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Creating Online Quiz 

Here I would like to inform you, how to create an online Quiz upload Question Bank or prepare the 

questions answers in Microsoft Word then import into Moodle. 

Please follow the below steps to create a Quiz in Moodle.  

 

Open the top right corner setting then click on "turn Editing ON", select your 

section as per your schedule "Add an Activity or Resource". As shown in 

below picture. 

 

 

 

 

 

 

 

 Step 1 

 



 

When you click on "Add an Activity or Resource" you will get popup menu, 

in that you should have to select the option "Quiz" as shown in the below 

picture. 

 

 

 

 

 

 Step 2 

 



 

After Adding the Quiz, you have write general information and Quiz 

schedule date open / close and time limit have to fix. Please have a look in 

below picture. 

 

 Step 3 

 



 

Once you add the all settings as per the above picture, then "Save and return to course" you will get 

the below information in the course list. 

 

Still we didn't add the questions, just till we prepared Quiz basic information 

and Scheduling and Quiz time limit, Now will add the Questions and Answers 

from Question Bank. 

Before going to import the Question Bank, you have to follow below 5th step. 

 Step 3a 

 

 Step 4 

 



 

In the below Microsoft Word document you have to remove the top heading 

and remove the unwanted spaces, 

Option should have to write in Caps letter and ANSWER word and correct 

option write in Capital letter (:) . Remove the space after and before. 

 

 Step 5 

 



 

Now you have to “Save As” in ‘Plain Text’ with the same name option as 

shown in the below picture. 

 

 
 

 

 Step 6 

 



You have to select Other encoding  Unicode(UTF-8), the OK button. 

 

This is Plan Text file. It looks like clear, Questions and option with the Answers. 

 

Once you finish the above steps go to Step4, in the Moodle click on top right 

corner setting you will get menu, Select the Categories Option and create 

one category. Once it is created we will import the Question bank, which we 

created as ‘PlainText’ file. 

 Step 6 

 



 

Add Category: Parent Category  ‘Top’ under you course name. 

write category Name: Quiz Category Chapter 5 – click on Add button. 

 

 

Added Category with Zero (0) Questions. 

 Step 7 

 



 

Now you have select the Import option from the top right corner list. As 

shown in the picture below. 

 

 

Follow the below picture steps,  

File Format: Aiken Format,  

General: Select your Category 

Import File: Drag and Drop in the Box. Then Press on Import button 

 Step 8 

 

 Step 9 

 



 

 

Once imported my 5 Question added in the Category. Say continue button. 

 

 

Go to Quiz Page. 

 Step 10 

 



 

Then Select the Add from Question bank, now you can use Shuffle option (Question and option will 

Shuffle) 

 

See the Below screen.. for Selecting the added Category. 



 

Added all 5 Question from the Category. 

 

Successfully we add the 5 Question in the Quiz. 



 

Final Page the Quiz will start from here to attempt QUIZ NOW  

 

 

 

 

 

 



GRADE CAN CHANGE MANUALL 

 

Some more information regarding manual Grade after online Quiz Result. 

Step 1: Click on Attempts as shown in below picture 

 

 

Once you click on attempts you can find the Result grade window. As shown in below. 

 

If you want to change the existing grade, click on the grade 0.00 

Then it has open new window and write comment on that question reason, then you can change the 

grade manual, as shown in below picture. 

 



Once you click on Make comment or Override mark, you can find another window as shown in below 

picture,  

Then you can change the GRADE MANUALLY. 

 

Just save the in bottom button. 

 

Thank you.  
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