
 

   

CREATING A TEST 

 

Master the process of creating a Test (Exam or Quiz) in Blackboard. 

 

STEP 1 

Log into Blackboard. 

 

STEP 2 

Select the appropriate 
course. 

 



 

   

STEP 3 

Click on the Content Area 

in the course’s sidebar 

where you want to 

create your Test.  

 

Most likely, you’ll want 

to add course content to 

one of your Module 

Content Areas or your 

Exam Content Area. 

 
 

STEP 4 

Select the Module where 

you want to create your 

Test. 

 

 

 

 

 



 

   

STEP 5 

Hover your mouse over 

Assessments and select 

Test. 

 

STEP 6 

You can either add an 

existing test or create a 

new test.  

 

Click Submit. 

 



 

   

STEP 7 

Input Exam information: 

Title, Description, and 

Instructions. 

 

Let students know how 

many questions and 

points the test is worth. 

 

You can also add 

attachments, like 

formula sheets, aids, or 

other relevant content. 

 

Click Submit.  

 

STEP 8 

Hover over Create 

Question. Here you will 

select the question type 

desired. 

 

Continue to add 

questions until you are 

satisfied. Carefully read 

through the 

settings/options as you 

create your questions.  

 

You can also add 

feedback. 
 



 

   

STEP 9 

Hover over Reuse 

Question to create a 

question set that can be 

randomly assigned or 

create a random block of 

questions that students 

will be randomly 

assigned. 

 

STEP 10 

Once the test is created, 

you can edit the Test 

Options. Hover over the 

down arrow, then select 

Edit Test Options. 

 

You can also Edit the Test 

from this menu. 

 

 

 



 

   

STEP 11 

Update test availability 

options:  

Make decisions about 

number of attempts, 

forced completion, test 

timer, and availability 

dates. 

 

STEP 12 

Update test availability 

exceptions:  

If you need to extend the 

deadline for a specific 

student, you can do that 

here.  

 

Update the due date for 

the assessment. 

 

 



 

   

STEP 13 

Update feedback and 

test presentation 

settings. 

 

ADDITIONAL RESOURCES 

• Creating Tests 

• Question Types 

• Editing Test Options 

• Question Pools 

• Question Sets 

• Upload Questions 

 

https://help.blackboard.com/Learn/Instructor/Original/Tests_Pools_Surveys/Create_Tests_and_Surveys
https://help.blackboard.com/Learn/Instructor/Original/Tests_Pools_Surveys/Question_Types
https://help.blackboard.com/Learn/Instructor/Original/Tests_Pools_Surveys/Test_and_Survey_Options
https://help.blackboard.com/Learn/Instructor/Original/Tests_Pools_Surveys/Orig_Reuse_Questions/Question_Pools
https://help.blackboard.com/Learn/Instructor/Original/Tests_Pools_Surveys/Orig_Reuse_Questions/Question_Sets
https://help.blackboard.com/Learn/Instructor/Original/Tests_Pools_Surveys/Orig_Reuse_Questions/Upload_Questions

