Blackboard Training Materials

Blackboard Assessments and Surveys

Tests and surveys are useful ways to assess the progress of your students in meeting your learning
objectives. These results can be viewed in the Grade Center.

5 IMPORTANT: We highly recommend using the Test Manager in the Left hand Control
Panel to create a test. Creating a test with the “Create Assessment” button can be problematic
with editing the test at a later time. The “Create Assessment” button should only be used to
deploy the test to the content area, rather than to create the test.

Quick links through the document
Question Settings Adding Questions  Deploying your Test
Create a Survey Grade Center

Adding a Test with Test Manager

To create a test, first add the test under Tests, Surveys, and Pools section in the Control Panel, under
Course Tools, then add content to the test.

1. In the Control Panel, under the Course Tools heading, click Tests, Surveys, and Pools.

# Control Panel

Content Collection
Course Tools

Announcements
Blogs
Collaboration
Contacts

Course Calendar
Discussion Board
Glossary
Journals

Lecture Capture
Manage HRMS Competency Bric
Messages
Rubrics

Send Email
Tasks

il Tests, Surveys, and Pools >

Wikis

2. In the Tests, Surveys, and Pools screen, click Tests. This brings you to the Test Area to build
or import a test. For the purpose of this tutorial, we will “Build Test”.
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@] Tests

Build Test Import Test

Name ™~ Deployed Date Last Edited ;
3. Type the course name, the description and instructions to students directly into the Test Info

page, putting the test description in the Description box and the test instructions in the
Instruction box. Then click Submit. Return to the Test Canvas screen. Your test name,
description and instructions should now be visible.
It is NOT recommended to copy and paste from a MS Word file directly into the test areas
in Blackboard. If you want to use a copy and paste feature, FIRST copy text FROM MS
Word to Notepad. THEN, copy from Notepad into the Backboard test areas. This will
eliminate formatting issues with the web browser HTML codes.

@ Test Information

Enter the name, description, and instructions.

@ TestInformation

" Name
Deseription <y w3 v [Timeshewroman v | | B 7 U & | =% ¥ | = = = | = = &= i
-
“|Path: bady
Instructions “| Mormal | |3 || Times Mew Roman B I USR|xxX|EE E|i=i=E1IE

-

Test Info page
Now that the test is added, proceed to add content to your test in the Test Canvas.

Questions Settings

In the Test Canvas screen, you have the option to add questions via a pull-down menu. To the right of
this menu is a link to Question Settings. **Before you begin adding questions, make sure you click on

Question Settings.
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@ Test Canvas: Test tutorial *

The Test Canvas allows instructors to add and edit questions, add CQluestion Sets or Random Blocks, reorder questions, and review the test
before deploying itto users. More Help

Test Question Settings

Question Settings control the options available when creating Test questions. Mot all options are available for all guestion types. More Help

care
1. Feedback

D Provide feedback for individual answers.

Images, Files, and External Links

D Add images, files, and external links to questions.

D Add images, files, and external links to answers.

Question Metadata

Add categories, topics, levels of difficulty, keywords and instructor notes to questions.

Scoring

Specify default points when creating guestions. Defautt point value

.é. Use the currently assigned peints when finding and adding questions.

.:'_':'. Use default points when finding and adding guestions.
Specify partial credit options for answers.
Provide option to assign questions as extra credit.

Display
Specify random ordering of answers.

Specify the horizontal or vertical display of answers.
Specify numbering options for answers.

Cancel

1. Select as many options under Question Settings as you think appropriate. This page sets up
your question template. So if you think you will need to add an image to a question please
check the Add images, files ... option. After all options are checked, click Submit.

2. Under Section 4, “Scoring”, the point value field is required. The default value is 10, which
is the number that currently appears. You have the option to change this now or later.

3. Return to the Test Canvas, by clicking Submit.

Adding Questions

A wide range of question types are available including, multiple choice, true/false, multiple answer,
ordering, matching, fill in the blank, and essay.

**For the purpose of this tutorial, I will walk you through specific steps. Please modify these
steps as you see fit.
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y Email | MyAccounts | MyTab | Academics | Content Collection

Library | System Admin

SIS ISP T Tests, Surveys, and Pools » Tests > Test Canvas : Test Your Knowledge of Stethoscope History Edit Mode is ?

Test Canvas: Test Your Knowledge of Stethoscope History

The Test Canvas allows instructors to add and edit questions, add Question Sets or Random Blocks, reorder questions, and review the test before deploying it to users. More Help

Create Question ¥ || Reuse Question ¥ | Upload Questions Question Settings 4.

» Calculated Formula

> Caleulated Numeric
‘This test will determine whether you were skecping. talking or paying attention during this class.

> Either/Or
» Essay Complete questions 1 through 9 by choosing the option that best completes the statement. For questions 10-11 choose either "True® or "False." For question 12, fill in the blank. Question 13 requires a
bricf essay.
> File Response 3
>
Fill in Multiple Blanks &0
> Fill in the Blank
> Hot Spot
Selctby Type:
> Jumbled Sentence UG Question Type - =]
> Matching Update | | Hide Question Details
ice: The "father of medicine” was Points: 10

> Multiple Cheice

» Opinion Seale/Like The "father of medicine” was

Aesculapius
Hippocrates
> Quiz Bowl & Hiep
Laennec
> Short Answer
Littmann
> True/False
Correct

List of question types
1. In the Create Question pull-down, choose Multiple Choice for our first question.

2. From Notepad, copy the question portion of question 1 and paste into the Question Text field,
or, type the question text directly into the text box in Blackboard.

@ Create/Edit Multiple Choice Question

% |

1

# Cusstion Text e

[t E|\w Flie z g s ¢ | Ema (==

did this work?

.| "
# Point Value [ Extra Gregit Only
File T
fton Display image within the page E“
Extemal Link I:l
Link Name

1

e opioos |

Answer Numbering | one E”
Answer Orisntation

Allow Partial Credit O

Show Answers in Random Order o

Multiple Choice Question entry screen
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3. Leave the default number of answers set to 4.

4. Copy and paste each of the answer choices for this question from your Notepad file to
Blackboard, or type each answer directly into the text box area of Blackboard.

Answer area options

3.
Number of Answers @
Corract
@  Answer |
| s E”A-a Bl B 7 nee| = ¢ |E=:
a[Pe pom
T Answer Il
o FIGEI Z[ERNTIET:
| Pawr pomy

Remove

5. The correct answer, for my test, is Answer 2, "Hippocrates." Select the radio button beside
this answer. Note that you can provide feedback for each answer.

6. Scroll down to Section 4, ""Feedback." In the Correct Response field, type, "Correct." In the
Incorrect response field, type, "See your recommended readings for Session 1."

7. Note: The point value field, which displays after the question has been added. Since we
selected the default of 10 under Creation Settings, which is the number that currently appears.
At this point you have the option to adjust point values as needed. Please keep in mind that

tests should total 100 points.

[ 1. Multiple Choice: The "father of medicine" was

Question The "father of medicine” was
Answer Aesculapius
¥ Hippocrates
Laennec
Littmann

Correct Feedback Correct

Incorrect Feedback See your recommended readings for Session 1.
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Resting your cursor over the Points box, in this case with the number 10, you will notice that the
cursor changes to a hand.
e Click on the Points box, which will display the below window

/ \
O 1. Multiple Choice: The "father of medicine” was L~ R

Update Points: (] Extra Credit Cancel Submit
Question The "father of medicine” was
Answer Aesculapius
[ Hippocrates

e Type the new Point value in the
“Update Points” box, and then click Submit.

e You will return to the Test Canvas with your new question displayed. *Notice the
Modify and Remove buttons beside your question text that will allow you to make
changes or delete the question if needed.

Adding a Question with an Image

1. Now let's try adding an image to a question. Click on the * icon next to the first question. Select
“Create question below”. Under “Question Type”, choose “Multiple Choice”, and click
Submit.

2. My sample test has a question that reads, "The image shows what kind of chest piece?" Either,
copy and paste this question into Blackboard from your Notepad file or type the text in the

“*Question Text” box.

3. Click the Browse... button next to the File field. Navigate to the area where your image is
displayed.

4. Back in Blackboard, next to Action, choose Display image within the page.
5. Proceed to add the answers for this question as directed in the previous section.

6. Click Submit. You should return to the Test Canvas, and your latest question with the inline
image should appear.

Adding Questions: Essay

1. Now let's add an Essay question. Click on the '+ icon next to the first question. Select “Create
question below”. Under “Question Type”, choose “Essay”, and click Submit.
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Create/Edit Essay Question

Essay questions require Students to enter an answer into a text box. More Help

% Indicates a required field. [SUN submit |
1.
% Question Text Text Editor is: [JER /|
<[Normal || [arial -] Bzrua# xx === B E =SEEE

Identify the author of the quotation (see file). Comment on what device he developed to solve the problems he describes. Why was it even necessary to have more than one chest
piece? (45 points)

e {Volumes/teaching_and_lea ( Browse...)
< Action Create a link 1o this media file |
[S—Rdernallink 1

Link Name Name_Yﬁe_Amﬁur_Me

2. éopy the essay question from your Notepad file and paste it into the Question Text field.

3. Ifneeded you can also add a pdf file for this type of question. To do so navigate to the File text
field, click the Browse... button.

4. Double-click the pdf file to add.

*Remember that it is a Best Practice to have all MS Office documents saved as pdf files to upload
and use in Blackboard.

5. Leave the Action set to “Create a link to this media file”.

6. Click Submit.

7. Return to the Test Canvas, and assign a point value of 45 to the essay question.

Deploying Your Test

1. Now that we've created the test, filled it with content, and made sure there are no changes that
need to be made to the test, we need to have the test appear under the content area called
Assessment in the course.

2. On left side menu of the course, click Assessment.
3. From the menu bar across the top, click Create Assessment, and click Test
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* Bb Training
History of the

Stethoscope

(BETrainingHist
oryoftheStethos
copel1-16-09)

COURSE MANAGEMENT

m t L'.- Test1 to reuse a question from a Pool - =
E=] his will test the functionality of reusi bs of "
N m Y s rest the functionality of reusing Pools of questions
* Course Tools A question will be reused in a DEPLOYED test from another test
T
RESUL
Collaborason * Testl was created then deployed
Contacts
Py o Aguestion was.reused from another deployed test within this course
Duscussion Board « 1 successfully changed the point value in Test] and not the original test where the question came from.
Ciossary
Jourmary

4. Select the name of the test just created, My test is called “Test your Knowledge of
Stethoscope History”, Click Submit.

Create Test

Creating a Test deploys the Test to a content area. Once a Test has been deployed, change the Test Options to make it available for students to take. More Help

Canc
i Add Test

Create a new Test or select an existing Test to deploy.

Create a New Test Create

Ad R Tect TeoT BeToW
Test Your Knowledge of Stethoscope History Ty
Test9.1.5 T

Click Submit to add this Test. Click Cancel to quit.

et [EZN

5. You should now see a screen with options to modify the test, as shown below. You can
modify the availability and feedback options for the test.
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Success: Test Your Knowledge of Stethoscope History created. e

Test Options

Test Options control information about the Test, including instructions, availability, feedback, and presentation. More Help

Indicat ired field.
% Indicates a required fie Cancel m
a

M Test Information
# Name Test Your Knowledge of Ste|
Choose Color of Name |12 ‘ Black
Description Text Editor is: [JET |
~[vormal  ~] [3 <] [avial -] B ruase xx === B A SiSEE

This test will determine whether you were sleeping, talking or paying attention during this class.

Open Test in New Window () Yes () No

6. Scroll down to Test Availability on the resulting page. You have a range of options associated
with how this test will be taken. *Remember click the radio button “NO” in the “Open Test
in New Window” selection.

@ Test Availability

Make the link available &) yes O No
Add a new announcement for this Test () Yes & No

Multiple attempts

Allow unlimited attempts.

Number of attempts [

[[] Force Completion Test must be completed the first time it is launched.

[] Settimer. Set expected completion time. Selecting this option also records completion time for

this Test.
Hours Minutes

[ Display After [J Display Until

[Feb v|[22 v[[2007 ¥ |Feb v||22 v|[2007 ¥

101 v[[15 ¥||PMm ¥| 101 %[/ 15 ¥|[PMm ¥]

[] Password. Require a password to access this Test.
Password. ’ |

7. Under Feedback options, choose the options you want the student to see, Submitted Answers,

Correct Answers and Feedback. Feedback refers to what you want the students to see as part
of their return on taking the test.
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=8l Self-assessment Options

Include this Test in Grade Center Score Calculations
[[] Hide Results for this Test Completely from Instructor and the Grade Center

4, Test Feedback

Select the Type of Feedback Displayed Upon Completion

Score

Submitted Answers

Correct Answers

Feedback
8. Under Test Presentation, choose All at Once. Note the other options available.
0. Click Submit. Return to the Assessment Content Area. Close assessment.doc.

Create a Survey

A survey is different from a test in that there are no correct or incorrect responses, there is no score and it
is anonymous.

1. From the Control Panel, under Course Tools, choose Tests, Surveys, and Pools.

# Control Panel
~ Content Collection w
% Course Tools i

Announcements
Blogs
Collaboration
Contacts

Course Calendar
Discussion Board
Glossary
Journals

Lecture Capture
Manage HRMS Competency Bric
Messages
Rubrics

Send Email

Task:
Tests, Surveys. and Pools
Wikis
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2. Click Survey.

E/"rj, Tests, Surveys, and Pools

Tests

Pools

3. Click “Build Survey”

Survey Manager

ClickBuild Survey to begin

‘ Build Survey

4. Survey titles, directions, and questions are added the same way as stated above with Tests .
You just add the text to their appropriate places in the Survey Info screen.

5. Click Submit. You should be at the Survey Canvas, ready for adding questions.

Adding Content to the Survey

6. Click Question Settings. Enable all options and click Submit.

7. You are now ready to add a question. From “Create Questions” tab, choose the type of
question you’re asking.

Survey Canv

Create Question ¥

Calculated Numeric )
Either/Or »| Such as “agree” or “disagree” answers.

Essay

File Response

Fill in Multiple Blanks
Fill in the Blank

Hot Spot

Jumbled Sentence
Matching

Multiple Answer
IMultiple Choice
Opinion Scale/Likert

Ordering
Mniz Bl
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Once your question type is selected, follow the screen prompts, as we did for “Creating a
Test”.

9. Click Submit.

10.  To add the survey to the Content Area of your course, Click the “Create Assessment” tab

and click Survey.

History of the

Your thoughtful and honest responses to the following items will help to improve the quality of this course.

Stethoscope
(BETrainingHist Build Content ¥ | Create Assessment v | Add Interactive Tool ¥ | Assign Textbook ¥ u
oryoftheStethos Tocr
copell-16-09)
t > Survey e History =
& 7 TEI rERITOSCope History = ]
II Announcements # EZP B et enar
1, Syllabus F T TS T
1 Outline ¥ E ‘This test will determine whether you were sleeping, talking or paying attention during this class.
.
1 Assessment ¥
1 & 1 = Class Feedback ¥ =
Instruct ¥ Llass Feedback =
II Instructor(s) [%
I External Links ¥

1 Discussion Boards 71
Attestation of Skill Demonstration =

COURSE MANAGEMENT

-

E @

Testl to reuse a question from a Pool =

This will test the functionality of reusing Pools of questions
* Content Collection »

# Course Tools A question will be reused in a DEPLOYED test from another test.

RESULT:

o Testl was created then deployed

(e it o Aquestion was reused from another deployed test within this course

Discussion Board o I successfully changed the point value in Testl and not the original test where the question came from.
Glossary

Journals

hmrearia HALIS Toemriatancs

11. At the Create Survey screen in the Add Survey area where you want to place the survey, add

the survey to the course by choosing its name from the existing survey select box.

(BN Add Survey
Create a New Survey Create

Add Survey — Select Survey Below —
Class Feedback

2.
Cancel

12. Click Submit to go to the Survey Options area.
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2. Survey Availability

Mske the Link Avsilable (7 Yes @ No
Add a New Anncuncement for this Survey (7 Yes @ No

] Muitiple Attempts.
Allow Unlimited Attempts

MNumber of Attempts I:l

[[] Ferce Completion

] Set Timer Hours Minutes

[ Dispisy After [02/28/2010 | il pa:1s P =]
[ Display Untijpgizeiz010 | (8| p3:20 PM =]
] —

3. Self-assessment Options

[ Include this Test in Grade Center Score Calculations

4. Survey Feedback
Belect the Type of Feedback Displsyed Upon Completion

Status.

[m} Submitt=d Answers

5. Survey Presentation

Presentation Mode
i@ All at Onos

i1 One at a Time
[[] Frohibit Backtracking

[ Randomize Questions

13.  Under Survey Feedback, choose the options you want the student to see.
14.  Under Survey Presentation, choose All at Once.
15. Click Submit. You will return to the Assessment Content Area

Grade Center

You get to the Grade Center by going to the Control Panel under Grade Center and clicking on the
menu item, “Full Grade Center”. Once there, the Grade Center lets you manage the grades and view
results of your students. *From this same area, you also have the option to view only items that need to
be graded.
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COURSE MANAGEMEN1

# Control Panel

Needs Grading
Full Grade Center

Grade Center : Full Grade Center |

In the Screen Reader mode, the table is static and grades may be entered on the Grade Details page accessed by selecting the table cell for the grade. In the interactive mode of the Grade Center, grades
can be typed directly in the cells. Use the arrow keys or the tab key to navigate through the Grade Center and the Enter key to submit a grade. More Help

Filter  Work Offline

# Move To Top | Email

Sort Columns By: Layout Position | Order: AAscending |
Grade Informarion Bar Last Saved:Augusp@™RO11 12:15 PM
g
8 Last Name E Firstname  E2 Username E Student_ID E Lastaccess E Availability E Weighted Tota E . ol E Attestation of £ History of tl e %]
[ student student9 student9 Available -- - -
[ student student5 students April 20, 2011 Available - - -
Selected Rows: 0 T ) Vv
~%  Move To Top | Email Icon Legend
Edit Rows Displayed

To get the statistics on a particular item, select the item’s column heading and you will see the Item
Options.
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How to View Statistics by User
The User Statistics page displays a User’s statistics in the various Categories.

1. Inthe Grade Center move the mouse pointer over the First Name, Last Name, or Username of the desired
student and click the Action link to view the contextual menu.

~7  Move To Top | Email |

Crade Information Bar

= | | | |
[ student student9 student9
x
] student student5s students e 201
» Hide Ot L
Selected Rows: O
- » View User Statistics
% |Move To Top | Email - |
B e
Status
> Email User
> Hide Row

2. Click View User Statistics. To see contact information, and grade center stats on an individual. Click OK
to return to the Grade Center.

4| User Statistics
A1
Statistical information related to student performance and sorted by Category is available from any Grade Center View. By default, statistics for the full Grade Center are displayed from every Grade
Center View. To see statistics for a custom view, set the Current View of the Grade Center to the custom view. Next, select the desired student, click User Statistics, and then check the box labeled
Show statistics for current view only.
User student9 student (student9) } >
User student9 student (student9) }
Student_ID
Contact Phone (Home)
Phone (Work)
steven clary@urme.rochester.edu
Items Completed 0% (0 of 5)
Category Statistics
Category Average Graded In Progress Needs Grading Exempt
Test 0% - -
Discussion % - -
Survey 0% - -
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