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Create a Test 
1. Login to Blackboard and open your course. 
2. Under Course Management, click Course Tools and then click Tests, Surveys, and Pools. 
3. Click Tests. 
4. Click Build Test. 
5. In the name box, type a name for the test and then click Submit. 
6. Point to Create Question and select the question type. 
7. Type the question and answer choice if the question requires it and then click Submit. 
8. In the points box, assign the point value for the question 
9. Repeat steps 6, 7, and 8 to create all the questions for the test. 
10. When the all the questions have been created, click OK. 

Administer a Test 
1. Navigate to where you want to add a test or survey.  
2. Point to Assessments and select Test.  
3. Select the test from the list.  
4. Click Submit. The Test Options page appears for you to begin setting up how to administer the 

test. 
5. Under Test Availability, click Yes to make the test available. 
6. To allow multiple attempts, check the box, set the number of attempts and the scoring options. 

 

7. Click the box Force Completion to enforce students completing the test when they launch it. 
Students will not be able to exit the test and come back at a later time to complete and submit. 

8. Set a timer to limit student’s completion time. You can set the timer to auto-submit the test 
when the timer ends or allow students to continue working and manually submit. 

 

 



9. To control when the students can access the test, set the display dates and times. The students 
will not see the test outside those parameters.  

 

10. Optionally, set a Due Date. 
11. Set which results and feedback are available to students after they complete a test. 

 

12. Set the Test Presentation setting to determine how the test will display to the students. 

 

13. Click Submit.  

Add Test Exceptions  
You can add exceptions to add extra time for a student to take a test or allow a student to take the test 
outside the availability dates. 

1. Click the test menu, and then click Edit the Test Options. 



 

2. Under Test Exceptions, click Add User or Group. 
3. Click the check box next to the student name and then click Submit. 
4. Set the timer and access dates and times. 

 

5. Click Submit. 
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