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Reopening or Submitting Quizzes for Students who Forgot to Submit — D2L
Tutorial

This tutorial is for faculty who have previous experience using the Quizzes tool in D2L. For further
information, please contact elearning@camosun.ca for assistance.

Scenario

This tutorial will cover the steps involved with re-opening a quiz for a student who has lost access (e.g.,
due to technical issues) but where the quiz has closed (or the time limit has run out.) It will also cover the
steps involved in submitting quizzes for students who have forgotten to submit them (but where they no
longer have access to go back in themselves and submit them).

Steps for re-opening a quiz for a student after a quiz has closed

If a student’s computer or browser crashes or shuts down while they are writing a quiz, as long as the

time limit and the end date for the quiz have not passed, the student can return to the Quizzes tool and
continue the quiz.

If, however, the student tries to log back into the quiz after the time limit or the due date have passed, you
may want to re-open that quiz so the student can pick up where they left off and submit the quiz. For this
scenario, you will need to edit the Special Access for this quiz. To do this:

1. Go to the Quizzes tool in your course.

2. Click the arrow next to the title of the quiz you wish to grade, and select Edit.
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3.

In the Restrictions tab, scroll down to Special Access (at the bottom of the page), and select

Allow only users with special access to see this quiz to ensure only the selected student(s)

can see the quiz. Click Add Users to Special Access.
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Set the desired Due, Start, and/or End dates as well as the Access limits for the student(s).

m. This content is licensed under a Creative Commons Attribution 4.0 International Licence.lcons by the Noun Project.

Updated September 2020

Page 2


https://creativecommons.org/licenses/by/4.0/
https://creativecommons.org/website-icons/

5. Scroll down to the Users area, and select the name(s) of the student(s) you want to re-open the
quiz for. Click Add Special Access.
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6. The selected student(s) will now be able to access the already active quiz for the set time periods
(note that for this Special Access scenario, no other students will be able to access the quiz), and

finish what they started earlier.

Steps for submitting a completed quiz for a student

If a student has forgotten to submit a quiz, but has saved all their answers, and cannot get back into the quiz
because the time limit or due date has passed, you can go into the quiz and submit it on their behalf. To do this:

1. Go to the Quizzes tool in your course.

2. Click the arrow next to the title of the quiz you wish to grade, and select Grade.
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3. First, click the Restrict to drop-down menu and select All users. Then click on the magnifying
glass next to the Search For: box. You will now see a list of all students, those who have
completed the quiz and those who have not.
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4. Scroll down to your student list. Next to students who have started a quiz attempt, but NOT submitted
it, you will see an (in progress) note. Click the icon next to this note to Enter Quiz as User.
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5. Click Yes in the Confirmation pop-up box.

Confirmation
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6. To submit the quiz as completed by the students, scroll down and click Submit Quiz.
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Page 1: Assuming you have already created your quiz questions, place the steps for creating a quiz in
order (from start to finish):
1 2 3
‘4 1 v ‘ Click on Quizzes from the course home navigation bar.
4 5 6 ‘ 2 - ‘ From the Layout/Questions tab, Import the Quiz Questions from the Question
- ’ Library into the Quiz.
7 8 9 ‘ 3w ‘ Set the Quiz status to Active.
‘4 4 v ‘ Enter a Name for the Quiz.
10 —

( 5« ‘ Preview the Quiz to ensure it is set up properly.

6 v ‘ Select New to create a new Quiz.

7. Click Submit Quiz.
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Things to Remember

Remember to publish the student’s attempt to the Grades if that has not already been done
automatically.

O

Updated September 2020

This content is licensed under a Creative Commons Attribution 4.0 International Licence.lcons by the Noun Project.

Page 5


https://creativecommons.org/licenses/by/4.0/
https://creativecommons.org/website-icons/

