
 

 
 Creating a Test  

 
 

To create a test: 

Click on Course Tools under Course 
Management, and select  
Tests, Surveys, and Pools. 

 

Click on Tests. 

 

Click on Build Tests. 

 



Type the name of your test in the 
Name field. Optionally, type a 
description of the test and instructions.  

 

Click Submit.  
 

Click on Question Settings in the top 
right corner to select the options that 
you would like displayed for the 
answers and feedback well as how the 
answers are displayed. Press Submit. 
Note: This is how you allow images to 
be displayed as answer choices.  

 

You can create a question, reuse a 
question, or upload a question. To 
create a new question hover over 
Create Question and select which 
type of question you want to create. 
For this example, we will choose a 
multiple-choice question.  

 

You can name the question by typing 
in the Question Title field. This is not 
a required field. Type the question in 
the Question Text field. 

 



In the Options section, you can edit 
the following: 

• Answer Numbering allows you to 
decide how or if you want your 
answer selections to be labeled. 

• Answer Orientation allows you to 
decide if you want the answer 
selections to appear vertical or 
horizontal.  

• Allow Partial Credit allows you to 
decide to give the student partial 
credit if there is more than one 
correct answer. 

Show answers in Random Order 
allows you to decide if the answers will 
appear in a different order for each 
user. 

 

 

Number of Answers allows you to 
decide how many answer sections you 
want to provide for the question. The 
default is 4. 

 

Begin typing your answer selections.  

• Make sure you have selected 
the correct answer by selecting 
the dot next to either Answer 1, 
Answer 2, etc. 

If you type the correct answer each 
time in the Answer 1 field, you will 
want to make sure that you chose the 
Show Answers in Random Order 
button shown in a later step. 

 



You can choose to give feedback for 
correct and incorrect responses by 
typing in the fields, but these are 
optional.  

 

Click Submit if you are finished 
creating multiple-choice questions and 
want to create a different type of 
question or click Submit and Create 
Another if you want to create another 
multiple-choice question. Repeat steps 
above to continue adding questions.  

 

Once you have finished adding 
questions, you will need to input how 
many points each question is worth.  

The box at the top of the page will 
update the total points as you update 
each question’s point value. 

 

Once you are finished updating point 
values, scroll all the way down to the 
bottom of the page and click OK.   



To make the test available: 

Log into Blackboard and go to your 
class or school Blackboard course. 
Make sure Edit Mode is turned on. 
Edit mode is on if you see a green dot. 

 

Click on the menu button you want the 
test to appear. 

 

Hover over Assessments and select 
Test. 

 

Click on the test you created then click 
Submit. 

 

The Test Information will appear, and 
you can verify the test name, the 
description, and make changes as 
needed. 

 



Test Availability 

• If you choose Yes for Make 
available to students, the link 
will be available to students to 
start the test immediately. 

• If you keep it as No because 
you are not ready for the 
students to see the test, you will 
have to come back later and 
edit this option when you are 
ready to make the test 
available.  

• By selecting Force 
Completion, students will have 
to finish the test in the same 
session in which they began. 

• By selecting Set Timer, you 
can time your test.  

• You can choose a start and 
end date and time for your test 
to be available to students.  

• You can assign a password to 
the test so that the students can 
only access the test with the 
password.  

Test Availability Exceptions allows 
you to exempt a user or group from 
timer and force completion.  

You can choose to assign a due date. 
You can choose to not show the grade 
to the student.  

 
 

You can manipulate how and if you 
want the students to be able to view 
their answers and feedback.   



You can choose whether you want the 
questions to appear All at Once or 
One at a Time. By selecting 
Randomize Questions, you can 
choose to have the questions appear 
in a different order for each user.  

Click Submit. 
 

To view survey results:  

Click on Grade Center under Course 
Management and select Full Grade 
Center to see all students’ responses 
to all assessments.  

Click on the drop-down arrows next to 
the survey title. Click on Attempt 
Statistics to view the results. 

 

 

 

 


