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Overview

myLesley allows instructors to create and track tests directly in their course environment. 
Test are automatically graded and can be viewed or modified through the course Grade 
Center.

Tests are created by using the Test Manager in the course control panel. Once tests are 
created they will not be visible to students until posted in a content area of the course.
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Creating a New Test

1. Log into myLesley and click the my courses tab on the top of the page.  Select your 
course from the my courses list.

2. Choose Control Panel.

3. Choose the Test Manager from the “Assessment” Menu.

The “Test Manager” page will appear on screen. This is the page where you can create 
new tests, or import tests from a previous course.
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4. Click the +Add Test button.

The “Test Information” page will appear on screen.

5. Under section 1, “Test Information,” enter in a Name for the test, a Description and 
Instructions for the students to complete the test.

6. Click Submit.

The “Test Canvas” page will appear on screen. On this page you can create the questions 
that compose the test.

Adding Questions to the Test

The Test Canvas provides you with 20 different types of questions to use when creating a 
test. In this example, we will add a “fill in the blank” type question to the test.

1. Click the drop down list next to “Add,” and select Fill in the Blank from the question 
type drop down list.

						    
						      Click Go.
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The “Add/Modify Fill in the Blank Question” page will appear on screen.

2. Under section 1, “Question,” type in the Question in the Question Text box editor, 

and assign a Point Value for how much this question is worth.

3. Under section 2, “Answers,” type in the correct answer to the question. There can be 
multiple correct answers added to the question.

4. Under section 3, “Feedback,” enter in a response to give to the student in both the 
Correct Response and Incorrect Response text boxes. This area is optional.

5. Click Submit to add the question to the test.

You will return to the Test Canvas page, and your question will appear on screen. 

Continue adding questions to the test. Click OK when all questions have been added.
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Posting the Test Link

Once the Test has been created, it must first be activated in the actual course for students 
to be able to view, access and complete it.

1. Navigate to the content area of the course you wish to add the test to, such as 
“Assignments.”

2. Click on Edit View.

Edit View menu screen.

3. In the edit toolbar, click the +Add Test button.

The “Add Test” page will appear on screen. On this page you can create a new test, or add 
a link to a test already created.

4. Select the test you previously created by clicking on it in the “Add Test” list, and click 
Submit.

5. Click OK. The “Modify Test” page will appear on screen.

6. Click on the second item in the list, Modify the Test Options.
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Modifying Test Options

1. Under section 1, “Test Information,” review the name and description for the test to 
appear to students, and select whether or not to open the test in a new window.

2. Under section 2, “Test Availability,” select Yes to make the test available to students. 
Also choose from several options for students to take the test, such as allowing multiple 
attempts or setting a timer.

3. Under section 3, “Self-assessment options,” check the first option to include the test in 
Grade Center calculations (if being graded), or select the second option to hide test results 
from the instructor and Grade Center view.
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4. Select what feedback information will be displayed to the student after completing the 
test under section 4, “Test Feedback.”

5. Under section 5, “Test Presentation,” choose to have the test display on a single page, 
or the questions appear one at a time. Also choose to prohibit students from returning to 
questions already completed, or set the questions to appear in a random order for each 
student.

6. Click Submit to update the test options, and click OK to return to the content area. The 
test link will be available for students in the course.
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Viewing Test Results

Once all the students have completed the test, you can view the individual student test 
results and download all the test results at once using the course Grade Center.

Viewing Individual Student Results

1. In the control panel, click on Grade Center under the “Assessment” menu.

The Grade Center Spreadsheet will appear on screen.

A grade column for the test will have been 
automatically created once the test was made 
available to the students in the course.

2. To view the individual student grade and test 
results, click the arrow in the grade cell, and click 
Grade Details to view more options.

The “Grade Details” page for the student will appear on screen.

3. In the “Attempts” area under the “Actions” column, click 
View Attempt.

The Grade Assessment page will appear on screen showing the results of the quiz, 
including the answers given for each question. On this page you can also change the 
points assigned to the student for each answer if a correction is needed, assign point for 
open-ended questions such as an essay, or clear the test attempt if the student needs to 
re-take the test.

Click Submit to enter in any changes, or Cancel to return to the Grade Details page.

To view additional student test results, click the right arrow button next to the “User” 
drop down list on the top right side of the screen, or select a student from the drop down 
list, and click Go.
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Download All Test Results

1. To download and view all test results at once, click the arrow 
in the column title, and select Download Results.

The “Download Results” page will appear on screen.

2. Make sure that Tab is selected for the file type to download.

3. Select how the test results information will be displayed in the downloaded file,

and click  the Click to download results link. 

The results will be saved to your desktop as an .xls file you can open and view directly on 
your computer using Excel.
 


