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Create a Test or Survey

Overview

This tutorial will explain how to create a Test or Survey. Questions are added to Tests and
Surveys in the same way, but no points are assigned to Survey questions. You can add new
questions and organize them before students take the Test or Survey using the Canvas.

Quick Steps

Control Panel > Course Tools > Tests, Surveys, and Pools > Choose > Build Test > Set Options
> Question Settings > Create Questions

Step 1

To create a Test or Survey, you must first access the Tests, Surveys, and Pools tool. The
Tests, Surveys, and Pools tool can be found in the Course Management navigation pane

beneath the Control Panel section. Click on Course Tools [1], and then click on the “Test,
Surveys, and Pools” option [2].
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Step 2

On the Tests, Surveys, and Pools page, select “Tests” [3] or “Surveys” [4].

Tests, Surveys, and Pools

Tests

Tests are sefs of questions that are graded to measure student perform
Test results are reviewed in the Grade Center. Note that some question]

surveys

Surveys are not graded, and student responses are anonymous. They
deployed in a content folder for students fo respond to the survey.

Step 3

On the Tests (or Surveys) page, click the Build Test (or Survey) button on the Action Bar [5].

Tests

Tests are a means of assessing

Build Test Import Test

Step 4

On the Test (or Survey) Information page, in the Test (or Survey) Information section, type the
name for your Test (or Survey) in the Name box [6]. You can also type a description in the
Description editor [7] and instructions in the Instructions editor [8].
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Test Information

Type o Name for the test. This is @ required field. The name is the fitle text that qppears in the content area. Us

¥ Indicates a required field.

TEST INFORMATION

Description -

T T T T |Puagraph - Anal + | 3(12pt) PSS T e

%0 0aq EiEsE = T L ==
O@® H Bl fi omsees - & @ @ L B s
\s_/E

Pamp

Instructions

T T T T pamgpn - Aana * 3(12ph = = L+~ &~ &

%0 0a = ]
Q@ E B f « .

‘-.._/E
D

Pam

Step 5

Click the Submit button.

Step 6

The Test (or Survey) Canvas page will appear.

Before adding questions to the Test (or Survey), click the Question Settings button [9] on the
Action Bar to enable options for adding images, files, or web links to feedback or answers, set
default point values for Test questions, or specify whether to offer partial, negative, and extra
credit.

Success: Example Test created.

Test Canvas: Example Test

The Test Ganvas lers you add, edir, and recrder questions, as well s Teview a test. More Help

Creste Question »  Reuse Question Upload Questions

Exampie Description

Exampie Instructions

To learn more, visit the Question Settings page.
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Step 7

To begin adding questions, on the Test or Survey Canvas page, hover over Create Question on
the Action Bar and select a question type.

Test Canvas: Example Test

The Test Canvas lets you add, edit, and reorder questions, as well as

Create (QQuestion Reuse Question w Upload Questions
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Fill in the Blank

Hot Spot
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Matching

Multiple Answer T EATE Uk
Multiple Choice
Cpinion Scale/Likert
Crdering

Qiz Bowl

Short Answer

TruelFalse

To learn more about the available question types, visit the Question Types page.

Step 8

Use the Create/Edit Question page to create the question, Add a Rubric, add categories and/or
keywords to the question, or add instructor notes.

Date Modified: May 24, 2018 | Version: 2


https://en-us.help.blackboard.com/Learn/9.1_2014_04/Instructor/110_Tests_Surveys_Pools/100_Question_Types

Q WINTHROP | Office of Online Learning

UNIVERSITY www.winthrop.edulonlinelearning

Step 9

Click the Submit button.

When you are finished adding questions, click the OK button at the end of the Test (or Survey)
Canvas. The Test (or Survey) is added to a list on the Tests (or Surveys) page. When you are
ready, you can Deploy the Test or Survey in a Content Area or Learning Module.

Note

You can organize questions on the Test (or Survey) Canvas. Click the plus sign before or after
another question and choose a question type. You can edit a question, change a question's
point value (tests only), or re-order questions.

Select: Al None | Select by Type: —Quesiion Type— -

Delete  Points Update Hide Question Details
: ADD QUESTION

o.

~ 1. Essay: Explain the phases of the iCalculated Formula; Multiple Answer
Calculated Numeric Multiple Choice
1 Either/Or Opinion Scale/Likert
Question Explain the phas e e
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Edit Test or Survey Questions
Step 1

From the Test (or Survey) Canvas, access the question's Question Options menu by clicking on
the Question Options arrow that follow the question’s title and selecting “Edit”.

Edit

Delete and Regrade

[ | 2. Multiple Choice: Using an annotated bibliography, stud...

Question Using an annotated bibliography, students will a

Step 2

The question's Create/Edit page appears. Make the desired changes to the question content or
point values.

Blackboard WILL update and re-grade any attempts that have already been
" submitted.

Step 3

Click the Submit button.
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Delete Test or Survey Questions
Step 1

From the Test (or Survey) Canvas, access the question's Question Options menu by clicking on
the Question Options arrow that follow the question’s title and selecting “Delete”.

Edit

Delete and Regrade

[ ] 2. Multiple Choice: Using an annotated bibliography, stud...

Question Using an annotated bibliography, students will a

This option will appear as “Delete a Regrade” if there are attempts that have
- already been submitted.

Step 2

Confirm that you would like to delete the question.
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Change a Question’s Point Value (Tests Only)

Step 1

From the Test (or Survey) Canvas, click a question's current point value.

7l 1. Essay: Explain the phases of the ADDIE model. Eintsz| 10

Step 2

Using the Update Points pop-up box, edit the points. Select the checkbox for Extra Credit if
extra credit will be given for correctly answering this question.

Step 3

Click Submit.

Update Points: 10 ] Extra Credit  Cancel Submit
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Reorder Questions
Step 1

By default, when you create new a question with the Create Question button, it is added to the
end of the Test (or Survey).

On the Test (or Survey) Canvas, you can reorder questions by hovering over a question and
revealing a double-tipped arrow. Click and hold this arrow to drag and drop a question to a
different location.

1 2. Essay: Explain

Question

Alternatively, use the Keyboard Accessible Reordering tool () on the Action Bar. Click a
question and use the up and down arrows below the Title box to adjust the order.

Step 2
Continue adding questions.
Note

Changing question order only affects new attempts, assuming the test is not set to display
questions in random order. Attempts already submitted retain the order as originally viewed
when the test was taken.

Questions are numbered automatically in the order they are added, and the question numbers
update when items are reordered or randomized. Therefore, use caution when referring to
specific question numbers in the questions' text.
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