
 

Report Tab for Quizzes 

In this tutorial we will learn how to create reports for quizzes.  Reports are useful if you are 
planning to share the details of the quizzes with other users enrolled in your course such as the 
help desk manager, department head, and guest observer.  

  If you are interested in creating a report for yourself or for the teaching assistant you 
don’t need to use the report setup because the reports are accessible to these users through quiz 
statistics.  
 

 



 

Step 1. Navigating to New Report 

 
 

  

1A. In order to create 
reports, first go to the 
report setup tab for a 
selected quiz. 

1B. Here you will not see any 
reports yet so click on add report. 



 Step 2. Setting up New Reports 
 

 
 
 
 
 
 

2A. A new screen will appear 
displaying multiple options 
available to modify your report.  
First you need to enter a report 

 
 



 

2B. Next choose the 
report type.  You can 
pick from question 
statistics, question 
details, users 
statistics, attempt 
details, and user 
attempts.  For each of 
these types there is a 
variety of options to 
choose from as well.  
You can choose any of 
these options for your 
report type. 
 



 
 
 

 
 
 

2C. If you choose question statistics it will display 
information about the questions in the quiz. 

2E. The bonus question option will 
display stats about any bonus 
questions you included in the quiz.  
 

2D. You can choose to 
display the class average, 
score distribution, bonus 
questions, and out of 
value score. 



 
 

 
 
  
 

2F. The next report type is question details. 
If you choose this type, new options will 
display allowing you to modify that type. 2G. You can 

display the 
difficulty for each 
question, include 
text responses 
(which will 
display long 
answer responses), 
you can include 
bonus questions in 
your report, and 
display private 
comments from 
sections. 

2H. When you display 
private comments it will 
show the comments 
entered in the create/edit 
section in the report.  It is 
not recommended to 
release a report to people 
taking the quiz with this 
information. 
 



 

 
 

 2I. If you choose the users 
statistics report type you can 
choose to display the class 
average, score distribution, or 
org defined ID. 
 



 

 
 

 

2J. If you choose attempt details you 
can display the org defined ID and 
attempt duration.  Attempt duration 
shows the start and end time and 
duration of the attempt of the quiz. 
 

2K. The final option is users attempts and this 
will only allow you to show the org defined ID. 
 



 

  



Step 3. Releasing Reports  
Note that you can create multiple reports for the same quiz to provide different information.  
For example you can create one report and see which questions students found more difficult 
and focus on the information the question asked about.  You could create another report just to 
see the statistics of the quiz to decide whether or not to focus more on a section of the course. 
 

 
 

3A. You can also create 
separate reports for 
separate people and 
choose to release them at 
different times, whether 
immediately or on a 
specified date.  If you 
create two similar reports 
you can release one to 
yourself immediately and 
the other to your students 
on a specified date. 3B. We do not recommend 

you to share the reports with 
your students unless you 
have a good reason.  Reports 
may reveal information 
about other students’ 
performance. 



 

  

3D. To choose a role, mark the checkbox.  Doing this 
allows you to share the report with that person. 
 

3C. To choose who to release the 
report to go to the last section on 
your page, you will see numerous 
roles to decide who to release the 
report to. 

3E. When you have finished, click save 
report at the top of the page. 



 
  

3F. You will be taken back to the reports 
tab and will see the report you just 
created.  You will see information on its 
type and when it is to be released. 



Step 4 Deleting and Generating Reports 

 

 
 
 

 

4A. Now 
you can also 
delete a 
report by 
selecting 
the 
checkbox of 
the report 

4B. and then clicking the trash can icon. 
 

4C. You will be asked to confirm 
your desire to delete the report.  

4D. After the release time of the 
report, you can view the report by 
clicking the corresponding icon 
under actions for the specified quiz. 



 
 

  
 

 
 

4E. Select a report to view. 

4F. Then choose the data range for attempts 
completed in a period of time . If you do not 
choose a data range, the report will be 
generated for all the attempts during the 
semester of that particular quiz. 



 

 
In this tutorial we have learned how to create reports to monitor the quizzes in your course. 

4G. Then choose to generate a 
CSV report or HTML report. 

4H. The CSV report will be an Excel file that 
you can save to your computer for further 
analysis and the HTML report will bring 
you to a new screen displaying the report on 
your web browser.  
 


