
0 
 

 



1 
 

 

  



2 
 

 

 

 

Training Instructions ...................................................................... 6 

Assessment tools in blackboard .................................................... 7 

      1.Assignment........... ............................................................ 7 

      2.Test........ ........................................................................ 13 

   A.Access the Tests Tool ...................................................... 14 

   B.Create Test ...................................................................... 15 

   C.Deploying Test ................................................................. 22 

Grade Center ............................................................................... 31 

       1.Access the Grade center…………………………………………………...31 

       2.The Grade Center Interface……………………………………………...32 

       3.Grading Tests…………………………………………………………………...35 

       4. Grading Assignment………………………………………………………...43 

       5.Creating Grade Columns…………………………………………………..45 

       6.Upload and Download Grade Center Items for Working 

Offline………………………………………………………………………………..……..47 

 

 

 

 

Table of Contents 

file://pmcrantpsvm01.ads.pnu.edu.sa/PMCRSTGVDI05/bmbinsalamah/Desktop/Assessment%20tools-v1.docx%23_Toc449614178
file://pmcrantpsvm01.ads.pnu.edu.sa/PMCRSTGVDI05/bmbinsalamah/Desktop/Assessment%20tools-v1.docx%23_Toc449614179
file://pmcrantpsvm01.ads.pnu.edu.sa/PMCRSTGVDI05/bmbinsalamah/Desktop/Assessment%20tools-v1.docx%23_Toc449614185


3 
 

 

 

Figure 1: Assignments lifecycle .................................................... 7 

Figure 2: Create an assignment .................................................... 8 

Figure 3: Assignment information ................................................ 8 

Figure 4: Assignment files, due date and grading options ............... 9 

Figure 5: Assignment submission details ...................................... 10 

Figure 6: Assignment plagiarism tools options .............................. 10 

Figure 7: Assignment grading options .......................................... 11 

Figure 8: Assignment display of grades ........................................ 12 

Figure 9: Assignment availability ................................................. 12 

Figure 10: Test lifecycle ............................................................. 13 

Figure 11:Access the tests tool from the Control Panel .................. 14 

Figure 12: Access the tests tool ................................................... 14 

Figure 13: Test information ........................................................ 15 

Figure 14: Create a question in a test .......................................... 16 

Figure 15: Open a test to add a question ..................................... 18 

Figure 16: Create multiple choice question (Step1) ....................... 18 

Figure 17: Create multiple choice question (Step2) ....................... 19 

Figure 18: Create multiple choice question (Step3) ....................... 19 

Figure 19: Create multiple choice question (Step4) ....................... 20 

Figure 20: Create multiple choice question (Step5) ....................... 20 

Figure 21:Create multiple choice question (Step6) ........................ 21 

Figure 22: Create multiple choice question (Step7) ....................... 21 

Figure 23: Update the points for a question ................................. 21 

Figure 24: Add a test to a content area (Step 1) ............................ 23 

Figure 25: Add a test to a content area (Step 2) ............................ 24 

Figure 26: Set the test options (Test information) ......................... 25 

Table of Figures 

file://pmcrantpsvm01.ads.pnu.edu.sa/PMCRSTGVDI05/bmbinsalamah/Desktop/Assessment%20tools-v1.docx%23_Toc449512447
file://pmcrantpsvm01.ads.pnu.edu.sa/PMCRSTGVDI05/bmbinsalamah/Desktop/Assessment%20tools-v1.docx%23_Toc449512448
file://pmcrantpsvm01.ads.pnu.edu.sa/PMCRSTGVDI05/bmbinsalamah/Desktop/Assessment%20tools-v1.docx%23_Toc449512449
file://pmcrantpsvm01.ads.pnu.edu.sa/PMCRSTGVDI05/bmbinsalamah/Desktop/Assessment%20tools-v1.docx%23_Toc449512450
file://pmcrantpsvm01.ads.pnu.edu.sa/PMCRSTGVDI05/bmbinsalamah/Desktop/Assessment%20tools-v1.docx%23_Toc449512451
file://pmcrantpsvm01.ads.pnu.edu.sa/PMCRSTGVDI05/bmbinsalamah/Desktop/Assessment%20tools-v1.docx%23_Toc449512452
file://pmcrantpsvm01.ads.pnu.edu.sa/PMCRSTGVDI05/bmbinsalamah/Desktop/Assessment%20tools-v1.docx%23_Toc449512453
file://pmcrantpsvm01.ads.pnu.edu.sa/PMCRSTGVDI05/bmbinsalamah/Desktop/Assessment%20tools-v1.docx%23_Toc449512454
file://pmcrantpsvm01.ads.pnu.edu.sa/PMCRSTGVDI05/bmbinsalamah/Desktop/Assessment%20tools-v1.docx%23_Toc449512456
file://pmcrantpsvm01.ads.pnu.edu.sa/PMCRSTGVDI05/bmbinsalamah/Desktop/Assessment%20tools-v1.docx%23_Toc449512457
file://pmcrantpsvm01.ads.pnu.edu.sa/PMCRSTGVDI05/bmbinsalamah/Desktop/Assessment%20tools-v1.docx%23_Toc449512458
file://pmcrantpsvm01.ads.pnu.edu.sa/PMCRSTGVDI05/bmbinsalamah/Desktop/Assessment%20tools-v1.docx%23_Toc449512459
file://pmcrantpsvm01.ads.pnu.edu.sa/PMCRSTGVDI05/bmbinsalamah/Desktop/Assessment%20tools-v1.docx%23_Toc449512460
file://pmcrantpsvm01.ads.pnu.edu.sa/PMCRSTGVDI05/bmbinsalamah/Desktop/Assessment%20tools-v1.docx%23_Toc449512461
file://pmcrantpsvm01.ads.pnu.edu.sa/PMCRSTGVDI05/bmbinsalamah/Desktop/Assessment%20tools-v1.docx%23_Toc449512462
file://pmcrantpsvm01.ads.pnu.edu.sa/PMCRSTGVDI05/bmbinsalamah/Desktop/Assessment%20tools-v1.docx%23_Toc449512464
file://pmcrantpsvm01.ads.pnu.edu.sa/PMCRSTGVDI05/bmbinsalamah/Desktop/Assessment%20tools-v1.docx%23_Toc449512465
file://pmcrantpsvm01.ads.pnu.edu.sa/PMCRSTGVDI05/bmbinsalamah/Desktop/Assessment%20tools-v1.docx%23_Toc449512467
file://pmcrantpsvm01.ads.pnu.edu.sa/PMCRSTGVDI05/bmbinsalamah/Desktop/Assessment%20tools-v1.docx%23_Toc449512468
file://pmcrantpsvm01.ads.pnu.edu.sa/PMCRSTGVDI05/bmbinsalamah/Desktop/Assessment%20tools-v1.docx%23_Toc449512469
file://pmcrantpsvm01.ads.pnu.edu.sa/PMCRSTGVDI05/bmbinsalamah/Desktop/Assessment%20tools-v1.docx%23_Toc449512470
file://pmcrantpsvm01.ads.pnu.edu.sa/PMCRSTGVDI05/bmbinsalamah/Desktop/Assessment%20tools-v1.docx%23_Toc449512471


4 
 

Figure 27:Set the test options (Availability, number of attempts) 26 

Figure 28: Set the test options (Set timer) ................................ 27 

Figure 29: Set the test options (Display date and time, set 

password) ............................................................................ 27 

Figure 30: Set the test options (Test availability exceptions) ....... 28 

Figure 31: Set the test options (Due date) ................................ 28 

Figure 32: Set the test options (Self-assessment options) ........... 29 

Figure 33: Set the test options (show test results and feedback to 

students) .............................................................................. 29 

Figure 34: Set the test options (Test presentation) .................... 30 

Figure 35: Access the grade center from the control panel ......... 31 

Figure 36: Grade center interface ............................................ 32 

Figure 37: Access full grade center .......................................... 35 

Figure 38: Grade a test (Step 1) ............................................... 36 

Figure 39: Grade a test (Step 2) ............................................... 36 

Figure 40: Grade a test (Step 3) ............................................... 37 

Figure 41: Clear a test attempt (Step 1) .................................... 38 

Figure 42: Clear a test attempt (Step 2) .................................... 38 

Figure 43: Clear a test attempt (Step 3) .................................... 39 

Figure 44: Override a student's grade (Step 1) .......................... 40 

Figure 45: Override a student's grade (Step 2) .......................... 41 

Figure 46: Revert an overridden grade ..................................... 42 

Figure 47: Add a grade manually ............................................. 42 

Figure 48: Grade an assignment (Step 1) .................................. 43 

Figure 49: Grade an assignment (Step 2) .................................. 43 

Figure 50: Grade an assignment (Step 3) .................................. 44 

Figure 51: Grade an assignment (Step 4) .................................. 44 

Figure 52: Create a column in the grade center (Step 1) ............. 45 

file://pmcrantpsvm01.ads.pnu.edu.sa/PMCRSTGVDI05/bmbinsalamah/Desktop/Assessment%20tools-v1.docx%23_Toc449512472
file://pmcrantpsvm01.ads.pnu.edu.sa/PMCRSTGVDI05/bmbinsalamah/Desktop/Assessment%20tools-v1.docx%23_Toc449512473
file://pmcrantpsvm01.ads.pnu.edu.sa/PMCRSTGVDI05/bmbinsalamah/Desktop/Assessment%20tools-v1.docx%23_Toc449512474
file://pmcrantpsvm01.ads.pnu.edu.sa/PMCRSTGVDI05/bmbinsalamah/Desktop/Assessment%20tools-v1.docx%23_Toc449512474
file://pmcrantpsvm01.ads.pnu.edu.sa/PMCRSTGVDI05/bmbinsalamah/Desktop/Assessment%20tools-v1.docx%23_Toc449512475
file://pmcrantpsvm01.ads.pnu.edu.sa/PMCRSTGVDI05/bmbinsalamah/Desktop/Assessment%20tools-v1.docx%23_Toc449512476
file://pmcrantpsvm01.ads.pnu.edu.sa/PMCRSTGVDI05/bmbinsalamah/Desktop/Assessment%20tools-v1.docx%23_Toc449512477
file://pmcrantpsvm01.ads.pnu.edu.sa/PMCRSTGVDI05/bmbinsalamah/Desktop/Assessment%20tools-v1.docx%23_Toc449512478
file://pmcrantpsvm01.ads.pnu.edu.sa/PMCRSTGVDI05/bmbinsalamah/Desktop/Assessment%20tools-v1.docx%23_Toc449512478
file://pmcrantpsvm01.ads.pnu.edu.sa/PMCRSTGVDI05/bmbinsalamah/Desktop/Assessment%20tools-v1.docx%23_Toc449512479
file://pmcrantpsvm01.ads.pnu.edu.sa/PMCRSTGVDI05/bmbinsalamah/Desktop/Assessment%20tools-v1.docx%23_Toc449512480
file://pmcrantpsvm01.ads.pnu.edu.sa/PMCRSTGVDI05/bmbinsalamah/Desktop/Assessment%20tools-v1.docx%23_Toc449512482
file://pmcrantpsvm01.ads.pnu.edu.sa/PMCRSTGVDI05/bmbinsalamah/Desktop/Assessment%20tools-v1.docx%23_Toc449512484
file://pmcrantpsvm01.ads.pnu.edu.sa/PMCRSTGVDI05/bmbinsalamah/Desktop/Assessment%20tools-v1.docx%23_Toc449512485
file://pmcrantpsvm01.ads.pnu.edu.sa/PMCRSTGVDI05/bmbinsalamah/Desktop/Assessment%20tools-v1.docx%23_Toc449512486
file://pmcrantpsvm01.ads.pnu.edu.sa/PMCRSTGVDI05/bmbinsalamah/Desktop/Assessment%20tools-v1.docx%23_Toc449512487
file://pmcrantpsvm01.ads.pnu.edu.sa/PMCRSTGVDI05/bmbinsalamah/Desktop/Assessment%20tools-v1.docx%23_Toc449512488
file://pmcrantpsvm01.ads.pnu.edu.sa/PMCRSTGVDI05/bmbinsalamah/Desktop/Assessment%20tools-v1.docx%23_Toc449512489
file://pmcrantpsvm01.ads.pnu.edu.sa/PMCRSTGVDI05/bmbinsalamah/Desktop/Assessment%20tools-v1.docx%23_Toc449512490
file://pmcrantpsvm01.ads.pnu.edu.sa/PMCRSTGVDI05/bmbinsalamah/Desktop/Assessment%20tools-v1.docx%23_Toc449512491
file://pmcrantpsvm01.ads.pnu.edu.sa/PMCRSTGVDI05/bmbinsalamah/Desktop/Assessment%20tools-v1.docx%23_Toc449512492
file://pmcrantpsvm01.ads.pnu.edu.sa/PMCRSTGVDI05/bmbinsalamah/Desktop/Assessment%20tools-v1.docx%23_Toc449512493
file://pmcrantpsvm01.ads.pnu.edu.sa/PMCRSTGVDI05/bmbinsalamah/Desktop/Assessment%20tools-v1.docx%23_Toc449512494
file://pmcrantpsvm01.ads.pnu.edu.sa/PMCRSTGVDI05/bmbinsalamah/Desktop/Assessment%20tools-v1.docx%23_Toc449512495
file://pmcrantpsvm01.ads.pnu.edu.sa/PMCRSTGVDI05/bmbinsalamah/Desktop/Assessment%20tools-v1.docx%23_Toc449512496
file://pmcrantpsvm01.ads.pnu.edu.sa/PMCRSTGVDI05/bmbinsalamah/Desktop/Assessment%20tools-v1.docx%23_Toc449512497


5 
 

Figure 53: Create a column in the grade center (Step 2) ................ 45 

Figure 54: Create a column in the grade center (Step 3) ................ 46 

Figure 55: Download grades from the grade center ...................... 47 

Figure 56: Download grades from the grade center (Data, options) 48 

Figure 57: Download the grades file from the grade center ............ 49 

Figure 58: Upload grades file to the grade center ......................... 49 

Figure 59: Upload grades file ...................................................... 50 

Figure 60: Upload grades confirmation ........................................ 51 

 

 

 

 

 

 

  

 

 

file://pmcrantpsvm01.ads.pnu.edu.sa/PMCRSTGVDI05/bmbinsalamah/Desktop/Assessment%20tools-v1.docx%23_Toc449512498
file://pmcrantpsvm01.ads.pnu.edu.sa/PMCRSTGVDI05/bmbinsalamah/Desktop/Assessment%20tools-v1.docx%23_Toc449512499
file://pmcrantpsvm01.ads.pnu.edu.sa/PMCRSTGVDI05/bmbinsalamah/Desktop/Assessment%20tools-v1.docx%23_Toc449512500
file://pmcrantpsvm01.ads.pnu.edu.sa/PMCRSTGVDI05/bmbinsalamah/Desktop/Assessment%20tools-v1.docx%23_Toc449512501
file://pmcrantpsvm01.ads.pnu.edu.sa/PMCRSTGVDI05/bmbinsalamah/Desktop/Assessment%20tools-v1.docx%23_Toc449512503
file://pmcrantpsvm01.ads.pnu.edu.sa/PMCRSTGVDI05/bmbinsalamah/Desktop/Assessment%20tools-v1.docx%23_Toc449512504
file://pmcrantpsvm01.ads.pnu.edu.sa/PMCRSTGVDI05/bmbinsalamah/Desktop/Assessment%20tools-v1.docx%23_Toc449512505


6 
 

 

1. You have to attend before the beginning of the training course in 

sufficient time. 

2. Do not hesitate to request for help from the trainer during the 

training. 

3.  Write your notes after each activity. 

4.  Participate actively during the training discussions and respect 

others opinions.  

5.  You have to practice and follow-up with the trainer. 

6. If you practice what you have learned in the training course 

immediately that will enhance your skills in using the system. 

7.  The evaluation at the end of the training course helps us to 

improve the training in the future. 

  

6 

Training Instructions 
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1. Assignment 

     Use assignments to assess students in a variety of meaningful ways 
beyond traditional objective tests. 
While traditional objective tests have value in your suite of 
assessment tools, other methods can paint a truer picture of what 
students know. Assess students in ways where they can apply the 
course concepts and demonstrate their knowledge in tangible ways. 
With assignments, you can create coursework, and manage the 
grades and feedback for each student separately. You can also 
distribute assignments to course groups. 

You can use the assignments tool for a variety of assignment types: 

 Case studies 
 Problem-based learning exercises 
 Essays and research papers 
 Group projects 
 Presentations 
 Field observations 
 Lab work 
 Peer reviews 
 Book reports, article reviews, and summaries. 

Assignments in action: 

 

Figure 1: Assignments lifecycle 

 Assessment tools in blackboard 
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Create Assignment 

 QUICK STEPS: How to Create an Assignment 

1. Ensure Edit Mode is ON, and access the Content Area from the 
course menu where the assignment will be added (EX: assignment). 

2. On the action bar, point to Assessments and click Assignment. 

 

 

 

 

  

3. On the Create Assignment page, provide the name, instructions for the 

student (EX: Be sure to remind students to attach any required files to the 

assignment before clicking Submit, inform students that their assignments 

are not completed until they are submitted, they must contact you if they 

submit the wrong files or forget to attach files so that you can reset the 

assignment attempts).      

 

 

 

 

 

1 

2 

3 

Figure 2: Create an assignment 

Figure 3: Assignment information 
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4. Assignment files: In the Assignment Files section, click Browse My 
Computer to upload a file from your computer. 

5. Due date: You can add a due date to organize and assign gradable 
items to grading periods in the Grade Centre. Also, if a student 
submits an assignment after the due date, the submission is 
identified as late on the Grade Assignment page. 

6. Points Possible: In the Grading section, type the Points Possible. 
7. Rubrics: You can associate a rubric with your assignment. Use 

rubrics to create criteria for evaluating the student performance. 

 

 

 

 

 

 

 

8. Expand the submission details sections to select general settings. 
9. Number of Attempts: Allow single, multiple, or unlimited 

attempts. If you select more than one attempt, you can also 
decide which attempt to use in the Grade Centre. To help 
students stay on track, allow them to submit assignments more 
than once and receive feedback for each submission. This can 
raise the quality of assignments, and ultimately improve student 
success and retention. 

 

4 

5 

6 

7 

Figure 4: Assignment files, due date and grading options 
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10. Plagiarism Tools: Use SafeAssign to review assignment 
submissions for plagiarism potential and create opportunities to 
help students identify how to properly attribute sources rather 
than paraphrase. SafeAssign is effective as both a deterrent and 
an educational tool. SafeAssign compares submitted assignments 
against a set of academic papers to identify areas of overlap 
between the submitted assignment and existing works. SafeAssign 
is based on a unique text matching algorithm capable of detecting 
exact and inexact matching between a paper and source material. 
select one or both options:  

a. Allow students to view the SafeAssign originality reports on their 
submissions. 

b. Exclude all student submissions for this assignment from the 
institutional or global reference databases. 

 

 

 

8 

9 

10 

Figure 5: Assignment submission details 

Figure 6: Assignment plagiarism tools options 
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11. Expand the Grading option sections. 
12. Enabling anonymous grading during the creation stage allows you to 

eliminate grading bias for high-stake assignments. You can hide student 
names from submission attempts during grading, making them anonymous. 
After you select the Enable Anonymous Grading check box, choose when 
you want to automatically remove students anonymity: 
a. On specific date: Provide the date you want to disable anonymous 
grading. The system automatically begins removing anonymity before the 
end of that date.  
b. After all submissions are graded: Provide a due date. After students 
submit attempts, the due date passes, and you have graded the attempts, 
student anonymity is disabled. 

13.   Enable Delegated Grading Using grades and feedback from more than one 
grader helps to promote reliability and remove bias. You can assign specific 
users in your course to grade particular sets of student submissions. After 
you select the check box for enabling delegated grading, you can view a list 
of all potential graders. Roles with default grading privileges include 
instructor, teaching assistant, and grader. 

 
  
 
  
 
 
 
 
 
 

14. Expand the Display of grades sections. 
15. Choose how grades will appear in the Grade Centre and to students 

in My Grades. Only your Primary selection appears to students. 

12 

11 

13 

Figure 7: Assignment grading options 
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16. You can also choose to include the assignment score in grading 
calculations. 

17.  Based on the assignment requirements, you can choose not to 
show the grade and statistical information to students in My 
Grades. 

 

 

 

 

 

 

 
18. Make the assignment available.  
19. Select the Display After and Display until check boxes to enable 

the date and time selections. Display restrictions do not affect 
availability, only when the assignment appears.  

20. Optionally, select the check box to Track Number of Views. 
21. Click Submit. 

 

 

 

 

 

16 

15 

14 

17 

21 

20 

19 

18 

Figure 8: Assignment display of grades 

Figure 9: Assignment availability 
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2. Test  

In online teaching, the role of the instructor often shifts toward guide 
and mentor. By using online assessments, you have the opportunity to 
use a test as a teaching tool, rather than purely as an evaluation 
mechanism.  

So you can use tests to measure student knowledge, gauge progress, and 

gather information from students. You create tests and then deploy 

them in a course area. 

The first stage in the assessment lifecycle is to create the test. 

 

Figure 10: Test lifecycle 

 

There are three steps to creating a test: 

 Add the test 

 Add the questions 

 Order the questions 
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A. Access the Tests Tool 

Tests are created using the Tests tool. 

  QUICK STEPS:  Accessing the Tests tool 

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

 

 

 

 

 

 

 

 

2. On the Tests, Surveys, and Pools page, click Tests. 

 

 

 

 

 

14 

1 

2 

Figure 11: Access the tests tool from the Control Panel 

Figure 12: Access the tests tool 
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B. Create Test 

 QUICK STEPS: How To Create Test 

1. On the Control Panel, expand the Course Tools section and click 

Tests, Surveys, and Pools. 

2. On the Tests, Surveys, and Pools page, click Tests.  

3. On the Tests page, click Build Test  

4.  On the Test Information page, type a Name, Description and 
Instructions. 

5. Click Submit. 
 
 
 
 

 
 
 
 
 
 
 
 
 
 

 
6. After entering the test information, the Test Canvas page appears, 

displaying the test name, description, and instructions. On the 

Test Canvas, point to Create Question on the action bar and select 

a question type(True/False, Multiple choice, Essay…..etc). 

4 

5 

Figure 13: Test information 
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7. On the Create/Edit Question page, provide the necessary 

information to create a question (According to question type). 

8. Click Submit.  

 

 

 

 

 

 

 

 

 

 

 

1. Question Type 

Depending on your course subject, you may want to use 
different types of questions. Blackboard makes it easy to choose 
question formats based on the information you're asking from 
students. The questions can be as straight-forward as True or 
False, or ask for more thoughtful answers in the form of an 
essay.  

6 

Figure 14: Create a question in a test 
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 The process for adding questions to tests is similar for each question 
type. All question types are chosen on the Test Canvas page using 
the Create Question drop-down list on the Action Bar. The question 
types are listed in alphabetical order.  

The following table summarizes the question types: 

 Question Type   Description  

True/False Students select the validity of a statement. 

Multiple Choice Students select the single correct answer from a 

series of answers. 

Multiple Answer Students select one or more correct answers from 

a series of answers. 

Ordering Students are presented with a list of items to place 

in order according to criteria specified in the 

question. 

Matching Students are presented with two lists of items and 

must pair items from one list with the other list. 

Fill in the Blank Students type text or numbers to complete a 

statement. 

Essay Students write a detailed response to a question or 

statement. 

 

We will create a multiple choice question from start to finish. 

17 
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2. Add Question To Test 

 QUICK STEPS:  How To Add Question To Test 

1.Access a test, survey, or pool, then select test. 

2.create new test or open the test you want to 

add question on it. 

3. On the Create Question drop-down list, select Multiple Choice 
or Multiple Answer.  

In this example, we will create a Multiple Choice question. 

4. On the Create/Edit Multiple Choice Question page, type the 
Question Text. Format the question with the Text Editor, if you 
want. 

 

 

 

 

 

 

 

 

 

Open Test 

4 

Figure 15: Open a test to add a question 

Figure 16: Create multiple choice question (Step1) 
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5. Select Options, such as how answers are numbered  

6. Select answer orientation.  

 

 

 

 

 

7. Allow partial credit: You can specify partial or negative credit for 

Multiple Choice questions. Partial credit rewards students whose 

answer demonstrates incomplete mastery of the material. Use 

negative credit to discourage guessing. 

You must enable the options to specify partial or negative credit. 

The option to allow negative scores will not appear unless you 

selected the option to allow partial credit. 

8. Select show answer in random order. 

 

Figure 18: Create multiple choice question (Step3) 

9. Select Number of Answers from the drop-down list. The default 
number of choices is 4. If you want to increase this, select the 
Number of Answers from the drop-down list. To reduce the 
number of answers, click Remove next to the answer boxes to 
delete them. 

10. Type each answer in the Answer text boxes. 

5 
6 

7 

8 

Figure 17: Create multiple choice question (Step2) 
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11. Select the Correct answer. For a Multiple Answer question, 
only one correct answer is selected.  

 

 

 

 

 

 

 

 

 

 

 

12. Optionally, type Feedback for correct and incorrect answers. 
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12 

Figure 19: Create multiple choice question (Step4) 

Figure 20: Create multiple choice question (Step5) 

20 



21 
 

13. Click Add and type a new category, topic, level of difficulty, or 
keyword in the box and click OK. You can create metadata values 
for questions to help organize them for future use. You can use 
the metadata values you create for one question when you 
create other questions in the same course. On the Find 
Questions page, use these metadata values to help search for 
questions to reuse. 

 

Figure 21:Create multiple choice question (Step6) 

14. Click Submit and Create Another, or Submit to add the question 
to the test 

 

 

15. On the Test Canvas, you can change a question's point value. 

Click a question's current point value.  

16. In the Update Points pop-up box, edit the points. 

17. Click Submit. 

 

  

 

 

13 

17 15 

Figure 22: Create multiple choice question (Step7) 

Figure 23: Update the points for a question 
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3. Reorder Questions 

By default, when you create new questions with the Create 

Question drop-down list, they are added to the end of the test. On 

the Test Canvas, reorder questions by pointing to a question to 

show the double-tipped arrow and then dragging it to its new 

location. 

 

C. Deploying Test 

 

Now that you have learned how to create tests and add questions, 

the next step is to deploy the test, which means to add the test to a 

Content Area, learning module, or folder, and make it available to 

students. 

There are two overall steps in deploying a test: 

 Add the test to a Content Area 

 Make the test available to students by selecting test options 

 

22 
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1. Adding Tests to Content Areas 

Each test can be added only once to a specific Content Area, 
learning module, or folder. 

  QUICK STEPS:  Adding a test to a Content Area 

1. Ensure Edit Mode is ON, and access the Content Area where the 
test will be added (Ex: Test). 

2. On the Action Bar, from the Create Assessment drop-down list, 
select Test. 

 

 

  

 

 

 

 

 

 

 

 

 

3. On the Create Test page, select a test name from the Add Test 
box. 

4. Click Submit. 

 

23 
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1 

Figure 24: Add a test to a content area (Step 1) 
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After an existing test is added to a Content Area, the Test Options 
page appears. 
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Figure 25: Add a test to a content area (Step 2) 
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2. Setting Test Options 

The Test Options page controls information about the test, including 
instructions, availability, feedback, and presentation. 

 QUICK STEPS:  Setting test options 

After you added a test to a Content Area, the Test Options page 
appears, and you can change the test options depending on the 
test requirement. 

1. If you want, edit the Test Information, including Name and 
Description. 

 

 

 

 

 

 

 

 

 

 

2. Under Test Availability, select the Yes option for Make the Link 
Available, You can set this to available, and then use the Display 
After and Display Until fields to limit the amount of time the link 
appears.  

1 
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Figure 26: Set the test options (Test information) 
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3.  Add new announcement for this test: You can create an 
announcement for a test. The announcement includes the 
date and states, "An assessment has been made available in 
[Course area that includes the link to the assessment]."  

4. Multiple attempts: You can allow students to take a test 
multiple times. The status of multiple attempts appears to 
students at the top of the test. Select Allow Unlimited 
Attempts to allow students to take it as many times as they 
want. Select Number of Attempts and provide the amount of 
attempts.  

5. For completion: If you select Force Completion, students must 
complete the test when they launch it. Students may only 
access the test ONE TIME. In the instructions, Force 
Completion is noted and explained to students. If you do not 
enable Force Completion, students may save their progress, 
navigate away, and return to complete the test.  

If students accidentally close their browsers, leave the test 

page, or lose power or their internet connections, they cannot 

continue. They must contact you to allow them to start over 

with a new attempt.  
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Figure 27:Set the test options (Availability, number of attempts) 
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6. Set timer: Set a time limit for finishing a test or survey. Type 
the amount of time in the minutes box. During a timed test, 
the time elapsed is displayed to students. As students 
approach the time limit, a one-minute warning appears.  

When an attempt is complete, student completion time is 

available in the Test Information section. If you set the timer, 

turn on Auto-Submit to automatically save and submit a test 

or survey when time expires. Without enabling auto-submit, 

students have the option to continue after time expires. 

 

 

 

7.   Display After: Optionally, select the date and time when the 
test will become available to students. You can control 
availability through the Make the Link Available option 
without setting specific dates.  

Display Until: Optionally, select the date and time the test will 

be made unavailable to students.  

8. Password: You can require and type a password for students 
to use to access a test. Passwords have a limit of 15 characters 
and are case sensitive.  
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Figure 28: Set the test options (Set timer) 

Figure 29: Set the test options (Display date and time, set password) 



28 
 

9. Test Availability Exceptions: For existing availability settings, 
you can make exceptions for individual students or groups. 
Use exceptions to provide an accommodation to a student 
who is disabled, or for technology and language differences. 

 

 

 

  

10. Due Date: If you use grading periods in the Grade Center, set a 
due date to easily include that test in a grading period and on 
the calendar.  

To prevent late submissions, you can select the check box for 

Do not allow students to start the Test if the due date has 

passed.  

 

 

 

 

 

 

 

 

11. Include this Test in Grade Center score calculations: By 
default, a deployed test is included in Grade Center 
calculations. However, you may allow students to take tests 
for review or practice without impacting Grade Centre 
calculations. You can turn the test into a self-assessment by 
hiding students' scores in the Grade Center. This allows 
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Figure 30: Set the test options (Test availability exceptions) 

Figure 31: Set the test options (Due date) 
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students to take tests to reinforce learning without feeling 
pressure about a score affecting their total grades. 
 

12. Hide Results for this Test Completely from Instructor and the 
Grade Center: You can hide this test score from you and 
exclude it from Grade Center calculations. The display in the 
Grade Center will read Complete/Incomplete and N/A or zero 
appears on the Grade Details page. You cannot see students' 
answers to questions. Students are able to view their own 
scores.  

 
13. Show Results and Feedback to Students: you can set which 

results and feedback are available to students after they 
complete a test or survey. You can set one or two rules using 
the drop-down lists. You cannot choose some rules in 
combination. After you select a rule in the first drop-down list, 
some may not appear in the second drop-down list. 
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Figure 32: Set the test options (Self-assessment options) 

Figure 33: Set the test options (show test results and feedback to students) 
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14. 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. When selected, you may not 
choose Prohibit Backtracking.  

15. One at a Time: Displays one question at a time. The screen 
includes navigation tools to move between questions. The 
Submit function only appears on the last page of the 
assessment. You may also select Prohibit Backtracking and 
Randomize Questions.  

16. Prohibit Backtracking: Prevents students from going back to 
questions they have already answered. If you do not allow 
backtracking, questions are presented one at a time and the 
<<, <, and >> functions do not appear to users during the test.  

17. Randomize Questions: Display questions in a random order 
each time the assessment is taken. If you include references 
to the question numbers as they appear on the Test Canvas, 
do not use this option because the random order changes the 
question numbering. 

18. Click Submit. 
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Figure 34: Set the test options (Test presentation) 
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From the Grade Center, you can enter and manage your students' 
grades for assignments, tests, discussions posts, journals, blogs, wikis 
and projects.  

Grade Center is more than just a way to record students' grades; it is a 
dynamic and interactive tool. The Grade Center can record data, 
monitor student progress, communicate information to students, 
parents, administrators, and other stakeholders. Use this valuable 
tool to help understand student progress and make informed 
decisions on how to improve educational performance.  

1. Access the Grade center  

You access the Grade Center from the Control Panel. Expand the 
Grade Center section to display the links to the Needs Grading 
page, the Full Grade Center, and the smart views, You can use 
smart views to quickly find data when the Grade Center includes a 
great number of students and columns. For example, the default 
Tests smart view displays only test columns. 

 Click the right-pointing arrow next to the 
Grade Center heading to go directly to the 
Full Grade Center. 

The Full Grade Center link displays all 

columns and rows in the Grade Center and 

is the default view of the Grade Center. 

 

 

 

Grade Center 
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Figure 35: Access the grade center 
from the control panel 
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2. The Grade Center Interface 

The Grade Center is made up of rows and columns of student 
information and gradable items. Cells in the grid contain data 
specific to corresponding students. Use the scroll bars to see 
additional rows and columns. 

 

 

Figure 36: Grade center interface 
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1. Default Columns 

The following table lists the default columns in the Grade Center. 

 Column   Description  

Last Name 

First Name 

Username 

Student ID 

The data in these four columns is automatically 

populated when students enroll in the course. 

Last Access The data is automatically populated. 

Availability The administrator determines the availability status. If a 

student’s status is set to unavailable, the student cannot 

access the course.  

Weighted 

Total 

The Weighted Total column is provided as a placeholder 

for instructors who want to create a calculated column 

that weighs the data in grade or category columns. We 

will look at this default column in more detail later. 

Total By default, the Total column displays a running total of 

the items in all grade columns. You can edit the criteria 

for the Total column. 
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2. Automatically Generated Grade Center Columns 

When the following items are created, corresponding columns are 
created automatically in the Grade Center: 

 Assessments, including Tests and Self and Peer Assessments  

 Surveys 

 Assignments 

 Discussion forums  

 Blogs, Journals, and Wikis set to be graded 

Once these columns are created, they can be edited by the 
instructor. For example, a column can be renamed or hidden from 
view. 
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3. Grading Tests 

View and grade tests from the Grade Center, where there is a column 
automatically created for every assessment.  

Some types of questions, such as true/false and multiple choice, are 
graded automatically, while others, such as short answer and essay 
questions, must be graded manually. You also have the option of 
adjusting a grade for an automatically graded question. For example, 
if a student successfully defends an answer selection, the grade for 
the question can be edited.  

 QUICK STEPS:  Viewing and grading a test  

1. On the Control Panel, expand the Grade Center section. 

2. Click Full Grade Center or the Tests smart view, if available, to 

access test attempts. 

 

 

 

 

 

4. In the Grade Center, locate the cell for the student’s test 
containing an exclamation mark. The exclamation mark appears 
when a test requires grading. 

5. Move the mouse pointer over the cell to see the Action Link. 
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Figure 37: Access full grade 
center 
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Figure 38: Grade a test (Step 1) 

 

6. Click the Action Link to access the contextual menu. 

7. Select Attempt. 

 

 

 

 

 

 

 

 

8. On the Grade Test page, review the student’s answers, grade 
any questions that require manual grading, and type 
Feedback, if you want. 

9. Click submit or Exit to return to the Grade Center. 
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Figure 39: Grade a test (Step 2) 
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1. Clearing Test Attempts 

You can clear a test attempt, allowing a student to retake a test. 
For example, if a student encountered technical problems and 
only partially completed a test, clear the grade to allow a retake. If 
you clear a grade that has a previous attempt, the previous 
attempt is now the grade. 

7 
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Figure 40: Grade a test (Step 3) 
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 QUICK STEPS:  Clearing a test attempt 

1. In the Grade Center, locate the cell containing the student’s 
test grade to clear. 

2. Move the mouse pointer over the cell to see the Action Link. 

3. Click the Action Link to access the contextual menu. 

4. Select View Grade Details. 

 

 

 

 

 

 

 

 

 

 

5. On the Grade Details page, on the attempts tab, click Clear 
Attempt. 
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Figure 41: Clear a test attempt (Step 1) 

Figure 42: Clear a test attempt (Step 2) 
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6. A warning message appears. Click OK. 

 

 

 

 

 

 

 

7. You are returned to the Grade Details page. To return to the 
Grade Center, click Return to Grade Center at the bottom of the 
page  

The grade is cleared and the action is recorded under Grade 
History. The grade is also cleared in the Grade Center column. 
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Figure 43: Clear a test attempt (Step 3) 
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2. Overriding Grades 

You can override grades that were either manually or 
automatically recorded in the Grade Center. A grade Override 
supersedes all attempts, including attempts students have not yet 
submitted. When a grade is overridden, future attempts do not 
appear with exclamation marks (needs grading) in the Grade 
Center. 

The grade is updated in the student’s My Grades tool. 

  QUICK STEPS:  Overriding grades 

1. In the Grade Center, locate the cell containing the student’s 
grade to override. 

2. Move the mouse pointer over the cell to see the Action Link.  

3. Click the Action Link to access the contextual menu. 

4. Select View Grade Details. 
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Figure 44: Override a student's grade 
(Step 1) 
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5. On the Grade Details page, click the Manual Override tab. 

6. Type the Override Grade. 

7. Optionally, type Feedback to User which explains the grade 
change. 

8. Optionally, type Grading Notes for yourself. 

9. Click Save. The updated Grade Details page appears. 
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Figure 45: Override a student's grade (Step 2) 
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The Current Grade Value reports that the original grade was 
overridden. A Revert function appears allowing you to go back to 
the original grade before the override, if you change your mind. 
The Grade History reflects the override and displays any notes. 

 

 

 

 

In the Grade Center column, the new grade is shown with a Grade 
Edited Manually icon in the cell’s corner, indicating the grade has 

been modified  

Grades can be typed directly in the Grade Center cells. The grade 
typed is designated as an Override. Since Override grades 
supersede all other grades, only use this method if students will 
not be submitting any other attempts. 

Click the assignment’s exclamation mark and type the grade in the 
field. Click Enter to save the grade.  
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Figure 46: Revert an overridden grade 

Figure 47: Add a 
grade manually 



43 
 

4.Grading Assignment 

You can enter grades for any items you manually grade, such as essays, 
group projects, or assignments and assessments not automatically 
graded. 

When an assignment is created, a grade column is automatically 
created. Assignments that have been submitted, but not graded, are 
indicated with an exclamation mark in the Grade Center. 

 QUICK STEPS:  Grading an assignment 

1. In the Grade Center, locate the cell for the student’s assignment 
containing an exclamation mark.  

2. Move the mouse pointer over the cell to see the Action Link. 

 

 

 

 

3. Click the Action Link to access the contextual menu. 

4. Select Attempt. 
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Figure 48: Grade an assignment (Step 1) 

Figure 49: Grade an assignment (Step 2) 
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5. On the Grade Assignment page, click Assignment Details to 
view information about the assignment.  

 

 

 

 

 

 

 

 

 

 

6. Under submission, click the file name next to Attached Files to 
view or download attachments. 

7. Type a numerical value in the Grade box.  

8. Optionally, type Feedback to User in the text box and attach 
files for the student to review. 

9.  Click Exit to return to the Grade Center. 
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Figure 50: Grade an assignment (Step 3) 

Figure 51: Grade an assignment (Step 4) 
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5.Creating Grade Columns 

You can create grade columns for activities students complete 
outside of Blackboard, or for activities that do not automatically 
have grade columns created for them.  

 QUICK STEPS:  Creating grade columns 

1. In the Grade Center, click Create Column on the 

 Action Bar  

2. On the Create Grade Column page, type the Column Name 
and optional Description. 

 

 

 

 

 

3. Select the Primary Display from the drop-down list, Choose 
how the grade appears, such as score, letter, text, percentage, 
or complete/incomplete. 

4. Optionally, select a Category in which to include the column. 

 

 

2 

4 

3 

Figure 52: Create a column in the grade center (Step 1) 

Figure 53: Create a column in the grade center (Step 2) 
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5. In the Points Possible text box, type the total points. 

6. Optionally, select Due Date and type a date.  

7. Select whether to make the grade available for potential 
inclusion in any Grade Center calculations, such as when 
creating a calculated column.  

8. Select whether students can see the grade. 

9. Click Submit. 

 

 

 

 

 

 

 

  The extra column appears in the Grade Center, and you can type the 
score manually for each student. 
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Figure 54: Create a column in the grade center (Step 3) 
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6.Upload and Download Grade Center Items for Working 

Offline 

To eliminate potential double entry of Grade Center data, you can 

perform offline grading and import grades into the Grade Center. 

You can also upload grades from external sources such as an Excel 

spreadsheet or a comma separated values (CSV) file. 

 

1. Download Grades from Grade Center 

You can download full or partial data from the Grade Center.  

 How to Download Grades From the Grade Center 

1.On the action bar, point to Work Offline and click Download 

 

 

 

  

2. Select the data to download:  

  Full Grade Center contains all columns and associated data. 

Comments will not be included, and you cannot add them 

offline.  

 Selected Grading Period From the drop-down list, select a 

grading period. You must create grading periods before they are 

chosen.  
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Figure 55: Download grades from the 
grade center 
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 Selected Column From the drop-down list, select one 

column and its data.  Select the check box to Include 

comments for this Column, which will download 

comments from the Quick Comment feature or Manual 

Override page. You can edit included comment text offline.  

 User information Columns containing student data such as 

username are included.  

3. Select the file delimiter, Comma or Tab. 

4. Select whether to Include Hidden Information in the 

downloaded data. Hidden information includes columns and 

students who have been hidden from the view in the 

downloaded file. 

5. Click Submit. 

 

 

  

 

7.On the next Download Grades page, click Download and save 

the file. Do not change the file name while saving because the 

Grade Center needs the information it contains to deliver it to 

the appropriate column when uploading. 
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Figure 56: Download grades from the grade center (Data, options) 

48 



49 
 

 

Figure 57: Download the grades file from the grade center 

 

2. Upload file to the Grade Center 

When uploading data to the Grade Center, Blackboard 

recommends that you use tab-delimited files. When using tab-

delimited files, you don't have to use quote characters and you can 

open the files directly in Microsoft® Excel®. 

To obtain a file that is formatted correctly for uploading, download 

the full Grade Center first and open it in a text editor or 

spreadsheet application.  

 How to Upload a File to the Grade Center 

1. On the action bar, point to Work Offline on the action bar  

and click Upload. 

 

 

 

2. Browse for the file. Files are uploaded from your computer. 
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Figure 58: Upload grades file to the 
grade center 
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 3. Select the delimiter type: Comma, Tab, or Auto. Choosing 

Auto attempts to automatically detect the delimiter used in 

the selected file. 

4. Click Submit to upload the selected file. 

 

 

 

 

 

 

 

 

 

5.On the Upload Grades Confirmation page, review the list of 

data from the file to be uploaded. 

Review the Data Preview column to be sure the correct data is 

being uploaded. Data that appears incorrectly can denote an 

improperly formatted file. The data preview only shows a 

sample of the data in each column in the file.  

Large files take significant time to process and a warning 

message appears for any files that need extra time to process. 
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Figure 59: Upload grades file 
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To avoid long processing times, break up large files into separate 

uploads. 

6. Click Submit to confirm and upload the file. 
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Figure 60: Upload grades confirmation 
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