which will illustrate the below image: 
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5.11 Drag and Drop onto Image Question Type 

This question type allows students to drag words, images or both from a list and drop 

them into pre-defined gaps on a base image. You can set up the question as the 

following: 

1- Enter the question name, question text and the default mark. The explanation of 

these fields is available in the first two steps of section 4.1. 

2- In the Preview section, click on Choose a file to upload an image, as illustrated 

below. Noting that larger images will be displayed at a maximum 600 x 400.Your 

image will then display under the file upload box. 

3- In the Draggable items section, you can upload images if you leave the type as 

'draggable image' or you can type in words if you change the type to 'draggable text'. 

You may have a mixture of images and text. 

4- In the Drop zones section, you choose which items to go in which zone.  

5- Click on Save Changes button, once you are done. 

Below is an example: 

 In the Preview section, a basic map of Europe is uploaded. 

 In the Draggable items section, the capital cities are added as the type 

'draggable text' and the flags are added as the type "draggable image" 
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 All draggable images (the flags) are in Group 1 and all draggable text items 

(the capital cities) are in Group 2. 

 In the Drop zones section, an item from the previously added options is chosen 

from the drop down. The Group 1 boxes will display in a different color from 

the Group 2 boxes. 

 When the boxes are dragged to their appropriate places on the background 

image, the coordinates in the Drop zones section are updated automatically. 
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5.12 Select Missing Words Question Type 

This is very similar to the Drag and drop into text question type, but uses drop-down 

menus in the text instead of drag-boxes. This works well where the question text is 

very long and you would have to scroll a lot to do drag and drop. You can set up the 

question as the following: 

1- Enter the question name, question text and the default mark. The explanation of 

these fields is available in the first two steps of section 4.1. 

2- Add the missing words or phrases in the correctly numbered boxes in the Choice 

section. (You may add extra ones to make the question harder. If you tick Shuffle the 

display order will be shuffled.  

Note: While adding the question text, use double square brackets '[[n]]' with a 

number in place of the word you wish the students to find, as illustrated below: 
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3- If choices are grouped, then only items in the appropriate group will display in the 

drop-down menu of a blank. In the example below, Group 1 are verbs and Group 2 

are possessive adjectives: 

4- Click on Save Changes button, once you are done. 

5.13 Record Audio Question Type  

This type is similar to the essay question type, where the 

student can express themselves and the answer has to be 

manually graded; however, instead of typing a text, the student should record an 

audio as a response to the question. You can set up the question as the following: 

1- Enter the question name, question text and the default mark. The explanation of 

these fields is available in the first two steps of section 4.1. 
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2- Specify the maximum record duration, as illustrated below, noting that the 

maximum recording duration is 2 minutes. 

3- Click on Save Changes button, once you are done. 

6. Learn more about Question Bank 

This feature allows you to create, preview, and edit questions in a database of 

question categories. This is limited to be used on course or quiz level. You can import 

a question bank by following the below steps: 

1- Inside the course, click on the gear icon and then on More…, as illustrated below: 

2- Scroll down and click on the Import button in Question Bank section, as illustrated 

below: 

Note: The “Record Audio” question type is approved for mid-term assessment only. 
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3- Choose one of the supported file types, choose and upload the file, and then click 

on the Import button, as illustrated below: 

 


