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Setting Up a Proctored Quiz/Exam in Canvas Using ProctorU 
 
1: Create your Quiz in Canvas 

1. Log in to Canvas. 
2. Go into the course you want to create the quiz in. 
3. Select Quizzes from the course navigation menu, on the left. 
4. Either: 

− Select  - (in the top/right) to create a new quiz, or 
− Select an existing quiz to edit. 

 
Best Practice for Online Exams and Quizzes 
As a student-success best practice, proctored activities are encouraged to remain open for 
at least five days and include a weekend when possible. This flexibility supports online 
learners managing multiple responsibilities and helps mitigate challenges related to 
technology or internet access. 
 
2: Configure Quiz Settings: 
Recommended Quiz Settings 

• Set a clear Quiz Title – (Consider adding the word “PROCTORED”). 
• Quiz Type: You can choose between quiz/graded survey/ungraded survey. 
• Points: Set the points value. 
• Assignment Group: choose Quizzes or Create group. 
• Assign Access: Set the Available from/Until Dates and Times. 
• Select Save 

• Select  to begin creating the quiz. 
 

After your quiz is built in the top tabs, select Settings. 

 
 
Suggested settings: 
• Shuffle questions and answers. 
• Display one question at a time. 
• ProctorU requires a password in the setting: Require a student access code. 
• Set the Time limit. 
• Detect multiple settings.  

o Alerts faculty to potential academic integrity concerns when students access a 
quiz from multiple devices; these instances are flagged in the activity log. 

• Configure the additional settings based on your preferences. 
• After settings are complete you can now enable ProctorU for the Quiz. 
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Best Practice for Online Exam Time Limit 
As student-success-focused best practice, faculty are encouraged to provide generous 
time limits for major online exams, such as up to 120 minutes when appropriate. Flexible 
testing times help support the diverse needs of online learners, reduce unnecessary test 
anxiety, and allow assessments to better measure student learning and content mastery 
rather than speed alone. 
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How to add the ProctorU button to your course navigation in Canvas 
1. Open your Canvas course. 
2. Select Settings from the course navigation menu. 
3. Click the Navigation tab at the top. 
4. Locate ProctorU in the list of hidden navigation items at the bottom of the page. 
5. Drag ProctorU into the upper visible navigation area or click the three dots next to it and 

select Enable. 
6. Click Save at the bottom of the page. 
 
The ProctorU link will now appear in your course navigation menu for instructors and, 
depending on settings, students. 
 
3: Enable ProctorU for the Quiz 

1. Locate the ProctorU button in the navigation bar to the left. 
2. Select Continue to Instructor Interface. 
3. Select Authorize. 
4. In the new window there are two tabs – Unproctored Exams and Proctored Exams. 
5. Located the exam you want to proctor in the Unproctored Exams tab. 
6. On the right of the title of the exam select Configure Exam to be proctored. 
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4: Configure Proctoring Settings 
Within the ProctorU configuration area, select the desired proctoring options. 
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Summary: 
Review the configuration summary and click Save Configuration. 
It now appears in the Proctored Exam Tab. 

 
 
5: Publish the Quiz 
Ensure the quiz is published and available to students. 
Students will access the exam directly through Canvas and will be guided through the 
ProctorU authentication and proctoring process automatically. 
 
 
If You Edit Your Exam:  
If you update your exam or settings, go back to the ProctorU tab and select the gear icon 
next to the exam that was updated and  Sync Exam Data. 
 

 
 


