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FOREWORD 
 

 

The integration of web-based learning components with software like Blackboard™ bring 

added value to traditional education. Students and faculty benefit from using the 

communication and assessment tools. Students have a customized approach to knowledge 

acquisition that suits learning styles and busy schedules. Continual access to resources 

through online delivery and automated management tools facilitates the faculty's work and 

time associated with the experience. The advantages of online education make a significant 

impact in higher education today and, as technology evolves, promise to deliver even 

greater benefits in the future. 

These are important concepts to think about when designing online courses:  
 
1. Organization and chunking of content:  

a. Maintaining consistent organization throughout a course, from week to week or 

unit to unit, helps students learn the organization quickly and then focus on the 

content. The chunking of content helps people with various learning disabilities. 

 

b. Maintaining consistent organization from course to course also helps students 

focus on the content in a timely manner. Consistency can help improve a 

student’s self-efficacy by improving their belief in self as they succeed in online 

courses.  

 

2. Interaction: Do you have the following four types of interaction within a course?  

a. Student-to-student (threaded discussions, group projects) 

b. Student-to-instructor (email, up-to-date grades posted, regular feedback)  

c. Student-to-content (readings, assignments, homework), and 

d. Instructor-to-Student (email, regular feedback for assignments and homework). 
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 Blackboard™ Learning Management System 

 
  

What is a LMS? 
 

A Learning Management System (LMS) is used to organize an online learning environment. 

The term "online" refers to internet and intranet environments. Typically an LMS provides 

the means to track users, assess performance, deploy content, and access general 

administrative functions such as management of user’s records. Blackboard Learning 

Management Systems enable the creation of learning content.  

A learning management system may also provide students with the ability to use interactive 

features such as threaded discussions, video conferencing, and discussion forums. The 

Advanced Distance Learning group, sponsored by the United States Department of 

Defense, has created a set of specifications called Shareable Content Object Reference 

Model (SCORM) to encourage the standardization of learning management systems. 
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Educational Benefits of Online Learning 
 
According to educational research, nearly 50% of higher education institutions currently 

engage in some type of online learning. Academic and professional organizations agree that 

using web-based learning environments can offer sound pedagogical benefits. 

 

Enhancing student-to-student and faculty-to-student communication. 

Web-based education tools provide many ways to increase communication between class 

members and faculty, including discussion boards, chats, and e-mails. Researchers have 

found that adding these elements to a course increases student motivation and participation 

in class discussions and projects. Students are "more willing to participate [due to] a 

measure of anonymity, which serves as a motivator… people feel more empowered. They 

are daring and confrontational regarding the expression of ideas," (Kubala, 1998). 

 

Students share perspectives 

Online forums, like Blackboard's Discussion Board and Chat, provide public areas to post 

information. Each student can view another student's answers and learn through the 

exposure to different perspectives. This benefits students because they can combine new 

opinions with their own, and develop a solid foundation for learning. Research supports that 

"as learners become aware of the variations in interpretation and construction of meaning 

among a range of people [they] construct an individual meaning, " (Alexander, 1997). 

 

Students experience a sense of equality 

Another benefit to using web-based communication tools is to give all students a reinforced 

sense of equality. Each individual has the same opportunity to "speak up" by posting 

messages without typical distractions such as seating arrangements, volume of student 

voices, and gender biases. Shy and anxious students feel more comfortable expressing 

ideas and backing up facts when posting online instead of speaking in a lecture room. 

Studies prove that online discussions provoke more confrontational and direct 

communication between students. 
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Enabling student-centered teaching approaches. 

 

Every student has a unique learning style. Some students are visual learners. Some learn 

better when they "learn by doing." Web-based learning environments permit the instructor to 

build one course, yet implement a variety of resources, so students can utilize materials in 

whichever way works best for them. For example: Instructors can use Blackboard's Course 

Documents and Course Information areas to post all sorts of support documents for 

students, including handouts, audio clips, java applets, reserved readings, and lecture 

notes. If this information is available to the students, they can access content and review it 

at a self determined pace.  

 

Provide opportunities for exploration 

Instructors can also provide increased opportunity for student exploration and activity 

learning by putting related web sites into Blackboard's External Links feature. When 

instructors reference these types of web sites, content reinforcement is provided as 

students can see how course material is utilized in "real world" situations. 

 

Providing just-in-time methods to assess and evaluate student progress. 

Learner assessments are essential in education. Tests and surveys inform the instructor 

whether teaching methods and course structures are successful. These assessments also 

determine if student progress is satisfactory. Online assessment tools provide instructors 

with many ways to build, distribute, and compile information quickly and easily. 

For example: An instructor assigns students to watch a political debate on television at 8pm 

on Sunday night. He wants to assess students' opinion of the issue to discuss during 

Monday's lecture. The instructor creates a short poll using Blackboard's Quiz/Survey 

engine. After the show, students log in and complete the survey. The results are tallied 

automatically and available for the instructor in plenty of time for lecture. 

 
 
 
 
 
 
 
Source: 
Blackboard Inc., Educational Benefits of Online Learning. 2009 http://www.blackboard.com 
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Blackboard™ Learning Management System 

 

Supported Browsers, Plugins & Operating Systems for 
Blackboard Learn: Release 9.1.140152.0  SPK14 

 

Microsoft Windows 
Browsers Supported on 
Windows in SP10           

  

Internet 
Explorer 9 

Internet 
Explorer 8 

Firefox 
ESR1 

Firefox (Final 
Release 

Channel)2 

Chrome 
(Stable 

Channel)3 

Windows XP (32-bit) 
 

Compatible 
 

Compatible Compatible 

Windows Vista (32-bit) 
 

Compatible 
  

Compatible 

Windows Vista (64-bit) Compatible Compatible 
 

Compatible Compatible 

Windows 7 (32-bit) 
 

Compatible 
   

Windows 7 (64-bit) 
 

Compatible 
   

 

Apple Mac OS 
Browsers Supported on 
Mac for SP10             

  

Safari 
5.1 

Safari 5.0 Safari 4.0 
Firefox 
ESR1 

Firefox4 
(Final 

Release 
Channel)2 

Chrome 
(Stable 

Channel)3 

Mac OSX 10.6 "Snow 
Leopard" 

  

Compatible 
   

Mac OSX 10.7 "Lion" 
 

  

   

 
Legend:  

 
Unsupported Software by Blackboard 

Compatible Software is supported but not recommended 

 
Certified Software by Blackboard 
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Technologies Not Supported 
 

The following technologies are not supported in SPK 14: 

 Internet Explorer 6, 7 
 Firefox 1.x, 2.0, 3.0, 3.5, and 3.6 
 Safari 2.0, 3.x and any version on Windows 
 Windows XP 64-bit 
 Mac OSX 10.3, 10.4, 10.5 
 Java 5, although it may continue to work 

  
Java Virtual Machine (Java): 
  
Blackboard Learn requires the latest version of Oracle JRE 7. JRE 6 will continue to work 
with SPK 14 
 
User System Requirements – Plugins 
 

Adobe Flash  
Adobe Reader 
Apple QuickTime 
RealPlayer 
Windows Media Player 
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Logging into Blackboard ™Enterprise 
 
 
 

 To utilize Blackboard’s features users must have a valid institutional username and 

password (pupr.edu) assigned by CTE. 

  
Using a supported Web Browser, access the home page of Polytechnic University of 
Puerto Rico through the following Internet address: http://www.pupr.edu 

1. Scroll down on the home page to find the  
Blackboard LOGIN button.   

  

 2. Click on the Blackboard Learn™ logo.  

 
  
   

 

http://www.pupr.edu/
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3. Type your institutional Username and Password. 

4. Click on Login. 
 

 
 

 

1 
1 

3 

4 
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Course Menu  
 

 
My Course 
(Home Page) 

 My Announcements 
 My Task  
 To Do 
 What’s New  
 Alerts 

 
Syllabus 

PUPR official format 

 
Professor  

Virtual Office Hours 
Photo (image size 150x150) 

 
Course Information 

 
Course information, ground rules etc. (Study guide) 

 
Course Content  

 
Learning Modules (Content, assessment, 
interactive tools, assign text book etc.) 

 
Tools 

Announcements, Blogs, Calendar, 
Collaboration, Contacts, Discussion Board, 
Glossary, Groups, Journals, Messages, My 
Grades, Roster, Send Mail, Task User Guide, 
Wikis 

 
Information Resources 

 
Polytechnic University Library  

 
External Links 

 
Link to educational materials and resources 

 
Blackboard Support 

 
Link to the Blackboard Support web site 
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Instructor Guide 
 

The Instructor guide is a Quick-step; Step by Step tool for assessment design in the 

Blackboard online course. This manual will include definitions, examples, procedures and 

instructions to guide the instructor in designing assessment criteria for student evaluation. It 

is divided into two sections, one is the variations of assessment tools, found in The Course 

Content and the other one are different kind of questions for the instructor to choose and 

integrate it into the selected evaluation system.  

 

 

 

 

 

 

 

 

 

  

 

Note:   
Pop-ups must be enabled to successfully run a Test, Survey, Assignment or 
SafeAssignment and the site virtualcampus.pupr.edu should be added to the 
allowed sites in the Pop-up Blocker Setting of your internet browser. 
 
Time out settings. There is a 20‐minute limit for fully idle exam sessions (not 
clicking or typing anything). The second time out limit is 60 minutes. This means 
if you have not clicked one of the Save buttons for 60 minutes, the session will 
be ended automatically, and you will be kicked out of the exam when you do 
attempt to Save, progress to the next question, or submit the assessment. 
The time out setting limits apply to active sessions of students and professors 
accounts.  
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Course Content: Assessment 

 
An assessment analyzes the security, effectiveness and potential intelligence activity of an 
individual.  Tests can be used to assess the knowledge of users. The instructor assigns 
point values to questions. Students answers are submitted for grading and results in The 
Grade Center. Surveys can be used for polling purposes and evaluations. These 
assessments are not graded.  
 
 
 
Type of Assessments included in Create Assessment area 

 Test 

 Survey 

 Assignment 

 Safe assignment 
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Assessment: Tests and Surveys 

Before You Begin 

Creating Tests and Surveys 
Tests and Surveys can be created by authoring new 
questions, using the various built-in question types, reusing 
existing questions from tests and pools, uploading questions, 
or importing pools. 
 
Deploying Tests and Surveys 
Once Tests and Surveys are created, they are deployed by 
adding them to a Content Area and then making them 
available to students. See Deploying Tests and Surveys for 
more information.  
 
Grading Tests 
Grading Tests within Blackboard is automated, but subjective 
test questions, such as Essays, must be graded manually. 
There are a number of options within the Grade Center that 
provide flexibility in grading tests: 

 Multiple attempts allow an Instructor to customize 
grading with Test Creation settings. The final grade 
for an assessment can be the first attempt, last 
attempt, or an average of all attempts.  

 The Clear Attempts option allows Instructors to erase 
a grade from the Grade Center. Attempts can be 
cleared one at a time or all at once. For example, if 
there is a technical failure at the Institution, all attempts for the Assessment taken 
on that date may be deleted. 

 The Override option allows the Instructor to enter a grade that replaces the existing 
grade in the Grade Center. For example, in the case of extenuating circumstances, 
the Instructor could use Override to make a Student's grade higher or lower. This 
score is used when calculating the grade. 

 
 
 

When creating a Test 
there are a number of 
things the Instructor 
should consider: 

 Are special 
instructions 
needed for this 
Test? 

 How many 
questions? 

 What type of 
questions? 

 What is the point 
value associated 
with each 
question? 

 Will partial credit 
be acceptable for 
some or all 
questions? 

 Are some 
questions very 
difficult and may 
count as extra 
credit? 

http://library.blackboard.com/ref/a86c3648-80a5-43cc-8fed-b3f5d24518ce/Content/as_r7_3_Instructor_Manual/deploying_tests_surveys.htm
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Assessment: Test and Survey Options 
 

Test and Survey Options allow the Instructor to edit the name and description of a Test or 
Survey, (commonly referred to as Tests). Options control the availability, presentation, and 
feedback for an assessment. These options are only available once an assessment is 
added to a Content Area. Tests added to a Content Area are said to be deployed. 

After a Test or Survey is deployed, the Test Options or Survey Options page appears. To 
edit an existing assessment, select Edit the Test Options or Edit the Survey Options 
from the contextual menu. 

Edit Test or Survey Availability 
Test and Survey availability is set after the assessment is added to a Content Area. 
Availability is managed on the options page. When an assessment is unavailable, it is 
deployed to a Content Area but a link does not appear to Students. Unavailable Tests are 
seen when the Edit Mode is ON. 

The following are descriptions of the Test and Survey Availability options: 

Option Description 

 

 

 

Make the Link 
Available 

Select Yes to make a link to the Assessment appear to 
Students. If this option is set to No, it will not appear to 
Students. Instructors may make the link available. Then use the 
Display After and Display Until fields to limit the amount of time 
the link appears. 

 

 

 

Add a New 
Announcement for 
this Test/Survey 

Select Yes to create an Announcement for the Test or Survey. 
The Announcement will include the date and state "an 
Assessment has been made available in [Course area that 
includes the link to the Assessment]". This Announcement will 
appear in the Course Announcements. 

 

 

 

 

 

    

   Multiple Attempts 

This option allows Students to take the assessment multiple 
times. The status of multiple attempts is displayed to Students 
at the top of the assessment. Select Allow Unlimited Attempts 
for Students to take the assessment as many times as they 
wish. Select Number of Attempts and enter a numeral to 
indicate a specific number of attempts that is allowed. 

 

 Students must complete the assessment the first time it is 



Blackboard™ Enterprise – Assessment∙ Instructor Guide        17 

  

Option Description 

 

 

 

 

 

 

Force Completion 

launched if Force Completion is selected. Students may not exit 
the assessment and continue working on it at a later date. The 
Save button is available for Students to save the assessment as 
they work through it, but they may not exit and re-enter the 
Assessment.  If the Force Completion option is enabled, it is 
noted and explained to Students at the top of the assessment.  

If Force Completion is not enabled, Students may save their 
progress and complete the assessment at another time. 

 

 

 

 

 

Set Timer 

Select this check box to set a time limit for finishing the 
assessment. If this option is selected, enter the amount of time 
to allow for the Test or Survey in the hours and minutes boxes. 
The time elapsed is displayed to the Student during the 
assessment.  A one-minute warning is also displayed as 
Students approach the time limit. 

 

 

 

Display After 

Select the date and time when the Test or Survey will become 
available to Students. This field is optional; the Instructor may 
control availability through the Make the Link Available option 
without setting specific dates. 

 

Display Until 

Select the date and time the Test will be made unavailable to 
Students. This field may be left blank. 

 

 

   Password 

Select this check box to require a password for Students to 
access the assessment. If this check box is selected, enter a 
password in the field below. Passwords cannot be longer than 
15 characters. Passwords are case sensitive. 

 
Unavailable Tests 
There is a difference between unavailable Tests and deleted Tests. Deleted Tests have 
been deleted from the Course. Unavailable Tests are deployed to a Content Area but a link 
does not appear to Students. Instructors can access the assessment when Edit Mode is 
ON and through the Control Panel under Course Tools > Tests, Surveys, and Pools. 

Assessment availability is managed on the Test Options page. Assessment availability is 
limited to a specific time period by setting the Display After and Display Until fields. The 
availability can also be open ended by setting only a start date or only an end date. If the 
link to an assessment is available, but neither date is set, the assessment is immediately 
and always available. 
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Edit Self-Assessment Options 
The following are descriptions of the Self-Assessment options: 

Option Description 

Include this Test in 
Grade Center Score 
Calculations  

Select this option to include this test in Grade Center 
calculations. If the test is not included, the score will not 
affect any Grade Center calculations. 

Hide Results for this 
Test Completely from 
Instructor and the Grade 
Center  

Select this option to hide this test score from the Instructor 
and in the Grade Center. If selected, this item behaves as a 
survey. The display in the Grade Center will read Complete 
/ Incomplete and N/A or zero appears on the grade details 
pages. 

 
Edit Test Feedback 
When a Test is deployed, four options for Test Feedback appear on the Test Options page. 
The Test feedback options determine the type of results users receive after a Test is 
submitted.  One or more options may be selected. 
 

Feedback Mode Description 

Score  Present the final score to Students. 

Submitted Answers  Present the Student’s answers. 

Correct answers  Present the correct answers to the questions. 

Feedback  Present the question feedback to the Student. 

 
Edit Survey Feedback 
When a Survey is deployed, two feedback options appear on the Survey Options page. The 
Survey feedback options determine the type of results users receive after a Survey is 
submitted. One or both options may be selected. 
 

Feedback Mode Description 

Status  Students see whether the Survey is complete or incomplete. 

Submitted Answers  Students see the answers they submitted. 
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Edit Test Presentation 
There are a number of options for presenting questions on Tests and Surveys. The 
following are descriptions of each option: 
 

Option Description 

 

 

 

All at Once 

Present the entire assessment on one screen. Students scroll through 
all the questions and can move up and down from question to question. 
If this is selected, Prohibit Backtracking cannot be selected. 

 

 

 

One at a Time 

Displays one question at a time. The screen includes navigation tools 
to move between questions. The Submit button will only appear on the 
last page of the assessment. Prohibit Backtracking may be selected. 
Randomize Questions may also be selected.  

 

 

 

 

Prohibit 
Backtracking 

Prevents Students from going back to questions they have already 
answered. If backtracking is prohibited, questions will be presented one 
at a time and the buttons <<, <, or >> do not appear to Students during 
the assessment. These buttons will appear if backtracking is not 
prohibited. 

Randomize 
Questions 

Display questions in a random order each time the Assessment is 
taken. 

 
 

 

  

 

Note:  Next steps 
 
Choosing the type of test the instructor wants for evaluating students’ abilities 
and capacities (Test, Survey, Assignment, Safe Assign). 
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Assessment: Tests  
 
Instructors use Tests to test student knowledge, measure Student progress, and gather 
information from Students. An examination that may include a set of questions, problems, 
exercises, multiple choice, true or false, fill in the blank, multiple answer, matching, ordering, 
essay, calculated, calculated numeric response, file response, hot spot, fill in multiple 
blanks, jumbled sentence, either/or, opinion scale, short answer or  quiz bowl for 
determining a person's knowledge, abilities, aptitude, or qualifications. Student completes a 
Test it is automatically graded and the results are recorded in the Grade Center. Questions 
that require manual grading are marked in the Grade Center and can be graded later. 
 

Creating Tests 

Once you log-on with your Blackboard account, 

1. Select the e Courses tab at the right side of the screen.  

 

2. In Course List box, click on the course that you will add an Assessment. (This 

action will take you to My Course customization page.)

 

1 

2 
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3. Select Course Content from menu located in the left pane of the screen.

 

4. Point to Assessment on the Action Bar to access the drop-down list.  

5. Select Test from the drop-down list. 

 

  

4 

5 

3 



Blackboard™ Enterprise – Assessment∙ Instructor Guide        22 

  

6. Click on Create to create a new test. 

 

  
 

7. Type the Name of the Test. Optionally, type a description in the Text box. Use the 
Text Editor functions to format the text.  

 
8. Optionally, type the instruction in the Text box. Use the Text Editor functions to 

format the text. 

 

9. Click Submit. (The Test Canvas page will be displayed). 

  

6 

7 
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Assessment: Test Canvas 

 
A Test or Survey's Canvas page allows Instructors to edit the name and instructions, add 
and edit questions, and change question settings. Instructors can use the check boxes to 
select any or all questions and then delete them or change the points for them, with the 
exception of minor text changes, such as correcting a typographical error. Tests should 
not be edited if they have already been deployed.  

 

 

 

Once the instructor has an assessment canvas opened (test canvas, survey canvas, 
assignment canvas, self and peer assessment canvas, safe assign canvas) these are the 
tasks that are performed on the Canvas page: 

  

 

Note: In the Test Canvas section the instructor will find the three optional tools 
for test creation, Create Question, Reuse Question and Upload Question. 

Refer to the content page (pg.3) to choose the type of question for the 
assessment. 
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Adding questions to a Tests 

 
1. To add a new question, select the Create Question drop-down list and choose the 

type of question. 

2. Write the Question Title, Question Text and then click on Submit or Next to 

complete the question.  

 

 

 

  
1 

2 
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Assessment:  Survey 
 
The Survey Manager lists all existing surveys, where they are deployed, and the date they 
were last edited. From this page, surveys are built, edited, imported, exported, copied, and 
deleted. Surveys differ from Tests in the following ways: 

 Questions on Surveys cannot be assigned points. 

 Surveys cannot include Random Blocks of questions. 

 Feedback cannot be included with questions. 

 Surveys cannot be graded. 

 Survey questions cannot be categorized. 

 Questions that are uploaded may not include correct and incorrect answers. 

Creating a Survey 

1. Point to Assessment on the Action Bar to access the drop-down list.  

2. Select Survey from the drop-down list. 

 
 

 
 
 
 
 

  

1 

2 
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3. Click on Create to create a new survey. 

  

4. Type the Name of the Survey. Optionally, type a description in the Text box. Use 
the Text Editor functions to format the text.  

 

5. Optionally, type the instruction in the Text box. Use the Text Editor functions to 
format the text. 

 
6. Click Submit. (The Test Canvas page will be displayed). 

3 

4 

5 
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7. Once the Survey Information is submitted, the Survey Canvas will open. Use the 
Survey Canvas to build the Survey. Click on Create Question to add the questions 
for the survey. 

 

 

 

 

 

 

 
 
 
 
 
  



Blackboard™ Enterprise – Assessment∙ Instructor Guide        28 

  

 
Assessment: Assignments 
 
Assignments allow Instructors to create coursework and manage the grades and feedback 
for each Student separately. Instructors may create an assignment that lists the name, point 
value and description of the assignment. Files may be attached the Assignments. After an 
Assignment is added to a Content Area, Students may access the assignment, complete it 
in a separate file, and send it back to the Instructor. The Instructor may respond to each 
student separately, sending comments about their individual assignment and attaching files, 
if necessary. 

Assignments may also be distributed to Course Groups. See Creating Group Assignments 
for more information. 

Create an Assignment 

1. Point to Assessment on the Action Bar to access the drop-down list.  

2. Select Assignment from the drop-down list. 

 

3. Ensure Edit Mode is ON.  

 

 

Note:  Once a student completes and submits an Assignment, the Instructor 
may access this file in the Grade Center. 

1 

2 

http://library.blackboard.com/ref/a86c3648-80a5-43cc-8fed-b3f5d24518ce/Content/Course%20Groups/Creating%20Group%20Assignments.htm
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4. Type the Name of the Assignment. Optionally, type the instructions in the Text box. 

Use the Text Editor functions to format the text.  

  

5. Determine the Assignment Settings.  

6. Determine the Date Restrictions of the Assignment.   

  

4 

5 

6 
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7. Determine the Due Date for the assignment.  

8. Determine the Recipients for the assignment. 

9. Click Submit. 

 

  

 

 

 
 
 
  

 

Note: Next Steps: On the following pages you will find the type of 
questions that can be added into the Canvas page (Create Question, 
Reuse Question, Upload Question) 

7 

8 
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Create Questions (Question Types:) 
 

The following are descriptions of the 17 types of questions allowed in the Test and Survey 

Assessment options:  

Question Description 

Calculated Formula A Calculated Formula question contains a formula, the 
variables of which are set to change for each user.  

Calculated Numeric A Calculated Numeric question asks the user to submit a 
numeric answer to a question. It resembles a fill-in-the-blank 
question where the correct answer is a number.  

Either/Or Users are presented with a statement and asked to respond 
using a selection of pre-defined two-choice answers, such 
as: (Yes/No, Agree/Disagree, Right/Wrong).  

Essay Essay questions require students to enter an answer into a 
text box.  

File Response Users upload a file from the local drive or from Content 
Management as the answer to the question. This type of 
question is graded manually. 

Fill In Multiple Blanks This question type builds on fill-in-the-blank questions with 
multiple fill in the blank responses that are inserted into a 
sentence or paragraph. Separate sets of answers are 
defined for each blank. This question type may be used if 
there are multiple variables, such as "What color is the 
Italian flag?" This question type is also useful in foreign 
language classes. In this case the identifier and adjective 
may be left blank in a sentence, so as not to give away the 
gender of an object. 

Fill in the Blank Fill in the Blank answers are evaluated based on an exact 
text match. Accordingly, it is important to keep the answers 
simple and limited to as few words as possible. Answers are 
not case sensitive, but are evaluated based on spelling.  

Hot Spot Users indicate the answer by marking a specific point on an 
image. A range of pixel coordinates is used to define the 
correct answer. Hot Spot refers to the area of an image that, 
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Question Description 

when selected, yields a correct answer. 

Jumbled Sentence Users are shown a sentence with parts of the sentence as 
variables. The user selects the proper answer for each 
variable from drop-down lists to assemble the sentence. 
Only one set of answers is used for all of the drop-down 
lists. For example, this type of question may be useful when 
teaching about proper grammatical order in a sentence, 
such as the location of a noun, verb, or adjective. 

Matching Matching questions allow Students to pair items in one 
column to items in another column. Instructors may include 
a different numbers of questions and answers in a Matching 
question. For example, the question may include a list of 
animals and a list of food they eat (herbivore, carnivore, 
omnivore). The users would match each animal with their 
diet. 

Multiple Answer Multiple answer questions allow users to choose more than 
one answer. The number of answer choices is limited to 20. 
This type of question may be used when more than one 
answer is correct. For example, in the medical field, this type 
of question may be used to select symptoms associated with 
a medical condition. 

Multiple Choice Multiple-choice questions allow the users a multitude of 
choices with only one correct answer. In multiple-choice 
questions, users indicate the correct answer by selecting a 
radio button. The number of answer choices is limited to 20. 

Opinion Scale/Likert This question type is based on a rating scale designed to 
measure attitudes or reactions. It is popular to use in 
surveys in order to get a comparable scale of opinion. Users 
indicate the multiple choice answer that represents their 
attitude or reaction.  

Ordering Ordering questions require users to provide an answer by 
selecting the correct order of a series of items. For example, 
an Instructor may give users a list of historical events and 
ask them to place these events in chronological order. 

Quiz Bowl Quiz Bowl questions are a way to add fun and creativity to 
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Question Description 

tests, such as self Tests or in-class contests. The user is 
shown the answer and responds by entering the correct 
question into a text box. An answer must include a phrase 
and a question word, such as whom, what, or where, to be 
marked as correct. 

Short Answer Short Answer questions are similar to essay questions. The 
length of the answer is limited to a specified number of rows 
in the text box.  Essay questions and Short Answer 
questions must be graded manually. 

True/False True/False questions allow the user to choose either true or 
false. True and False answer options are limited to the 
words True and False.  
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Create Question: Calculated formula 
 
A Calculated Formula question contains a formula with variables that change for each user. 
 

Creating the Question 

The variable range is created by specifying a minimum value and a maximum value for 

each variable. Answer sets are randomly generated. The correct answer can be a specific 

value or a range of values. Partial credit may be granted for answers falling in a range. 

Points and Extra Credit are handled in the inline Points fields for each question on the 

canvas. 

Calculated formula questions have two parts, the question shown to Students and the 
formula used to derive the correct answer. 

Creating the calculated formula test 

1. Open the Test Canvas for a test and select Calculated 

Formula from the Create Question drop-down list.  

2. Write the Question Text: Enter the information 

displayed on the test in the Question Text box and 

surround variables with brackets, for example, 

"Calculate the value of z where [x] + [y] = z." 

 

 
 
 

 
  

Here is an example of a 
Calculated Formula 
question as it appears to 
students: 

If a small glass contains 8 
ounces of water, and a 
large glass contains 12 
ounces of water, what is 
the total number of 
ounces in 4 large and 3 
small glasses of water? 

1 

2 
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3. Answer Formula: Enter the formula used to derive the answer in the Answer 

Formula box, for example "x + y". Select operations such as add, multiply, square 

root, or tangent using the buttons across the top of the text box.  

 

 

 

Note: Errors reported in the formula are often caused by an extra space 
before or after a variable.  

4. Answer Range: defines a numeric or percentage variation from the exact answer 

that is acceptable as correct or partially correct. If an exact answer is required, enter 

zero (0) for the Answer Range. If Partial Credit is allowed, define what numeric or 

percentage of points is awarded for an answer within the specified range. 

5. If Units Required is selected, answers must contain the Unit definition entered for 

the question, for example "centimeters", or "cm". If adding the correct Units is part of 

the question, enter a percentage of the total points for the question awarded or 

subtracted for including Units in the answer. 

3 
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6. Provide an Answer Units to generate a solution to the formula. Then select Next. 

 

 
 
 

 

 

Note: Variables: must be composed of alphabetic characters, digits (0-
9), periods ( . ), underscores ( _ ) and hyphens ( - ). However, "e" is 
reserved and cannot be used as a variable. If the left square bracket ( [ ) 
character appears in the equation but is not used to identify a variable, it 
must be preceded by a back slash ( ) to prevent the system from reading 
the text following it as a variable. Variable names must be unique and 
cannot be reused within the question.  

 

 
 

 

 

  

4 

5 

6 
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Create Question: Calculated Numeric 
 

A Calculated Numeric question asks the user to submit a numeric answer to a question. It 
resembles a fill-in-the-blank question where the correct answer is a number. 

 
Creating the Question 

The correct answer can be an exact number or a number within a set range of numbers. All 
answers must be numeric, not alphabetic. Points and Extra Credit are handled in the inline 
Points fields for each question on the canvas. 

Numeric Answer questions have two parts, the question and the answer with the answer 
range.  

Creating a Calculated Numeric Response Question 

1. Open the Test Canvas for a test and select 

Calculated Numeric from the Create 

Question drop-down list. 

2. Type the Question Text. 

 

 

 

  

Here is an example of a 
Calculated Numeric 
question as it appears to 
students: 

If the average human body 
temperature under normal 
conditions ranges 
between 35.5 and 36.5 
degrees Celsius, what is 
the average human body 
temperature in degrees 
Fahrenheit? 

1 

2 
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3. Type the Correct Answer. This value must be numeric. 

4. If a range of answers is permitted, enter a number to denote the value, plus or 

minus, from the exact answer accepted as correct. If an exact answer is 

required, leave the Answer Range blank. 

 

5. Enter feedback for Students when they enter a correct or an incorrect answer. 

Feedback is optional. When partial credit is awarded, students receive the 

feedback message for correct answers. 

 

  

3 

4 

5 
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6. Categories and Keyword: Click Add to add a Category, Topic, Level of 

Difficulty, or Keyword to the question. Click the X icon to remove it. Click an 

existing entry to access a complete list of Categories, Topics, Levels of 

Difficulty, or Keywords. 

 
 

7. Enter the Instructor Notes (Optional). Click Submit. 

 
 

 
 
 
 
 
 
 
 

6 

7 
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Create Question: Either/Or 
 
Users are presented with a statement and asked to respond using a selection of pre-defined 
two-choice answers, such as:  

 Yes/No 
 Agree/Disagree 
 Right/Wrong 

This question type is very useful in Surveys to gauge user's opinions. It is a slight variation 
on the True/False question type, except more descriptive and meaningful answers may be 
used. 
 

Creating the Question 

There is no partial credit option for Either/Or questions. 
Make sure the question is phrased to match the selected 
answer labels. Points and Extra Credit are handled in the 
inline Points fields for each question on the canvas. 

Creating an Either/Or Question 

1. Open the Test Canvas for a test and select 

Either/Or from the Create Question drop-down list. 

 
 
 
 
 
 
 

Here is an example of an 
Either/Or Question: 

Hamlet's famous 
monologue, "To be or not 
to be...", is a meditation 
on suicide. 

Agree/Disagree 

1 
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2. Write the question title and question text. 

3. Choose the Answer orientation; Vertical/Horizontal. 

 
 

4. Choose the label for the correct answer. 

5. Enter the feedback that will display in response to a correct answer and an incorrect 

answer. 

 

 
 

2 

3 

4 

5 
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6. Click Add to add a Category, Topic, Level of Difficulty, or Keyword to the question. 

7. Add Instructor Notes and then Submit.  

 
 
 
 
 

 
  
 
 
 
 

  
 

6 
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Create Question: Essay 
 
 

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

Creating the Question 

1. Open the Test Canvas for a test and select Essay from the Create Question drop-

down list. 

 

2. Add text directly in the text box, or paste in from another application to create the 

question title and the question text.  

 
  

1 

2 
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3. Enter an answer to provide an example of a correct response. 

 
 

4. Click the Add Rubric option to add a rubric to the question if necessary.  

 

5. Click Add to add a Category, Topic, Level of Difficulty, or Keyword to the 

question. Click the X icon to remove it. 

 

6. Add Instructor Notes. Then click submit. 

 

3 

4 

5 
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Create Question: File Response 
 
Users upload a file from their computer, the network, or from the Content Collection as the 
answer to the question. This type of question is evaluated manually. This question type 
enables Students to work on something before a test and submit it with a test, particularly if 
it requires a large amount of text. Submitting the answer this way allows the Instructor to 
read and grade the question without worrying that the browser will time out. For example, 
create a diagram of a simple relational database. Upload this file in JPEG format. 

 Creating a File Response Question 

1. Open the Test Canvas for a test and select File Response from the Create 
Question drop-down list.  

 

 

 

 
 

 

 

 

 
 

 

2. Type the Question Text.  

 
  

Here is an example of a File 
Response question: 

Create a diagram of a 
simple relational 
database. Upload this file 
in JPEG format. 

1 

2 
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3. Click the Add Rubric option to add a rubric to the question if necessary.  

 

4. Click Add to add a Category, Topic, Level of Difficulty, or Keyword to the 

question. Click the X icon to remove it.  

 

5. Add an Instructor Notes. Then submit.  

 
 
 
 

4 

5 

3 
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Create Question: Fill in Multiple Blanks Question 
 
 

This question type builds on fill-in-the-blank questions with multiple fill in the blank 
responses that are inserted into a sentence or paragraph. Separate sets of answers are 
defined for each blank. This question type may be used if there are multiple variables, such 
as "What color is the Italian flag?" This question type is also useful in foreign language 
classes. In this case the identifier and adjective may be left blank in a sentence, so as not to 
give away the gender of an object. 

Creating a Multiple Fill-in-the-Blanks Question 

1. Open the Test Canvas for a test and select Fill In 
Multiple Blanks from the Create Question drop-
down list.  

 
 
 
 
 
 
 
 
 
 
  

Here is an example of a Fill in 
Multiple Blanks question: 

In first aid, the mnemonic 

ABC stands for _____, 

_____, and _____. 

1 
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2. Type the Question Text. Type each blank as a variable surrounded by square 

brackets [x]. Variables should be composed of alphabets, digits (0-9), periods (.), 

underscores (_) and hyphens (-). All other occurrences of the opening rectangular 

brace ("[") character should be preceded by the back-slash ("\") character. Variable 

names must be unique and cannot be reused. Allowing partial credit will give a 

percentage of the total points for partially correct answers. Click Next. 

  
 

3. Select the Number of Answers for each variable and it’s correct answer, then click 

on Next. 

 
  

2 

3 
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4. Type the Correct Response Feedback that appears in response to a correct 

answer and the Incorrect Response Feedback for an incorrect answer. If partial 

credit is allowed, answers that are partially correct will receive the feedback for an 

incorrect answer.  

 
  

5. Add categories and keywords to the response. These are forms of metadata added 

to questions to make them easier to retrieve in searches, to create Question Sets, or 

to use questions from Pools and or other Assessments. This information is optional. 

6. Add Instructor Notes and submit. 

 
 
  

4 

5 
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Create Question: Fill in the blank 
 
Fill in the Blank answers are evaluated based on an exact text match. Accordingly, it is 
important to keep the answers simple and limited to as few words as possible. Answers are 
not case sensitive, but are evaluated based on spelling. Consider the following tips when 
creating Fill in the Blank questions and answers: 

 Provide answers that allow for common spelling errors.  

 Provide answers that allow for abbreviations or partial answers.  

 Create the question that indicates to Students the best way to answer the 
question.  

 Phrase the question so there is only one answer.  

Try to keep answers limited to one word to avoid mismatched answers due to extra spaces 
or order of answer terms.  If the answer may be more than one word, list all possibilities as 
answers. For example, if Benjamin Franklin is the answer, include Benjamin Franklin, 
Franklin, and Ben Franklin as correct answers. 

 

 

 

Note: Use the Fill in Multiple Blanks 
question type to create a question with 
multiple answers. 

 
 

  

Here is an example of a Fill 
in the Blank question: 

_____ is the silicate 
mineral with the lowest 
melting temperature and 
the greatest resistance to 
weathering, and as a 
result, it makes up the 
great bulk of sand-sized 
particles. 

http://library.blackboard.com/ref/a86c3648-80a5-43cc-8fed-b3f5d24518ce/Content/as_r7_3_Instructor_Manual/fill_in_multiple_blanks_questions.htm
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Fill in the Blank Question Enhancement 
 
Educators can now take advantage of using “contains” and “pattern match” logic when 
grading Fill in the Blank questions. That means you no longer have to rely upon an exact 
match for Blackboard Learn to automatically grade these questions. So you no longer have 
to enter multiple answer choices when creating a Fill in the Blank question in order for 
Blackboard to grade the question for you. For example, let’s say your test question is 
“Who was the first president of the United States?” Instead of trying to enter all possible 
correct answers for the blank (George Washington, Washington, President Washington, 
President George Washington, etc.), you can simply select “contains” and type 
Washington. 
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Creating a Fill in the Blank Question  

1. Open the Test Canvas for a test. Select Fill in the Blank from the Create Question 

drop-down list.  

 

2. Type the Question Text.  

 

1 

2 
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3. Select a Number of Answers from the drop-down list. Type an answer for each 

Answer field.  

 
 

4. Type the Correct Response Feedback that appears in response to a correct 

answer and the Incorrect Response Feedback for an incorrect answer. If partial 

credit is allowed, answers that are partially correct will receive the feedback for an 

incorrect answer.  

 
 
 
 
 
 

3 

4 
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5. Click Add to add a Category, Topic, Level of Difficulty, or Keyword to the question. 

Click the X icon to remove it. Click an existing entry to access a complete list of 

Categories, Topics, Levels of Difficulty, or Keywords. Click Submit.  

 
 

 
 
 

 
 
  

4 
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Create Question: Hot Spot 

 
Hotspot questions are based on Students identifying an area in an image file. The area is 
set by pixel coordinates and if Students click within this range, the answer is recorded as 
correct. Points and Extra Credit are handled in the inline Points fields for each question on 
the canvas. 

Users indicate the answer by marking a specific point on an image. A range of pixel 
coordinates is used to define the correct answer. Hot Spot refers to the area of an image 
that, when selected, yields a correct answer.  

The following are some examples of uses for this type of question: 

 Anatomy - to locate different parts of the body 

 Geography - to locate areas on a map 

 Foreign Language - to select different articles of clothing 

Creating a Hot Spot Question 

1. Open the Test Canvas for an assessment. Select Hot Spot from the Create 
Question drop-down. 

 
  

1 
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2. Type the Question Text. 

3. Click Browse My Computer or Browse Course under the Upload Image heading 

and select the image file. Make sure to upload the image in the correct field. 

Remember that Creation Settings allows uploading a file as part of the Question 

Text. Click Next. The uploaded image will appear. 

 
 

4. Click the mouse and drag it to create a rectangle over the correct answer. When 

Students select a point within the rectangle they will receive credit for a correct 

answer. The area of the hot spot is defined by pixels. 

 

2 

3 

4 
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5. Click Clear to delete the hot spot and define a new hot spot. 

 

6. Type the Correct Response Feedback that appears in response to a correct 
answer and the Incorrect Response Feedback for an incorrect answer. If partial 
credit is allowed, answers that are partially correct will receive the feedback for an 
incorrect answer.  

 

7. Categories and Keywords, Click Add to add a Category, Topic, Level of Difficulty, or 
Keyword to the question. Click the X icon to remove it. Click an existing entry to 
access a complete list of Categories, Topics, Levels of Difficulty, or Keywords. Add 
Instructor Notes and then Submit. 

 

5 

6 

7 
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Create Question: Jumbled Sentence 
 
Users are shown a sentence with parts of the sentence as variables. The user selects the 
proper answer for each variable from drop-down lists to assemble the sentence. Only one 
set of answers is used for all of the drop-down lists. For example, this type of question may 
be useful when teaching about proper grammatical order in a sentence, such as the location 
of a noun, verb, or adjective. 

 
 Creating a Jumbled Sentence Question 

1. Open the Test Canvas for a test. Select Jumbled 

Sentence from the Create Question drop-down list. 

 
  

Here is an example of a 
Jumbled Sentence 
question: 

An essential tenet of first 
aid, is that when you find 
an unconscious person, 
you first _____, then 
_____, and finally _____. 

o make them aware of 
your presence by 
shaking their hand 

o ensure their airway is 
clear 

 check their breathing 

 move the person so 
that their head is 
sitting on their 
knees 

 check their 
circulation 

 check for awareness 
by asking their 
name and today's 
date 

 

 

1 
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2. Type the Question Text. Type each blank as a variable surrounded by square 

brackets. Variables should be composed of alphabets, digits (0-9), periods (.), 

underscores (_) and hyphens (-). All other occurrences of the opening rectangular 

brace ("]") character should be preceded by the back-slash ("\") character. Variable 

names must be unique and cannot be reused. 

 

3. Allowing partial credit will give a percentage of the total points for partially correct 

answers. Select the Number of Answers and enter a value for each. These values 

will appear in a drop-down list for each variable when users view the question. Type 

the answers in the order they should display to Students in the drop-down. Click 

Next. 

 
 
 
 
 
 

2 

3 
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4. Specify the correct answers by selecting them in each drop-down list. Provide 

feedback for correct and incorrect answers. 

 

5. Enter feedback that will display in response to a correct answer and an incorrect 
answer. If partial credit is allowed, answers that are partially correct will receive the 
feedback for an incorrect answer. Make sure to have the Text Editor Mode ON. 

 

6. Click Add to add a Category, Topic, Level of Difficulty, or Keyword to the question. 
Click the X icon to remove it. Click an existing entry to access a complete list of 
Categories, Topics, Levels of Difficulty, or Keywords.  

7. Add Instructor’s Note and Submit. 

  

Create Question: Matching 

4 

5 

6 
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Matching questions allow Students to pair items in one column to items in another column. 
Instructors may include a different numbers of questions and answers in a Matching 
question. For example, the question may include a list of animals and a list of food they eat 
(herbivore, carnivore, omnivore). The users would match each animal with their diet. 

Students are granted partial credit for matching questions if they answer part of the question 
correctly.  For example, if the question is worth eight points and the Student gives the 
correct answers for half of the matches, they will receive four points.  

Creating a Matching Question  

1. Open the Test Canvas for an assessment. Select Matching from the Create 

Question drop-down list. 

 
  

Here is an example of a 
Matching question: 

Match each term with its 
definition. 

Deposition 

Erosion 

Lithification 

Weathering 

A. The chemical 
alteration and 
breakdown of rock 

B. The conversion of 
sediment to rock 

C. The dropping of 
sediment into a long-
term reservoir 

D. The picking up and 
carrying away of 
sediment 

1 
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2. Type the Question Text.  

3. Select options for question layout and partial credit. 

 

4. Select the Number of Questions and enter the text for each question and its 

answer. The number of questions and answers may be uneven. For example, the 

Instructor may include extra answers to make the question more difficult.

 

2 

3 

4 
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5. Select the Answer Order for the question (Randomly or Manually). If Manually is 

selected change the order for the answers by dragging them in the Answer Choice 

area. 

 
6. Type the Correct Response Feedback that appears in response to a correct 

answer and the Incorrect Response Feedback for an incorrect answer. If partial 

credit is allowed, answers that are partially correct will receive the feedback for an 

incorrect answer.  

 

 
  

5 

6 
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7. Add Categories and Keywords section. Add the Instructor Notes and Submit. 

 
  

7 
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Create Question: Multiple Answer  
 

Multiple answer questions allow users to choose more than one answer. The number of 
answer choices is limited to 20. This type of question may be used when more than one 
answer is correct. For example, in the medical field, this type of question may be used to 
select symptoms associated with a medical condition. 

 Creating a Multiple Answer Question 

1. Open the Test Canvas for a test. Select Multiple Answer from the Create 
Question drop-down list. 

 

2. Type the Question Text.  

 

Here is an example of a 
Multiple Answer question: 

Which of the following are 
viable methods for 
traveling from London to 
Paris? 

a. flying 

b. ferry 

c. walking 

d. rail 

1 

2 
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3. Select the Answer Numbering from the drop-down menu. The answer numbering 

labels items in the question and answer columns. Select how the answers will be 

displayed to Students. Answers will appear in a random order, displaying a different 

order to each. Complete the Answer text box for each answer.  

4. Select the Number of Answers for the question from the drop-down list. 

5. Write the possible answers the question and select the correct answer for the 

question. 

  

6. Add Categories and Keywords and Instructor Notes and Submit. 

 
 

3 

4 

5 

6 
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Create Question: Multiple Choice 
 
Multiple-choice questions allow the users a multitude of choices with only one correct 
answer. In multiple-choice questions, users indicate the correct answer by selecting a radio 
button. The number of answer choices is limited to 20. 

Creating a Multiple Choice Question 

1. Open the Test Canvas for a Test. Select Multiple Choice from the Create 

Question drop-down list. 

 

 

 

 

  

 

Note: Use the Multiple Answer question type to create multiple choice 
questions with more than one answer. 

Here is an example of a 
Multiple Choice question: 

Which ocean basin is a 
remnant of the universal 
ocean Panthalassa? 

a. Arctic 

b. Atlantic 

c. Indian 

d. Pacific 

1 

http://library.blackboard.com/ref/a86c3648-80a5-43cc-8fed-b3f5d24518ce/Content/as_r7_3_Instructor_Manual/Multiple%20Answer%20Questions.htm
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2. Type the Question Text.  

 

3. Options: if partial credit is allowed, each incorrect answer can specify what 

percentage of the total points should be given for that answer.  

4. Select the Number of Answers from the drop-down list. Type an Answer in 

each field. 

5. Write and select the Correct answer by clicking the appropriate option. Only one 

correct answer is selected. 

 

 

   

 

 

 

2 

3 

4 

5 
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6. Type the Correct Response Feedback that appears in response to a correct 

answer and the Incorrect Response Feedback for an incorrect answer. If partial 

credit is allowed, answers that are partially correct will receive the feedback for 

an incorrect answer. 

                     

7. Click Add to add a Category, Topic, Level of Difficulty, or Keyword to the 

question. Click the X icon to remove it. Click an existing entry to access a 

complete list of Categories, Topics, Levels of Difficulty, or Keywords. Add 

Instructor Notes and Submit. 

 
 

  

6 

7 
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Create Question: Opinion Scale/Likert 
 
This question type is based on a rating scale designed to measure attitudes or reactions. It 
is popular to use in surveys in order to get a comparable scale of opinion. Users indicate the 
multiple choice answer that represents their attitude or reaction. When the Instructor creates 
an opinion scale question, six answer fields are pre-populated with the following answers, 
which can be modified:  

 Strongly Agree 

 Agree 

 Neither Agree nor Disagree 

 Disagree 

 Strongly Disagree 

 Not Applicable 

Creating an Opinion Scale/Likert Question 

1. Open the Test Canvas for an assessment and select 
Opinion Scale/Likert from the Create Question drop-
down list. 

 

Here is an example of an 
Opinion Scale/Likert 
question: 

How concerned are you 
about the need for first aid 
on the water? 

1. Very Concerned 

2. Concerned 

3. Neither Concerned 
or Unconcerned 

4. Not really concerned 

5. Not concerned at all 

6. Not applicable 

1 



Blackboard™ Enterprise – Assessment∙ Instructor Guide        71 

  

2. Type the Question Text.  

 

3. Options: if partial credit is allowed, enter a percentage of the total points given for 

the correct answer for each incorrect answer.  

4. Select the Number of Answers from the drop-down list. The number six is selected 

by default. The Answer fields are pre-populated with six values on a Likert scale.  

5. Type an Answer in each field in order to change the default answers. Select a 

Correct answer by clicking the appropriate radio button. 

 
  

2 

3 

4 

5 
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6. Type the Correct Response Feedback that appears in response to a correct 

answer and the Incorrect Response Feedback for an incorrect answer. If partial 

credit is allowed, answers that are partially correct will receive the feedback for an 

incorrect answer.  

 
7. Click Add to add a Category, Topic, Level of Difficulty, or Keyword to the question. 

Click the X icon to remove it. Click an existing entry to access a complete list of 

Categories, Topics, Levels of Difficulty, or Keywords. Add Instructor Notes and 

Submit.  

     
 

6 

7 
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Create Question: Ordering 
 
Ordering questions require users to provide an answer by selecting the correct order of a 
series of items. For example, an Instructor may give users a list of historical events and ask 
them to place these events in chronological order. 

Users will be granted partial credit for ordering questions if they answer part of the question 
correctly.  For example, if the question is worth eight points and the Student gives the 
correct order for half of the items, they will receive four points. 
 
 Creating an Ordering Question  

1. Open the Test Canvas for an assessment and select 
Ordering from the Create Question drop-down list. 

 

 

 

 

 

 
  

Here is an example of an 
Ordering question: 

Order the four oceans in 
size, with the largest first. 

o Pacific 

o Indian 

 Atlantic 

 Arctic 

1 
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2. Type the Question Text. 

 

3. Options: if partial credit is allowed, enter a percentage of the total points given for 

the correct answer for each incorrect answer.  

4. Select the Number of Answers from the drop-down list. Type an Answer in each 

field. Click Next. 

 

 
  

2 

3 

4 

4 
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5. Drag and drop the answers in the Display Order column to determine how they are 

displayed. 

 

6. Type the Correct Response Feedback that appears in response to a correct 

answer and the Incorrect Response Feedback for an incorrect answer. If partial 

credit is allowed, answers that are partially correct will receive the feedback for an 

incorrect answer. 

 

 

5 

6 



Blackboard™ Enterprise – Assessment∙ Instructor Guide        76 

  

7. Add Categories and Keywords section. Add Instructor Notes and click Submit. 

 
  

7 
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Create Question: Quiz Bowl 
 
Quiz Bowl questions are a way to add fun and creativity to tests, such as self Tests or in-
class contests. The user is shown the answer and responds by entering the correct question 
into a text box. An answer must include a phrase and a question word, such as whom, what, 
or where, to be marked as correct. For example, the question may be "The person who 
invented the cotton gin", with the answer being "Who is Eli Whitney?" Partial credit may be 
given if the question word is not included in the answer. 

Creating a Quiz Bowl Question 

1. Open the Test Canvas for a test and select Quiz Bowl from the Create Question 

drop-down list. 

 
  

Here is an example of a 
Quiz Bowl question: 

It is the only country that 
is a continent. 

Your answer must be in 
the form of a question, 
such as What is _____ ? 

Use a question mark at 
the end of your question. 

1 
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2. Type the Question Text.  

 

3. Options: allowing partial credit will give a percentage of the total points if the answer 

includes at least one of the specified answer phrases but none of the specified 

interrogatives. 

4. Select the Number of Interrogatives.  

5. Type each acceptable Interrogative word. One of these words must appear in the 

response for the Student to receive full credit. 

 
  

2 

3 

4 

5 
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6. Select the Number of Answer Phrases.  

7. Type each Answer Phrase. One of these phrases must appear in the response for 

the Student to receive any credit. 

8. Type the Correct Response Feedback that appears in response to a correct 

answer and the Incorrect Response Feedback for an incorrect answer. If partial 

credit is allowed, answers that are partially correct will receive the feedback for an 

incorrect answer. 

 

9. Click Add to add a Category, Topic, Level of Difficulty, or Keyword to the question. 

Click the X icon to remove it. Click an existing entry to access a complete list of 

Categories, Topics, Levels of Difficulty, or Keywords. Add Instructor Notes and 

Submit. 

 

6 

7 

8 

9 
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Create Question: Short Answer 
 
Short Answer questions are similar to essay questions. The length of the answer is limited 
to a specified number of rows in the text box.  Essay questions and Short Answer questions 
must be graded manually. 

The number of rows is meant as a guideline when entering an answer. It does not impose 
an absolute limit on answer length. 

Creating a Short Answer Question 

1. Open the Test Canvas for a test and select Short 
Answer from the Create Question drop-down list. 

 

2. Type the Question Text. 

  

Here is an example of a 
Short Answer question: 

Explain what CCD 
(carbonate compensation 
depth) is, and how it 
governs the distribution of 
calcium carbonate on the 
sea floor. 

1 

2 
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3. Determine the Number of Rows to Display in the Answer Field by selecting a 
number from the drop-down list. 

4. Type an example of a correct answer in the Answer Text field. 
5. Click the Add Rubric option to add a rubric to the question if necessary.  

 

6. Click Add to add a Category, Topic, Level of Difficulty, or Keyword to the question. 

Click the X icon to remove it. Click an existing entry to access a complete list of 

Categories, Topics, Levels of Difficulty, or Keywords.  

7. Add Instructor Notes and Submit. 

 
  

4 

3 

5 

6 
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Create Question: True/False 
 

True/False questions allow the user to choose either true or false. True and False answer 
options are limited to the words True and False.  

Creating a True/False question 

1. Open the Test Canvas for a test and select True/False from the Create Question 

drop-down list. 

 

2. Type the Question Text. This should be in the form of a statement that users will 

mark either True or False. Add Answer Orientation. 

 

Here is an example of a 
True/False question: 

Oceanic crust is made out 
of basalt and gabbro. 

True 

False 

1 

2 
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3. Select the correct Answer by clicking True or False. 

4. Type the Correct Response Feedback that appears in response to a correct 

answer and the Incorrect Response Feedback for an incorrect answer. If partial 

credit is allowed, answers that are partially correct will receive the feedback for an 

incorrect answer. 

 

 
5. Click Add to add a Category, Topic, Level of Difficulty, or Keyword to the question. 

Click the X icon to remove it. Click an existing entry to access a complete list of 

Categories, Topics, Levels of Difficulty, or Keywords. Add Instructor Notes and 

Submit. 

 
  

3 

4 

5 
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Assessment: Creating Pools 
 
About Pools 
A pool is a repository for a group of stored questions. Questions in pools do not have point 
values associated with them. When a question from a pool is added to a test, it is then 
assigned a point value. 

 
Creating a Pool of Questions  

1. Click on the Course Tools option located on the Control Panel of the selected 

course.  

 
2. Click on the Test, Surveys, and Pools option from the Course Tools menu.  

  

1 

2 
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3. Select the Pools option from the Test, Surveys, and Pools menu. 

 
4. Click on the Build Pool option to start creating questions for the Pool.   

 
5. Click on the Name field to assign a name for the Pool.   

6. Click on the Description text box (Optional) to add a description or instructions for 

the pool. Click on Submit. 

 

3 

4 

5 

6 

6 
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7. Click on the Create Questions menu, located on the Pool Canvas to start creating 

questions for the Pool. 

 
8. Repeat step 7 to add more questions.  

9. Click on Ok located at the end of your screen once the Pool has been completed.  

  

7 
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Assessment: Reuse Question 
 

Instructors can reuse questions by using the Find Questions page, which contains every 
question from all existing tests, surveys, and pools in the Course. 

Copying and Linking to Questions 
When using the Find Questions page, Instructors can choose to Copy a Question from an 
existing test to a new test, or Link to the original question in the new test. The difference 
is that if a linked question is changed, those changes are reflected everywhere a link to that 
question occurs. Questions that are linked display an icon that indicates they are used in 
other tests. Alternatively, when the question is copied, changes made to one instance of the 
question are not reflected in the other instances. Copy is the default selection. 
 
Selected Questions 
Questions that are selected through this process are displayed at the bottom of the page. 
Click Show List to view all the questions that have been selected. Click Hide List to 
minimize the Selected Questions. Questions are deleted from the Selected Questions list by 
clicking the red X link next to the question. This action does not delete the question. 
 
Creating a Question Set 
Instructors can create a Question Set by searching and selecting questions, determining the 
number of points per question and then choosing the number of questions to display to the 
user. If the number of questions to be displayed is less than the list of questions (example: 3 
out of 50), then the questions are randomly distributed so that each user may be viewing a 
different set of three questions. The Instructor can choose to display the same questions to 
all users by selecting all the questions listed. 

1. From the Canvas page select Reuse Question and click on Create Question Set. 

 

 

2. The Create Question Set pop up window will appear.  

1 
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3. Browsing Criteria: Use the drop-down lists to search for questions based upon the 
following criteria: Pools, Tests, Question Types, Categories, Topics, Level of 
Difficulty. After choosing the criteria, Submit. 

 

 
Criteria Summary 
As criteria are selected from the Browse Criteria section, the questions are displayed in a 
table. The selected criteria are displayed above the table in a list as a reference. 
 
Selected Questions 
Each question that is selected from the Criteria Summary table is added to this list. Use the 
Show List/Hide List toggle to display the list of selected questions. Questions can be 
removed from the list by clicking the X icon next to the question. 

 

 

 

 

 

  

3 
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Assessment: Random Blocks 

 
A Random Block is a group of questions retrieved from a Question Pool. Questions are 
randomly retrieved from the selected Question Pool based on the question type and the 
number of questions available in the selected pool. 
 
About Pools 
A pool is a repository for a group of stored questions. Questions in pools do not have point 
values associated with them. When a question from a pool is added to a test, it is then 
assigned a point value. 

 

Creating Random blocks 

1. From the Canvas page (refer to page 27) select Reuse Question and select 
Create Random Block. 

 

  

1 
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2. The Create Random Block pop up window will appear. Browsing Criteria: Use the 
expandable lists to select a pool and question types to include in the Random Block. 
As criteria are selected from the Browse Criteria section, matching questions are 
displayed in a table. The selected criteria are displayed above the table in a list as a 
reference. Then Submit.  

 

 

  

2 
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Assessment: Find Question 

 
How to Find Existing Questions and Add them to a Test or Survey 

1. From the Canvas page (refer to page 27) select Reuse Question drop-down list 
and select Find Questions. The Find Questions pop-up window appears. 

 

2. Choose a method for adding questions, Copying or Linking. The difference 
between the two is that if a linked question is changed, those changes are reflected 
in every test and survey where that question appears. Once you have selected a 
question, you can change this option before adding the question to a test or survey.  

 

 

  

 

Note:  The option to change the method of adding questions is located above 
the table of questions. Select the correct option before you add the questions 
to the test. 

1 

2 
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3. Expand one or all of the following criteria: Pools, Tests, Question Types, 
Categories, Topics, Levels of Difficulty, or Keywords. 

4. Use the Search Current Results field to narrow the search. Select the questions to 
add using the check boxes. 

5. Click Submit. The Question will be added to your Test or Survey as a Copy or a 
Link. 

    

                                                                                                                                               

 
  

3 

5 
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Item Analysis 
 
The new Item Analysis feature helps you easily refine your tests and quizzes by evaluating 
the quality and validity of each question and that question’s ability to discriminate between 
students who understand the material and those who do not. Ineffective questions can be 
easily identified and then you can quickly correct them with the Automatic Regrade feature. 

As an educator, you will be able to access an at‐a‐glance summary of your Blackboard 

assessments (see below).This summary provides insight into student performance on that 
assessment and how the question items performed. 

 

 
 
And from this summary page, when you scroll down, you can see a list of questions sorted 
in order of discrimination – with the most ineffective listed on top. A simple red dot next to a 
question tells you if the question requires review. 
 
After examining the question, you can see whether it was poor wording, vague answer 
choices or some other factor. If you decide to change or update that question, you can 
immediately take action right from this page by clicking the “Edit Test” button. You will be 
taken directly to the assessment where you can use the automatic regarding feature to 
either update or delete the question and regrade it – even if students have already 
completed the assessment. And the updates flow automatically into the Grade Center. In 
summary, with the new Item Analysis feature, you can quickly and easily ensure that your 
assessments are successful discriminators of student performance. 
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Running Item Analysis on a Test 

Item analysis provides statistics on overall test performance and individual test questions. 
This data helps you recognize questions that might be poor discriminators of student 
performance. You can use this information to improve questions for future test 
administrations or to adjust credit on current attempts. 

Roles with grading privileges (such as instructors, graders, and teaching assistants) access 
item analysis in three locations within the assessment workflow. It is available in the 
contextual menu for a: 

 Test deployed in a content area. 
 Deployed test listed on the Tests page. 
 Grade Center column.  

 

You can run item analyses on deployed tests with submitted attempts, but not on surveys. 
Access previously run item analyses under the Available Analysis heading or select a 
deployed test from the drop-down list and click Run to generate a new report. The new 
report's link appears under the Available Analysis heading or in the status receipt at the top 
of the page. 

For best results, run item analyses on single-attempt tests after all attempts have been 
submitted and all manually graded questions are scored. Interpret the item analysis data 
carefully and with the awareness that the statistics are influenced by the number of test 
attempts, the type of students taking the test, and chance errors. 

How to Run an Item Analysis on a Test 

You can run item analyses on tests that include single or multiple attempts, question sets, 
random blocks, auto-graded question types, and questions that need manual grading. For 
tests with manually graded questions that have not yet been assigned scores, statistics are 
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generated only for the scored questions. After you manually grade questions, run the item 
analysis again. Statistics for the manually graded questions are generated and the test 
summary statistics are updated. 

1. Go to one of the following locations to access item analysis:  

o A test deployed in a content area. 

 

o A deployed test listed on the Tests page. 

 

o A Grade Center column for a test. 
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2. Access the test's contextual menu. 
3. Select Item Analysis. 
4. In the Select Test drop-down list, select a test. Only deployed tests are listed. 
5. Click Run.  

 

6. View the item analysis by clicking the new report's link under the Available Analysis 
heading or by clicking View Analysis in the status receipt at the top of the page. 

 

  

4 

5 

6 
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About the Test Summary on the Item Analysis Page 

The Test Summary is located at the top of the Item Analysis page and provides data on the 
test as a whole. 

 

1. Edit Test provides access to the Test Canvas. 
2. The Test Summary provides statistics on the test, including:  

o Possible Points: The total number of points for the test. 
o Possible Questions: The total number of questions in the test. 
o In Progress Attempts: The number of students currently taking the test that 

have not yet submitted it. 
o Completed Attempts: The number of submitted tests. 
o Average Score: Scores denoted with an * indicate that some attempts are 

not graded and that the average score might change after all attempts are 
graded. The score displayed here is the average score reported for the test in 
the Grade Center. 

o Average Time: The average completion time for all submitted attempts. 
o Discrimination: This area shows the number of questions that fall into the 

Good (greater than 0.3), Fair (between 0.1 and 0.3), and Poor (less than 0.1) 
categories. A discrimination value is listed as Cannot Calculate when the 
question's difficulty is 100% or when all students receive the same score on a 
question. Questions with discrimination values in the Good and Fair 
categories are better at differentiating between students with higher and lower 
levels of knowledge. Questions in the Poor category are recommended for 
review. 

o Difficulty: This area shows the number of questions that fall into the Easy 
(greater than 80%), Medium (between 30% and 80%) and Hard (less than 
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30%) categories. Difficulty is the percentage of students who answered the 
question correctly. Questions in the Easy or Hard categories are 
recommended for review and are indicated with a red circle.  

Only graded attempts are used in item analysis calculations. If there are 
attempts in progress, those attempts are ignored until they are submitted and 
you run the item analysis report again. 

About the Question Statistics Table on the Item Analysis Page 

The question statistics table provides item analysis statistics for each question in the test. 
Questions that are recommended for your review are indicated with red circles so that you 
can quickly scan for questions that might need revision. 

In general, good questions have: 

 Medium (30% to 80%) difficulty. 
 Good or Fair (greater than 0.1) discrimination values. 

Questions that are recommended for review are indicated with red circles. They may be of 
low quality or scored incorrectly. In general, questions recommended for review have: 

 Easy ( > 80%) or Hard ( < 30%) difficulty. 
 Poor ( < 0.1) discrimination values. 

 

 

1. Filter the question table by question type, discrimination category, and difficulty 
category. 



Blackboard™ Enterprise – Assessment∙ Instructor Guide        99 

  

2. Investigate a specific question by clicking its title and reviewing its Question Details 
page. 

3. Statistics for each question are displayed in the table, including:  
o Discrimination: Indicates how well a question differentiates between students 

who know the subject matter those who do not. A question is a good 
discriminator when students who answer the question correctly also do well 
on the test. Values can range from -1.0 to +1.0. Questions are flagged for 
review if their discrimination value is less than 0.1 or is negative. 
Discrimination values cannot be calculated when the question's difficulty 
score is 100% or when all students receive the same score on a question.  

Discrimination values are calculated with the Pearson correlation coefficient. 
X represents the scores of each student on a question and Y represents the 
scores of each student on the assessment. 

 

The following variables are the standard score, sample mean, and sample 
standard deviation, respectively: 

 

o Difficulty: The percentage of students who answered the question correctly. 
Difficulty values can range from 0% to 100%, with a high percentage 
indicating that the question was easy. Questions in the Easy (greater than 
80%) or Hard (less than 30%) categories are flagged for review.  

Difficulty levels that are slightly higher than midway between chance and 
perfect scores do a better job differentiating students who know the tested 
material from those who do not. It is important to note that high difficulty 
values do not assure high levels of discrimination. 

o Graded Attempts: Number of question attempts where grading is complete. 
Higher numbers of graded attempt produce more reliable calculated statistics. 

o Average Score: Scores denoted with an * indicate that some attempts are not 
graded and that the average score might change after all attempts are 
graded. The score displayed here is the average score reported for the test in 
the Grade Center. 
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o Standard Deviation: Measure of how far the scores deviate from the average 
score. If the scores are tightly grouped, with most of the values being close to 
the average, the standard deviation is small. If the data set is widely 
dispersed, with values far from the average, the standard deviation is larger. 

o Standard Error: An estimate of the amount of variability in a student's score 
due to chance. The smaller the standard error of measurement, the more 
accurate the measurement provided by the test question. 

How to View Question Details on a Single Question 

You can investigate a question that is flagged for your review by accessing its Question 
Details page. This page displays student performance on the individual test question you 
selected. 

1. On the Item Analysis page, scroll down to the question statistics table. 
2. Select a linked question title to display the Question Details page. 

 

1. Use the arrows to page through questions sequentially or to skip to the first or last 
question. 

2. Click Edit Test to access the Test Canvas. 
3. The summary table displays statistics for the question, including:  

o Discrimination: Indicates how well a question differentiates between students 
who know the subject matter those who do not. The discrimination score is 
listed along with its category: Poor (less than 0.1), Fair (0.1 to 0.3), and Good 
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(greater than 0.3). A question is a good discriminator when students who 
answer the question correctly also do well on the test. Values can range from 
-1.0 to +1.0. Questions are flagged for review if their discrimination value is 
less than 0.1 or is negative. Discrimination values cannot be calculated when 
the question's difficulty score is 100% or when all students receive the same 
score on a question.  

Discrimination values are calculated with the Pearson correlation coefficient. 
X represents the scores of each student on a question and Y represents the 
scores of each student on the assessment. 

 

The following variables are the standard score, sample mean, and sample 
standard deviation, respectively: 

 

o Difficulty: The percentage of students who answered the question correctly. 
The difficulty percentage is listed along with its category: Easy (greater than 
80%), Medium (30% to 80%), and Hard (less than 30%). Difficulty values can 
range from 0% to 100%, with a high percentage indicating that the question 
was easy. Questions in the easy or hard categories are flagged for review.  

Difficulty levels that are slightly higher than midway between chance and 
perfect scores do a better job differentiating students who know the tested 
material from those who do not. It is important to note that high difficulty 
values do not assure high levels of discrimination. 

o Graded Attempts: Number of question attempts where grading is complete. 
Higher numbers of graded attempt produce more reliable calculated statistics. 

o Average Score: Scores denoted with an * indicate that some attempts are not 
graded and that the average score might change after all attempts are 
graded. The score displayed here is the average score reported for the test in 
the Grade Center. 

o Std Dev: Measure of how far the scores deviate from the average score. If the 
scores are tightly grouped, with most of the values being close to the 
average, the standard deviation is small. If the data set is widely dispersed, 
with values far from the average, the standard deviation is larger. 
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o Std Error: An estimate of the amount of variability in a student's score due to 
chance. The smaller the standard error of measurement, the more accurate 
the measurement provided by the test question. 

o Skipped: Number of students who skipped this question. 
4. The question text and answer choices are displayed. The information varies 

depending on the question type: 

Type of Information Provided Question Types 

Number of students who selected each 

answer choice 

-AND- 

distribution of those answers among the 

class quartiles. 

Multiple Choice 

Multiple Answer 

True/False 

Either/Or 

Opinion Scale/Likert 

Number of students who selected each 

answer choice. 
Matching 

Ordering 

Fill in Multiple Blanks 

Number of students who got the question 

correct, incorrect, or skipped it. 
Calculated Formula 

Calculated Numeric 

Fill in the Blank 

Hot Spot 

Quiz Bowl 

Question text only. Essay 

File Response 

Short Answer 

Jumbled Sentence (also 

includes the answers students 

chose from) 
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Answer Distributions 

The distribution of answers among the class quartiles is included for Multiple Choice, 
Multiple Answer, True/False, Either/Or, and Opinion Scale/Likert question types. The 
distribution shows you the types of students who selected the correct or incorrect answers. 

 Top 25%: Number of students with total test scores in the top quarter of the class 
who selected the answer option. 

 2nd 25%: Number of students with total test scores in the second quarter of the class 
who selected the answer option. 

 3rd 25%: Number of students with total test scores in the third quarter of the class 
who selected the answer option. 

 Bottom 25%: Number of students with total test scores in the bottom quarter of the 
class who selected the answer option. 

Symbol Legend 
Symbols appear next to the questions to alert you to possible issues: 

 

 Review recommended: This condition is triggered when discrimination values are 
less than 0.1 or when difficulty values are either greater than 80% (question was too 
easy) or less than 30% (question was too hard). Review the question to determine if 
it needs revision. 

 Question may have changed after deployment: Indicates that a part of the question 
changed since the test was deployed. Changing any part of a question after the test 
has been deployed could mean that the data for that question might not be reliable. 
Attempts submitted after the question was changed may have benefited from the 
change. This indicator helps you interpret the data with this in mind.  

This indicator is not displayed for restored courses. 

 Not all attempts have been graded: Appears for a test containing questions that 
require manual grading, such as essay questions. In a test containing an essay 
question with 50 student attempts, this indicator shows until the instructor grades all 
50 attempts. The item analysis tool uses only attempts that have been graded at the 
time you run the report. 
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 (QS) and (RB): Indicate that a question came from a question set or random block. 
Due to random question delivery, it is possible that some questions get more 
attempts than others. 

About Item Analysis and Multiple Attempts, Question Overrides, and Question Edits 

The item analysis tool handles multiple attempts, overrides, and other common scenarios in 
the following ways: 

 When students are allowed to take a test multiple times, the last submitted attempt is 
used as the input for item analysis. For example, a test allows three attempts and 
Student A has completed two attempts with a third attempt in progress. Student A's 
current attempt counts toward the number listed under In Progress Attempts and 
none of Student A's previous attempts are included in the current item analysis data. 
As soon as Student A submits the third attempt, subsequent item analyses will 
include Student A's third attempt. 

 Grade Center overrides do not impact the item analysis data because the item 
analysis tool generates statistical data for questions based on completed student 
attempts. 

 Manually graded questions or changes made to the question text, correct answer 
choice, partial credit, or points do not update automatically in the item analysis 
report. Run the analysis again to see if the changes affected the item analysis data. 

Examples 

Item analysis can help you improve questions for future test administrations or fix 
misleading or ambiguous questions in a current test. Some examples are: 

 You investigate a multiple choice question that was flagged for your review on the 
item analysis page. More Top 25% students choose answer B, even though A was 
the correct answer. You realize that the correct answer was miskeyed during 
question creation. You edit the test question and it is automatically regraded. 

 In a multiple choice question, you find that nearly equal numbers of students chose 
A, B, and C. Examine the answer choices to determine if they were too ambiguous, if 
the question was too difficult, or if the material was not covered. 

 A question is recommended for review because it falls into the hard difficulty 
category. You examine the question and determine that it is a hard question, but you 
keep it in the test because it is necessary to adequately test your course objectives. 

 


