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Creation of Open-Book Examination Protocols 

1. Adjust the front page of the exam, to include that the examination will be open-book and other 
necessary adjustments. An example is provided on the second page of this document. Please 
email this text to Anne for checking. 
 

2. Click in the Assessment tab of the Blackboard (left hand menu). 
 

3. Create a Content Folder called Examination as per the image below. (Copy and paste text 
follows in step 4.) Ensure that the folder is not visible for students until the beginning of Week 
9 (Monday 30 March 0:00). 

 
 

4. Here is the descriptive text for the text area of the Examination folder: 
 
This folder includes the following: 
• A description of the exam and instructions, which is available now to familiarise yourself with the expectations. 

• The examination paper, which will become available at the start of the scheduled examination time. The 
examination paper is a PDF document that can be downloaded. 

• Two Turnitin links, which will become available at the start of the scheduled examination time: 
o The first link will be for the majority of students to submit their completed paper; and 
o The second link will be for students who have a Learning Adjustment Plan (LAP) to submit their completed 

paper. 

 
5. Create an item and call it EDUCXXX Exam Description and Instructions. In this item, copy and 

paste the front page of your exam. There does not need to be any date restrictions for this. An 
example is provided on the next page. 
 

6. Create a second item and call it Examination Paper. Upload the exam as a PDF document. If 
students are expected to write their responses directly into a document, upload in 
Word instead. However, please ensure students are instructed to save this Word document to 
their own computer before commencing the exam. Ensure that the document becomes 
available at the scheduled exam time, e.g. Thursday 16 April 9am. In this item, add the 
following text: 

 
Please find attached the examination paper for this course. 
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Example front page exam description and instructions: 
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7. Create two Turnitin links by choosing Assessments and then Turnitin Direct Assignment: 

 

Name each link using the course code and open-book examination submission. One of the links 

needs to begin with LAP (for students who have a Learning Adjustment Plan). The following 

pictures may help you: 

 

As you set up each link, use the following choices to assist you. Ensure that the start date is the 

Monday of Week 9 and that the due date is the normal ending time of your exam, e.g. start 

time of 30 March at 0:00 and due date of 16 April at 11:10am (2 hours 10 minutes if the exam 

begins at 9am). Choose the post date as December 31 (any time), which will mean that it will 

not be released to students, as by that stage they are no longer enrolled in the course.  
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Choose the option under Assignment that students cannot resubmit. 

 

For the LAP link, repeat the process, but ensure that the extra time has been added to the due 
date, e.g. due date at 11:30am (2 hours 30 minutes). 
 

8. Share the process with students during the lecture/workshop times in Week 9 and get them to 
navigate the section where the Instructions and Turnitin links are located. Explain that the 
examination paper will become available at the scheduled exam time. 
 

9. 30 minutes prior to the exam beginning, post an announcement reminding students that the 
exam will begin shortly. Ensure that you choose the option to send a copy of the 
announcement as an email. 
 

10. Exams do not need to be marked in Turnitin, but all lecturers/tutors need to record marks for 
each section of the exam and provide these to the course coordinator. If you use Turnitin to 
record marks, students will not see the marks or comments due to the post date restrictions.  
 


