
Create Test Overview

Introduction
This handout provides an overview of building an online test in Blackboard.
 
Caution

● It is time consuming to create test questions from scratch within Blackboard. Please your ITC or 
the Respondus handouts to facilitate this process.

● Cheating on online tests is an ongoing concern. Your ITC can help you think through this.
 
Create test

1. Navigate to the Tests, Surveys, and Pools area under Course Tools and select Tests.
2. Click Build Test.
3. Type a Name for the test.
4. Text in the Description field will display with the test link - that is, before the test is opened.
5. Text in the Instructions field will display after the test is open.
6. Click Submit. 

Note: when the test link is clicked, Blackboard displays other information about the test settings 
(see the example below.)

 
Add questions
Blackboard provides multiple options for adding questions (see image below).

a. Create Question - best for adding a question or creating a brief test.
b. Reuse Question - for using questions existing in other tests or pools.
c. Upload Questions - using Respondus is easier, so suggest not using this option.

 
 
Before adding questions, check the Question Settings.
 
 
Question Settings
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TIPS for Question Settings

● Several settings are automatically selected. If these are not desired, they must be unchecked.
● Random ordering of answers (#5) is the default. This means that the correct answer may be  b. 

for one student but d. for another. Suggestion: let students know this ahead of time.
 
See Respondus handouts for uploading test questions. See Create Test from Existing Questions to draw 
questions from existing tests or pools.
When test creation is complete, click OK. See Deploy Test or Survey for the next step.
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