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You can create tests to assess student knowledge by adding a number of question types, including 

Fill in the Blank, Fill in Multiple Blanks, True/False, Matching, Calculated, Short Answer and many 

more. 

This document will guide you through the creation of a Multiple Choice Test. 

 

Create a Test 
 

1. In the Course Management 
Control Panel click on the 
Course Tools link and select 
Tests, Surveys and Pools. 
 

 

 
 

2. Click on the Tests link.  

 
 

Multiple Choice Test 

Blackboard Quick Guide  
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3. Click on the Build Test 
button. 

 

 
 

4. Test Information 
Fill in the required details and 
click the Submit button. 
 

Note: Fields marked with a * 
are mandatory. 

 

 
 

5. This will bring you to the Test 
Canvas page. 
 
Click on the Create Question 
drop down menu and select 
the type of question you want 
to create; e.g. Multiple 
Choice question. 
 

 

Further information on the 

functions of each question 

type is available here: 

Blackboard Question Types 

 

 

 
 

 

 

https://en-us.help.blackboard.com/Learn/Instructor/Tests_Pools_Surveys/040_Question_Types
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6. Question 
Type question in the text box. 

 

 

7. Options 
Choose your options’ 
preferences. 

 
 
 
 
 
 
 
8. Answers 

Select the number of answers 
you require from the drop 
down and enter answer 
choices in each of the answer 
boxes. 
 

9. Select the correct answer by 
checking the circle next to the 
relevant answer box. 

 
 
 
 
 
 
 
 
10. Feedback 

Provide feedback by filling in 
the Correct and Incorrect 
Response fields. 
 
 
 

11. Once done click the Submit 
button (this will bring you back 
to the Test Canvas page) 
 
or  
 
click Submit and Create 
Another button (this will allow 
you to create another question 
of the same type). 
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12. Confirm that you have 
allocated the correct number 
of points to each question. 
 
 
Note: You can update points 
to multiple questions at the 
same time by selecting the 
relevant check boxes next to 
each question, typing the 
value in the Points box and 
clicking the Update button. 

 

 
 

13. Once you have finished 
adding all your questions click 
on the OK button. 

  

  

 

 

 Making the Test Available  
 

1. Navigate to the area you want 
the test link to appear. 

 

 
 

2. Click on the Assessment drop 
down menu and select Test. 
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3. Select the Test you want to link 
to and click on the Submit 
button. 

 

 

 
 

4. Modify the Test Availability 
options to suit your 
preferences.  
 
a. Ensure that the Make the 

Link Available option has 
been switched to yes.  
 

b. Add a new 
announcement: Set this 
to yes if you’d like an 
announcement to go out to 
students for this test.  
 

c. Number of Attempts: 
Select the number of 
attempts and which 
attempt’s score to use in 
the Grade Centre. 
 

d. Force Completion: Select 
this if you only want 
students to be able to 
access the test once. They 
may save questions but 
are unable to exit and re-
enter the test.  
 
Note: It is best not to use 
this option if you are only 
allowing one attempt; there 
are too many variables that 

 

 
 

 

 

 

 

 
 

 

 

 

 

 

 



 

 

Learning and Teaching Office lto@nd.edu.au 

could result in a student 
being dropped-out of the 
test. Alternatively you can 
set a timer so that students 
are able to re-enter the test 
(provided there’s still time 
available) if they accidently 
exit or drop out of the test.  
 

e. Set Timer: Set the 
completion time. This 
option also records the 
student’s completion time 
Students will see the timer 
option before they begin 
the test. 
 
You can choose to have 
the test Auto-Submit which 
will save and automatically 
submit the test once the 
time expires. 
 

f. Password: You can set a 
student access password 
for a test or survey. 
Passwords have a limit of 
15 characters and are case 
sensitive. 
 

g. Test Availability: There 
are times when you will 
want to provide support to 
a student who has a 
disability or those students 
with special 
considerations. You can 
make exceptions for 
individual students or 
groups using existing 
availability settings. 
 

h. Due Date: Set a due date 
to include that test or 
survey in a grading 
period and on the 
calendar. 
 
To prevent late 
submissions select the 
check box for “Do not 
allow students to start 
the Test/Survey if the 
due date has passed”. If 
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you allow late 
submissions they will be 
identified as late to the 
instructor. 
 

i. Self-Assessment 
Options: By default, a 
deployed test is included 
in Grade Centre 
calculations. However, 
you can allow students to 
take tests for review or 
practice without impacting 
Grade Centre 
calculations.  
 

j. Results and Feedback 
Options: Set which 
results and feedback are 
available to students after 
they complete a test or 
survey. 
 
Note: Students can 
always see their overall 
test scores. You can't 
change that option from 
this page. If you don't 
want them to see their 
scores yet, access the 
Grade Centre column's 
menu and hide the 
column from students. 
 

k. Test Presentation: 
Select how you want the 
questions to be presented 
to students i.e. all 
questions on one screen, 
or one question at a time. 
 
Prohibit Backtracking if 
you don’t want them 
going back to a question 
they’ve already 
answered. 
 
Randomise Questions if 
you want the questions to 
display in a random order 
each time the test is 
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taken. 
 

l. Once you have finished 
selecting your option click 
the Submit Button. 

 

 

 

 
 

5. Your Test is now available for 
students to access. 

 

 

 

 

 


