
 
 
 
 

BEGINNER'S GUIDE TO QUIZ CREATION (v2.0) 
 
 

 
 
1. From any page on the site, scroll down to the bottom and click on the ‘Create/Submit 

Quizzes’ link: 
 

 
  

 
2. This will take you to the page to download the latest template.  It also has a link to the 

FAQ pages on the forum where you can find tips on specific quiz creating skills, e.g. 
audio quizzes.  Click the link to download the template you require and then save it to 
your hard drive.  There are two templates available: the Single Answer Template and the 
Two Answer Template.  The basic difference between the two is that the Two Answer 
Template requires two different answers for each image (e.g. name the film pictured and 
the actor starring). 

 

 
 
 
 
 
 
 
 
 
 



 
3. Open the template from your hard drive (note, you DO NEED to have a full version of 

Microsoft Excel to create quizzes).  It is also worth remembering to save frequently 
whilst creating your quiz. 

 

 
 
 
 
4. If you click on the Answers tab at the bottom of the page, you can start to insert your 

answers into the relevant boxes (note, an answer needs to be input before the relevant 
question or image). 

 

 
 
 

 
5. The template will then look something like this: 

 

 
 



6. The answer should be inserted in the cell/box directly under the question number cell.  
You can also include any alternative answers here as well.  For example if the answer is 
"Ronaldo" it is helpful if you also include his full name as an alternative answer. 

 

 
 

 
7.  If you click the QUIZ tab at the bottom of the page you'll see that the box has now 

opened up ready for you to insert the picture or type the question. 
 

 

 
 

 
 
 
 
 
 
 
 
 
 
 
 



8. In order to insert an image, you will need to first ensure that you have the picture toolbar 
open: 

 

 
 

 
It will look something like 
this:      

 
 
 

9. To insert a picture, first find the one you want to use (usually by searching the images on 
Ask.com or Google) and save it as a jpeg file .  If it isn’t a jpeg file then you may need to 
convert it to one, otherwise your quiz may become unmanageably big i.e. too big to mail.  
Click inside the cell where the picture is to appear and select the icon to insert your 
picture (shown below).  Alternatively, select Insert, Picture, From File (also shown 
below). 

 
 

 
 



10. You'll then need to browse/select your image and you should get something resembling 
this: 

 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 

11. To resize the picture to fit the cell, please only resize it by using the dot in the bottom 
right of the image.  This will ensure that the image changes uniformly, rather than it 
being stretched or squashed (if an image is stretched or squashed we have to replace it 
as it won't upload to the site properly). 

 
 

 
 
 
 
 
 
 
 
 
 
 
 

Now that we've resized it, you can see that it still overhangs the cell.  You can now crop 
it to fit exactly.  To do this, select the Crop Icon (shown below) and then drag the bar as 
necessary.  In the example shown, we used the bar in the middle of the right hand side 
of the image. 
 

    The finished result – resized 
    and cropped to fit the cell. 
 
 
 
 
 
 
 
 
 



12. When you come to insert additional images on that row, you may find that the size and 
shape of the images don't match.  Often it's best to wait until you have all four images in 
the row before you resize them.  If for example you want to have longer, thinner images 
you can increase the height of the row.  Note, you should not change the width of the 
columns or insert additional rows or columns.  

 
 In this example, we've added a second image and we want to increase the height of the 

row to match the new image.  The second set of images below shows row number 9 
being dragged down to increase the height. 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 Resizing the first image will give the following result: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
If you do not feel confident resizing the images, t hen simply insert them into the cell and 

we will be happy to resize them for you. 



13. If you want to add a text question rather than a picture, simply click on the cell and start 
typing: 

 
 
 

 
 
 
 
 
 
 
 
 
 

14. You'll also need to insert a quiz title and a brief description in the relevant boxes at the 
top of the page. 

 
 
 
 
 
 
 
 
 
 
 

15. Once you have finished, you will need to compress your images to make the file smaller 
and more manageable. Click on one of your images and then click the icon on the 
picture toolbar (shown below): 

15.   
 
 
 
 Ensure all of the following options are selected/checked and then click OK:  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



16. Once you've worked your way through the quiz, simply send it to Gez by clicking the link 
on the Quiz Creation page (as shown in point 2) or by e-mailing gez@quizardry.com. 

 
 He will then prepare it for uploading to the site and submit it to our testers.  Once it has 

gone through testing, we will then schedule it for release.  This may take some time, 
depending on the number and type of quizzes that have been submitted, but we are very 
grateful for all submissions so endeavour to schedule them for release as soon as 
possible. 

 
 

 For more advanced help, refer to the FAQ section in the forum: 
  
 http://www.quizardry.com/phpBB2/viewforum.php?f=24 

 
 


