
How to Unlock Quizzes and Tests in APEX 
 

1. Login to APEX: www.apexvs.com  

 
 

2. Once logged in go to Menu>Student 

 

 
 

3. Search for your student (either last name or S# will find) then click on their first or last name 

 

4. Once here make sure to change your role from Site Coordinator to Teacher *(if you are not listed as a teacher 

then you will first need to add yourself to the course) 

 

http://www.apexvs.com/
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5. Now under Enrollments you will see a gradebook. Click where you see the book with the (A) 

 

6. Now, click where it says summary and choose the Unit in which the assignment must be unlocked: 

 

7. Find the assignment and click where it shows as locked.  

 

8. Now you should see the locked button show as unlocked. Once you do this make sure to look up and the previous 

refresh button will now show as Save. Make sure to Save and all is done: 
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Unlocking an Assignment for an Entire Class 

 

1. Same steps as the above through #6. Once you decide which unit you are needing, here is where you will be able 

to unlock an assignment for the entire class, rather student by student.  

 

2. You want to look at the header and decide what is needing to be unlocked. Here in the example I am looking at 

4.4.3 and the locked symbol in the header. 

 
 

3.  Click the locked item highlighted above and it will showed as unlocked. The blue refresh button above will now 

say SAVE. Click save each time.  

 

 

Settings Check 

 

Please note. Make sure that your settings are setup that the box under Proctored Activities is unchecked.  
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If checked, then if you unlock an assignment, it will automatically lock again after 50 minutes of no activity.  

 


