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Tests, Surveys, and Pools in Blackboard

In Blackboard, “Tests” and “Surveys” are two kinds of assessments that consist of a series of questions
designed to measure student learning progress or to gather data. When you create tests within Blackboard,
questions with a set correct answer will be automatically evaluated, and you can even provide automated
feedback for correct and incorrect answers.

The processes of creating, deploying, and taking tests and surveys are identical. The main distinction
between the two is that tests are graded while surveys are not. Furthermore, survey results are anonymous
as instructors cannot view an individual user's answers to questions but are only able to review survey
results for the whole course.

“Pools” in Blackboard function as question repositories where you can dip in and select any number of
questions you've created for one test and import them into another test or survey. For example, you could
create a set of 20 questions about a certain topic for one test, then go back to your pool and use some or
all of those same questions in another test, or a quiz, or even as part of a survey in another class.

This guide will show you how to create test/survey questions (Steps 1-19), how to deploy tests/surveys and
set test options (Steps 20-24), how to create a survey (Step 25), and how to build and use Pools (Steps 26-
34).

For instructions on how to import/export tests, surveys and pools, see our separate quick guide:
http://spsfaculty.commons.gc.cuny.edu/quick-guides/

For more detailed information on each item discussed below, see the Blackboard Help site:
https://help.blackboard.com/en-us/Learn/9.1 SP_10 and SP_11/Instructor/070 Tests Surveys Pools
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Step 2

Select “Tests” to view all the
tests that have been created in
the course or to create a new
test.

Tests, Surveys, and Pools

of questions that are graded to measure student performance. On

surveys

Surveys are not graded, an ent responses are anonymous. They are usefu

Pools Click "Tests"

Pools are sets of questions that can!

Pools are us

Step 3

All tests previously created in
this course will be listed, along
with information on whether the
test has been deployed and
when it was last edited. You can
edit these tests by clicking on
the downward facing arrow that
appears when you hover over
the test's name and clicking
“Edit.”

To create a new test, click the
“Build Test” button at the top of
the screen.

Tests

Build Test Import Test

Name .
Andrew's Newest T
art test #1

Chapter 1-10

Mammals

Midterm Exam

BAlots ooy

Step 4

This takes you to the “Test
Information” page where you will
be prompted to add a name and
description. Students will see
the title of the test and the
description before starting the
test.

| Click "Build Test" I
Test Information

Type a Name for the test. This is a required field. TH Ad d a name i
and description

* Indicates a required field.

TEST INFORMATION l
4 Name | New Demo Test |

Description
T T T T Paragraph v Arial v 3(12pt) L= A0
D Oamwo EEE=EE = T T

D@ E S omsnups - T « 0 @4 @

This test covers all materials we've covered from chapter 1 through 6

Step 5

If you wish, enter instructions.
Students only see these
instructions when they have
begun the test, so if you have
any instructions you'd like them
to see before starting, add it to
the description instead (see
Step 4). Click “Submit” when
done.

Instructions

T T T F Paragraph  + Arial * 3{12p1) PECIE-T- 2 & @iua
sDhoamo =EE=EE=EE = L g — - Y
Q@ EE S omsups - T « ©Q 4 B HTHL £S5

This test has 17 questions. Please answer each question. You have 60 minutes to complete the test.

\

Pt p Enter test instructions,
then click "Submit" to

Words: 16 &

Click Submit p roceed .

—
=
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Step 6

This brings you to the “Test
Canvas” page. To start adding
questions hover over “Create
Question” and choose one of the
options from the drop-down list.

For a detailed description of each
question type, see here:
https://help.blackboard.com/en-
us/Learn/9.1 SP 10 and SP_11/Instr
uctor/070 _Tests Surveys Pools/100

Question_Types

Success: New Demo Test created.

Test Canvas: New Demo Test

The Test Canvas allows you to add and edit questions, add question sets or random blocks, reorder questions, and

Create Question v Reuse Question v Upload Questions

-
Calculated Formula
Calculated Numeric all materials we've covered from chapter 1 through 6.
Either/Cr 17 qu s. Please answer each question. You have 60 minutes to complete the test.
Essay

File Response

Fill in Multiple Blanks

Fillin the Blank

Hover over "Create
Question" and select
a question category
from the menu.

Hot Spot

Jumbled Sentence
Matching

Multiple Answer

Multiple Choice stions o

Opinion ScaleiLikert

Ordering

This tq

Step 7

Here, we are modeling a “Short
Answer” question. First, enter
a name for the question
(optional). Students will not see
this title, but you may find it
helpful when viewing the test
later in the Test Canvas. Then
enter the text of the question
(required).

Create/Edit Short Answer Question

Short Answer questions require students to enter an answer into oi

Add a title to
the question
(optional) and
enter question

# Indicatesa required field.

QUESTION
text (required)
Question Title F
4 Question Text
T T T F Paragraph ¥ Arial
¥DAaQwoe EEEE =

@D @ @ B eMeshups - T & G

HTHL C55

This is the text of the first question of this test. Please read this question carefully and provide your answer below |

Step 8

Next, you may choose to limit
the number of rows students will
have available to them in the
answer field by clicking the
dropdown menu and selecting a
number.

Note: If you wish, you may write an
answer to the question in the “Answer
Text" editor (optional). Note that
students will not see this text until after
their test has been graded. See Step
23, #12 for details on displaying
answers and feedback to students.

ANSWER

Select the number

Enter an answer to provide an evample of a correct response, . .
p p‘ / of rows to display in
the answer field.

Set the number of rows that wi

display in the answer field.

Answer Text

T T T T Paragraph ¥ v|30zpy v = -|IE || T2 €
¥nhDoamwo = E = T | T == ||
@ £ wmashups - T« > & B THL) 55

You can insert the answer to thi

\ Insert answer text

= here (optional).
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Step 9

Some question types allow you
to use a rubric for grading. If you
would like to add a rubric to this
question, and if the option is
available, hover over “Add
Rubric” and follow the prompts.

RUBRICS

Add Rubric
Select Rubric
Create New Rubric

qA7  create From Existing

Hover over

Categories

Topics

Levels of Difficulty

Click Add to add a Category, Topic, Lev

“1 "Add Rubric" |
and make
selection.

None | Add

None | Add

None | Add

Step 10

Optional: You can add tags to
your question in order to identify
the question’s category, topic,
level of difficulty, and any
keywords you'd like to associate
with it. This will be particularly
helpful when re-using questions
in Blackboard’s “Pools” feature

Lewels of Difficudty

INSTRUCTOR NOTES

ructor Notes

CATEGORIES AND KEYWORDS

Click to add tag

Type tag name
and click "OK"

Click red "x"
(see Steps 26-37). to delete tag
SteQ 11 Instructor Notes

Add any notes to yourself in the
“Instructor Notes” box (optional).
Click “Submit and Create
Another” to save this question
and create another question of
the same type, or click “Submit”
to save this question and return
to the Test Canvas.

bor 208

\

Add notes for
yourself here.

Click "Submit and Create [, sack. lick Submit and Create Anather to save this question and
“1 Another” or "Submit"”

\

Character count: 0 .

Cam:ell Submit and Create Another ml

Step 12

The question and answer you
created appear now on the Test
Canvas. Note that questions are
automatically assigned a point
value of 10. You can change this
for an individual question by

hort Answer: First Question: This is the text of the first questio...

Qu on

This is the text of the first question of this test. Please read this question
provide your answer below in your best written H

Insert new point

F’ulrﬂs

rAully(

clicking the point value displayed anewer [ Tick boxes and insert ps qustennere [ ) e here. e st
on the right and inserting the new new point values for
value. multiple questions.
Seleet: All Nons ':-)'Ekli.'\- Type: . Question Type - +
To change the point values of Deite | | |Points pdate | | rige Question Detais
multiple questions, tick the box to
the left of the questions you'd like
to revalue and input the new point
value in the “Points” box at the
bottom of the page.
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Step 13

You can add another question
by hovering over the “+” symbol
above or below a question and
selecting the appropriate
question type from the menu.
The new question will be
inserted either before this
question (if “+” above is
selected) or after (“+" below)
depending on which “+” symbol
you click.

Note: You can reorder questions at any
time by using the drag and drop
method outlined in Step 19 below.

As another example, we'll show
you how to create a “Multiple
Choice” question. From the
Test Canvas, hover over the
“Create Question” tab (or click
on the “+” sign above or below
the first question) and select
“Multiple Choice” from the menu.

Select: All None Select by Type: - Question Type - +

Delete Points Update Hide Question Details
ADD QUESTION

. Short Answer: First Question: This is the text of t

Question This is the text of the first
English.

ion of this test. Please read this questi

Click "+" to
add question

Solocs sy o sl T sias T

e answer to this question here. Only you will see the

L1 gle Ancwe
Multiple Choice

Test Canvas: New Demo Test

The Test Canvas allows you to add and edit questions, add question sets or random blocks, reorder qu

Create Question Reuse Question + Upload Questions

Calculated Formula

Calculated Numeric rs all materials we've covered from chapter 1 through 6

Erther/Or 17 questions mplete]

Essa Hover over "Create

e R Question” or "+" sign
and select "Multiple
Choice" from the

menu.
Question: THIETETHETEXT O THE T R T HE

This is the text of the first question of this test. Please ry

Fillin Multiple Blanks
Fillin the Blank

Hot Spot
Jumbled Sentence Update

WMatehing

Crdering

Step 14

First, enter a name for the
question (optional). Students will
not see this title, but you may
find it helpful when viewing the
test later in the Test Canvas.
Then enter the text of the
question (required).

Create/Edit Multiple Cholce Question

Multiple Choice questions allow students to choose one correctanswerd [N put questio n wers o
title (optional)
and question text
RUEsTIGH (required).

Question Title [
Question Text

T T T F Paagaph ¥ Arial
XhDoamw EEEE = : g v -

2D E S vuees - s @G

The et of the second question goes here
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StEQ 15 OFTIONS

Select answer

Ifpartial credit is allowed, each incorrect answer can specify what #
In the “Options” field, you'll find & | numbering
a number of options for defining R scheme
the layout of your question’s Allow Partia Crest e : o
presentatlon: Show Answersin Random Order || o
1) Answer Numbering: answers e
presented as a list of Arabic or
Roman numerals and Ifpartial credit is allowed, each incorrect answer can specify u
uppercase or lowercase letters. i *| Select answer
Answer Numbering Arabic Numerals (1,2, 3 . .
2) Answer Orientation: answers T / orientation
presented either in a vertical or Al Partial Gt Vertca
horizontal list. Horizonta
Show Answers in Random Order
3) Allow Partial Credit: award a
percentage of the question’s nsver Nomberng ——
total points for partially correct Anwer Orientation e
answers. Also enables you to Allow Partial Credi Tick box to allow partial
award negative scores for R— \ credit (enables options for
incorrect answers. e e negative scores for
Show Answers in Random Order incorrect answers).
4) Show Answers in Random

Order; randomize the order in

WhICh answers are presented tO Answer Numbering Arabic Numerals (1,2,3) v

StUdentS Answer Orientation Vertical ¥ Tick this box to
Allow Partial Credit " randomize the
Allow Negative Scores for order of answers.
Incorrect Answers

Show Answers in Random Ord

Step 16 PR
In the *Answers” field, click the
dropdown menu to select the o @
number of answer choices M R —
(default 4; up to 100). If you p q§ -
would like fewer than four Click dropdown | -
choices, click the “Remove” menu and ° Click "Remove”
button to the right of the “Answer elect e ; button for less
1" text editor. answer choices. | |° than four . Words0
14 answer choices.
SEaEaran .
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Step 17

Insert text for the correct answer
in the “Answer 1" text editor. In
each subsequent answer box,
insert text for an incorrect
answer and, if enabled, the

Correct
@ Answer 1

T T T T Paragraph v
¥DoQmwo
@ £ mashups -

Arial

This is the text of the comrect answer. \

Remaove
v 3(12pt) v

= T | T. Y| g

"T2 2R A

sssssss

Insert text for
the correct
answer here.

corresponding partial credit
percentage. Answer 2 Insert text for e
TTIT poaoarn v Al g first incorrect fT2 # & 2
%|0l8la == answer here. il A
@ £ emashups - 9 oL El " T R e
If enabled, insert
partial credit
Patn.p percentage here.
4 Partial Credit %
b5 possible that should be assigned when this option is chosen.
Step 18 FEEDBACK

In the “Feedback” section, you
can insert feedback that will be
displayed in response to either
correct or incorrect answers
(optional).

Add notes to yourself in the

“Instructor Notes” text editor
(These will not be visible to

students).

Click “Submit” to save this
question and return to the Test
Canvas, or click “Submit and
Create Another” to save this
question and create another of
the same type.

Note: Please refer back to Step 10 for
information on using tags in the
“Categories and Keywords” section.

Correct Response Feedback
BB B S R

¥Doamo

@ £ s Mashups -

Students will see this in response to a correc

Path: p

D 3Tamo
@ i oMashups -

Enter feedback that will display in response to a correct answer and an incorrect answer. If partial credit is a

v 3{(12pt)

v EEE T 2] |2
T T. £ &5 1 | — = o %~

HTML LS5

t answer.

Incorrect

Insert Correct /

feedback here.

Incorrect Response Feedback /
ﬁv rial v|[302 v ||| || T |- |4 €

==k

HTML [55

Students will see this in response to an incorect answer

Note: Creating questions of other types will involve slightly different options, but based
on the two examples here, you should be able to create any other type of question you

like.
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Step 19

Here is the Test Canvas with the
two questions we've created so
far. Note that you can rearrange
the question order by dragging
the vertical arrows to the left.

To delete a question, tick the
box to the left of its title, then
click “Delete.” You can select
individual or multiple questions.

To view only questions of a
particular type, click the
“Question Type” dropdown
menu and select the question
type to view.

Click “Hide Question Details” to
display only the question titles.
Click “Show Question Details” to
see all question details,
including question text,
answer(s) and feedback.

When you are done adding
questions to your test, click “OK”

Thig is the text of the first guesti

‘ou can insert the answer 1o this guestion here. Only you will see the answer 10 the guestion

Click to filter
questions by type.

i

maispie croict] 11K box and click
"Delete" button to
i delete question(s).

pstion goes ...

hr goes here.

Feedback Students will see this

Click and drag
arrows up or down
to rearrange e
question order.

udents will see this

2. Thes 13 one of the incomect answers,

in response 10 3 comect answer

in response 1o an incomect answer.

Select: Al None | Select by Type: [-Question Type- v

iJJ| Show Question Details

Delete Points Update

Short Answer: First Question: This is the text of the first questio...

Multiple Choice: Second Question: The text of the second question goj

Question details
"Hidden" view.

lype - v
W Question Details

Click Show/Hide
Question Details
to toggle question
detail view.

ecl Al Mope Select by Type - Question Type - «

Delste Foints Update

Click "OK" to return
to main tests page.

to return to main tests page. ——— \
Step 20
. Test
Deploying Tests ests

Now that you've created a test,
you're ready to deploy it (i.e.
make it available to students).
First, navigate to the content
area of your course where you'd
like the test to appear. Then,
mouse over the “Assessments”
tab and select “Tests” from the
dropdown menu.

Build Content ~

Week 3 Test l

Availabilit
This quiz K

Assessments

Assignment

Maobile Compatifge Test

Week 6 Luiz

Tools ~

Partner Content

: é Week 12813 Quiz

Availability: Item is not avaif n

Hover over
Assessments” tab
and select "Test"

Week 9 & 10 Quiz

20 questions.
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Step 21

On the “Create Test” screen,
select the test you'd like to
deploy from the list of existing
tests. Click “Submit” to proceed.

Create Test

ADD TEST

Create a New Test

Add an Existing Test

Create a new test or select an existing test to deploy.

Creating a test deploys the test to a content area. Once a test has been deployed, change the test of

Select test from list of

existing tests.

Create

— Select Test Below —
Animal Sounds Assesgie
Iicterm Exam
it

Practice
Testing tests

Step 22

This takes you to the “Test
Options” page. Under “Test
Information,” you may modify
the name of the test and the link
description, if needed.

Tick the boxes next to the
options to show the test
description and instructions to
students before they begin the
test (recommended).

You can also choose to have the
test open in a new window (not
recommended).

TEST INFORMATION

4= Name New Demo Test
Choose Color of Name | | Black

Content Link Description

T T T F Paragraph ¥
¥DOa EE
@ @ @ Bl S oMashups

This test covers all materials we've covered fr

[

= |

Arial

0 students before they begin the test

This test has 17 questions. Please ansv

nstructions to students before they begin the test

Tick boxes to show test

« 4 descriptions and
instructions to students
before they begin the test.

is test covers all materials we've covered from chapter 1 through 6.

We do not
recommend you

QOpen test in new window

Yes

new window.

® No

elect to open test in

st
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Step 23

The “Test Availability” field contains
the following options:

TEST AVAILABILITY

Make the link available

Select "Yes" to make
the test available.

|

1) Make the teSt avallable tO f;\:l? a new announcement for { _ Select "Yes" to send
students. automatic announcement
2) Create an automated u\ Attempts - about the test.
announcement alerting students et A T
to the availability of this test | unlimited attempts.
(recommended when you =
restrict the dates the test is
available tO StUdentS).* Score attempts using Last Graded Attempt v |
3) Allow students to take the test . :
K #| Force Completion Highest Grade
more than once by enab“ng Once started, this test must be con Lowest Grade
either unlimited attempts, or
specify a specific number of _ st e Atene
attempts. If you enable multiple *Note: When adding a new announcement to a test, be mindful that the announcement will be
attempts, you may also choose | sent as soon as you click “Submit,” even if the test link is still unavailable. To avoid this
to grade the test by either confusion, we recommend that if you want to send out an announcement about the test, you
highestj lowest grade, last bmf?ke therllink al\llailable,hsgiject the announcemen:] orr)]tior“ anld Zet a “displayl agtler” dated(see #7
. elow). This will post a hidden announcement, which will only become available to students on
attempt, etc. (see inset) o ..di)splay e e ’ y
Step 23 cont.
4) Force Completion: tick the box Completion Qm
to force students to complete T stared s st be comp e Tick box to force students to
test in one sitting. Note: this will _ complete test in one sitting.
also force-complete the test in f e ecting his opion 52 asauds o e e ot el e e v of
case a StUdent S Compgter B0 |Minutes Tick box to enable timer,
crashes during test taking. T then select time (in minutes.)
5) If you'd like, set a timer and O .c1. e option (0 contiru O AT
I t th t ( R ) t d t ON: Testu ave and submit automatically when time expires.
select the ume (In min) students
will have to take the test. The
time elapsed will be shown e ——
when students take the test, - select "ON" to enable "Auto-
and a one-minute warning Enter dates as mand S”Em't't.WTl'Ch VE” et
appears as students approach automaticaly subrmit tes
the limit once time expires.
e . | Password Engj\;n JE
. . Require a password to access this test.
6) If you set a timer, turning
on Auto-Submit will save and
submit the assessment
automatically when time ;"'ﬁ*' Aer o S
. fiter dates as mny/dd/yyyy. Time may be entered in any increment.
expires. When set to off, S ’
. « Display Until 03122015 x
StUd.entS have the Opthn 0 as mmy/dd/yyyy. Time maj [<</[< March 2015
continue after time expires. Tick the box next to "Display sun|Mon| Tue | Wed Thu| Fri | sat
i . . (] n HE 01 02 03 04 05 06 07
7) Display After/Until: Optionally, ?\Zeilgb?;:;j/ ggt;”meaos-‘j;ct b Ergishciss#t | 06 00 0 1K@ 0 16
select the date and time when y aates, fen St | B A B Ry
date and time by clicking on o ol 1

the test or survey becomes
available to students.

the calendar/clock icons.

LABILITY EXCEPTII

Today is: Meonday, March 9, 2015
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8) Password: Optionally, enter a
password to enable password Q———’ Tick the box and
ry |

. assword EnglishClass#1
prOIECtlon for the test. PMire a password to access this fest. enter a passwo rd.

Passwords cannot be longer
than 15 characters and are case
sensitive. Be sure to give the

password to your students!
TEST AVAILABILITY EXCEPTIONS

9) Test Availability Exceptions:
You might want to exempt a
student, or groups of students, Click Add User or Group to searey
from the test, allow more time to growunavaladle Fuon 4 g
take the test, allow multiple
attempts, or set different due

Click "Add User or Group”
button to grant test-

availability exceptions to
selected students.

Add User or Group

dates. To do so, click the “Add
User or Group” button to select
students or groups of students,
and grant exceptions (see
Appendix A for more details).

Step 23 cont.

DUE DATE
10) Set a due date and time for the Tick the box, then click the
. calendar/clock icons to set a
teSt YOU ma-y also tICk the box Setf the date the assessment is due. Opii o not allou .
. due date and time for the
below the due date if you would test
||ke to prevent students from Submissions are after this date, but are marked L

starting the test once the due
date ha.S passed ue Date |03/11/2015 58 PM "‘/:-;' PreVent StUdentS

Enter dates as mmy/dd/yyyy. Tin W cnfered in any

11) Self-Assessment Options: by 3 ‘;mm aring et f |
. . « Do not allow students to start the Test if the due date has passed ue date has passed.
(éefadu“geSts are InCIUded n e.".rs will be unable to start the Test if this option is selected.
rade Center score

calculations. If this test is meant
as a self-assessment for
students, you may want to
exclude it from the Grade
Center score calculation by

SELF-ASSESSMENT OPTIONS o .
By default, test is included in Grade

Center score calculations.

Ifthis test is a self; nt, choose to inclu

untICkIng the box You ma-y aISO cludethls Test in Grade Center score calculatiol TICk th\S bOX fo hld test from instructor
Choose to hlde test results from BPMle Cenier items exclu 3 4 and Grade Center.
the InS'[I’UC'[OI’ by tICkIng the ul results for this test completely from the instructor and the Grade Center

d b option is selected, the instructor will not be able to see any student grades, view answers, aggregate results, or downlo
Secona nox.

12) Show Test Results and
Feedback to Students: by

SO Tea T REolllTe JuN FEEDEACK TO STUDENTS
default, scores and feedback Select when to show Select what students see: Scores per Question,
are available to students results and feedback. O Answers, Feedback, and Incorrect Questions.
the test. You may change when ,. ,. : : :
students see their ; ;

Nor Submission " ¥ Al Answars [ Correct || Submitied

results/feedback (“After
H Al Answers | Carreet Eubmittad
Attempts are graded” is a good '

option), as well as select which O
answers, feedback and
incorrect questions students are
able to see.
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Step 23 cont.

13)Test Presentation: by default, all
test questions will be presented
at once. If you prefer, you may
choose to present test
questions one at a time by
clicking the bubble next to that
option here. You may also
enable “Prohibit Backtracking,”
which prevents students from
being able to change answers
they have already submitted.
Tick the box next to “Randomize
Questions” to present questions
in a random order.

When done, click “Submit” to
save these test options and
deploy the test.

TERT-RREFENEN I Choose to present test questions all at once or one at a time. I

Tick this box to prevent
students from changing
answers they have
already submitted.

[:r-u 1 Once \U“ ata Time
Dmm«urnu-rq
ik Tick this box to
Click "Submit’

randomize the
presentation of

& Submit to it oprions ur | t€St qUestions.

and deploy te

"to
save test options

Step 24

A green “Success” banner at the
top of the screen confirms that
the test has been deployed and,
depending on the availability
options you chose, is available
to students.

Note: Once a test has been
deployed, you cannot deploy
it again on the same course
site. If you want to re-use the
test within a course, you first
have to create a copy of the test
(see Steps 24a-h), then deploy
that copy.

Success: New Demo Test Options Edited.

Build Content ~ Assessments ~ Tools ~

E. “ner Content v

Week 3 Quiz

The test has

Awailability: Item is not]
This quiz has 20 questi

Week 6 Quiz

in its content
area.

been deployed

'.% Week 12813 Quiz

Availability: Item is not available.

Week 9 & 10 Quiz

20 questions

New Demo Test

This test cevers all materials frem chapter 1 through 6.

Step 24a
Copying a Test

To copy a test, navigate to the
“Tests, Surveys, and Pools”
course tool area, select “Tests,”
mouse over the test you'd like to
copy, and select “Copy” from the
dropdown menu.

Build Tost

Impo Test

Demo Test

Midterm Exam

New Demo Tes

New Demo Tes  Expontio Local Compgt

Expor i Cantant
Hew Test for

s Tast Tasting(1]

Select "Copy" from
dropdown menu for
test you'd like to copy.

Edit

Delete
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Step 24b

The test will be copied
automatically and appear in the
test list below the original test
with “(1)” next to its name. To
deploy the copy, use the same
process outlined above in steps
20 - 24.

Tests

Tests are a means of assessing student performance. M
Build Test Import Test

Name

Animal Scunds Assessment

Demo Test

Midterm Exami(1)

MNew Demo Test

MNew Test for Tonight

Success: Copied Midterm Exam to Midterm Exam(1).

Step 25

Surveys

The processes of creating and
deploying surveys are identical
to those of tests, except they are
not graded. Please see Steps 1-
24 for details on how to set up a
survey canvas, create
questions, and set survey
deployment options.

Survey Canvas: Research Experience

The Survey Canvas allows instructors to add and edit questions, reorder questions, an ! l I rVey

Create Question + Find Questions Upload Questions

Descripticn I'd like to know how many of you have used the college’s online collecticns = eXa I I I p I e

Instructions

rs.

Total Questions 1

Select: Al None : Select by Type: |- Question Type - ¥

P
Delete Hide Question Details

Multiple Answer: | have used the following research to...

Question | have used the following research tocls. Check all that apply

Answer Brooklyn College’s online catalog
Brooklyn College’s E-book resources
Brooklyn College’s E-Joumnal Finder
Brooklyn College’s online databases
Ask-A-Librarian
CUNY Plus

Library Research Guides available at library_brooklyn. cuny_edu
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Step 26

Pools

You can create questions and
store them in a pool in order to
reuse them in more than one
test or survey in this course.

To create a pool, click “Tests,
Surveys, and Pools” in the
“Course Tools” menu, then click
“Pools” on the “Tests, Surveys,
and Pools” page.

Note: The advantage of using pools is
you do not have to remember all the
questions you've ever created and
then recreate them each time you want
to use them. Just dip into a pool and
import them into another test or survey.

¥ Control Panel

»  Content Collection

¥ Course Tools

Achievements
Announcements

Assess Campus Pack Wikis
Blackboard Collaborate

Blogs
Collaboration

Configure Campus Pack Bleg
Tool

Configure Campus Pack Wiki
Tool

Contacts
Course Calendar

Course Merge Mel
Roster

Course Messages
Course Portfolios

Date Management

Discussion Board
EAC Visual Data
Glossary
Journals

Link Checker

Manage Campus Pa

Podcast

Recycle Campus P,

Recycle Campus
Rubrics

SafeAssign
Send Email

Tests. Surveys. and Pools

mbership

Tests, Surveys, and Pools

Tests

Tests are sets of questions that are graded to me

automatically graded.

surveys
Surveys are not

ets of questions that can be added to any Test or Survey. Pools are useful |

prand student responses

Click to
Create a
new pool.

nee a

ful for

Step 27

Click the “Build Pool” tab at the
top of the page to build a new
pool. On the next screen, give
your new pool a name (required)
and provide a description and
instructions if you like (optional).
Click “Submit” when you're done
to save your work and proceed.

Build

Pools

Pools are sets of quesi

Pool Import Pool

Meus‘edin multiple tests or surveys. Pools can be imported fro

Pool Information

Tipe & Naimie for the pool. Thisis

FOOL INFORMATION

& required field. Use a descriptive

Give the pool a
name (required)
and provide a
description and
instructions

3 (optional). Click

"Submit" to
continue.
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Step 28

To create new pool questions,
use the same process for
creating new test questions as
outlined in steps 6-18 above.

Success: New Demo Pool created.

Click "Find
Questions" to

1 import questions

from other tests,

surveys, or pools.

Pool Canvas: New Demo Pool

The Pool Canvas presents an inventory list of questiog

che

Create Question v Find Questions Upload Questions

TO Import questlons from Othel' Description This pool contains all kinds of questions
tests, surveys, or pools, click the Insructions

Total Questions 0

“Find Questions” button. Tota Ports 0

Step 29

IﬂfindQu;ﬁm:—ﬂTSundbomlﬁﬁ]-ngkﬂnm
. . . | & hups: bbhosted.cuny.edu/wek sssessment/de/authoring/addQuestionlassessmentT Browse Criteria
A new window will open, in ) :
) Find Questions View ¥ | Resetto Default
which you can search all R et
available questions to add by — -. et
various criteria, such as ' HewDeme 223 5
question type, category tags, mm'“":"“/ Click title to expand list. Osina_o2 g
A Vigw ¥ | Reseto Detaul Osland_03 -
level of difficulty, keywords, etc. O ——— oelend 04 :
Click the criterion’s title to b o Osire 5 :
expand the list. X Gmnlon S :
¥ Categories Osland_09 -
: Osland_10 -
¥ Topics Osland_11 S
X Xfficult Osland_12 -
# Levels of Difficulty Geland_12 z
F Heywords Osland_14 -
Osland_15 -
Osland_18 -
Osland_17 -
Osland 18 -
B selected Questions: [ o

Osnt @ Select source, then

Tick the box next to the title of a Browse criera select questions.
pool, test, question type, etc. to
see all questions contained . Qoo o s Sare
therein. T|Ck the bOX neXt tO the el i f,‘;:f;d' h;ﬁgyx people appreciate being  True/False - Osland_02 Pool
question(s) you'd like to add. - oo oy oo famesot n Tuafdso - Cdand (2 Poo
Click “Submit” when you are By : T o a2 Ped
done to add the questions to (|[EJp vmrecmmdtmpmoen.  fny - odeiz P
your pool Z:::*i? : :Da“nadg:gr:wh;tHlxg‘r:;ne studies affect Essay - Osland_02 Pool

s I 1Y H o e e e e GRS ez b
Note: click the pop-out window -' emEmTEETaNS  MERE - GTnEE
icon to the right of the check box b 2 s o ARt tpe o cdmatz Ped
to get a detailed view of the : = S
question. Click "Submit" to add [~ &e&s ~ o= ™

 cuenea avestons: @ | QUeStions to pool. ih|-:
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Step 31

To add questions to a test or
survey from a pool, go to “Tests,
Surveys, and Pools,” click the
dropdown menu button that
appears next to the item’s title
and select “Edit” from the
dropdown menu.

Tests

Tests are a means of assessing student performance. More Help
Build Test Import Test

Name

Animal Seunds Assessment

Demo Test

Midterm Exam

New Demo Test

Practice Edit

Pre-Test M/T E Export to Local Computer

. Export to Content Collection
Resting Testing

Copy
Testing tests

Delete
R Iltem Analysis
W 12813 Oui

Step 32

In the Test Canvas, hover over
“Reuse Question,” then click
“Find Questions.”

Test Canvas: New Demo Test

The Test Canvas allows you to add and edit questions, add question sets or random blocks, reorder questio

Create Question Reuse Question + Upload Questions

Create Question Set L
= Random Blork s 1 through &

Find Questions

Description This

Instructions Thig -each question. Yeu have 60 minutes to complete the t4

Total Questions 2
Total Points 20

Select: Al None | Select by Type: |- Question Type- v

Delete  Points Update | | | Hide Question Details

Step 33

A new window will open,
containing the same menus,
prompts and options as in steps
30 and 31. Follow the same
procedures contained in those
steps to add questions from your
pool to your test. Click “Submit”
to add selected questions to
your test.

I Find Questices - ITF Sandbax (dev] - Google Cheome [T ]

& hitps//bbhosted cuny.edu/webapps/assessment/do/authoring/addQuestion’assessment Type = Testfquest

Find Questions
Questions are organized by the Criteria linted on the page. Use the Criteria drop-down lists to search for questions to add to the
test. Click Subumit 1o finish. Click Caneel to return fo the previous page. More Help

Cnitena Summa

6
Browse Criteria Drspliorg 110 5 of 5 ferrs
View * | Reseggetaul Covon Dispiay = Mode o Oy Copy solocted quastions. & 4 Link to caginal
* Pools ons
n Ouestion Text [ Py v

Lt
Ateceding to Theory X, people appreciate  True/False g Link 10 New Pocl
buing yesned wilh coutesy Dema
Pool
Discuss the concept of the apen system  Essay & Link 10 e Pool
Doma
Paool
In Quann's competing values framewerk. Fill im the o Link 10 New Peal
master managers the compet Blark Dema
Pool
Mariagers with hugh cogratres complemty  TrsFalse 45 Link 10 He Peel
can ervee how vanous management Dema
Pool
4 " ALl i
Click "Submit" to @Lok 10 New  Poo

add selected
questions to test.

Oslana 15 =
Selected Questions: [
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Step 34

You will see a green “Success” t _
banner on your Test Canvas = TR T ki
under the title of the first new

question added. Follow this —
procedure to add as many Answer

Gadbrding to Theory X, people appreciate being

True
questions to your test or survey & False
as you’d like. Correct Feedback Good work
Incorrect Feedback That's not comect
APPENDIX A: Test Availability Exceptions
Occasionally, you might have
to grant certain test-availability
exceptions to individual or S e et S I ‘ e
groups of students vv_ho require O
special accommodations while _
taking tests (e.g. extra time, or '
more attempts). -
1 Susan Ko

To grant exceptions, click “Add .
User Or Group” under “TeSt .J: 3_previewuser :leiyn:J;:hiel_Pm rewliser
Availability Exceptions” in the ey —y——T——
“Test Options” page (see Ste s e
23 abov%) page ( P Click "Submit

Select users to continue.
In the new window, tick the or groups for
box(es) next to the student(s) exemptions.
or group(s) for whom you like to
make exceptions and click
“Submit.”
Choose the appropriate Add Useror Group | Remove All Excepiions
availability and submissions for
eaCh user ln the“ respeCtlve § susanKo Single Attempt v ¥ 60 % Force Completion x
fields (see Step 23, sec. 3-7 ) AtoSbmt
above).

¥ Jose Muniz Single Attempt v ¥ 60 ] orce Completion
. l_l ¥ Auto Submit u ' @
Click the red “X” to delete a — /
user or group from the Choose availability and Click "X" to
exceptions list. submission options for delete user from
selected users or groups. coice sl
jt allow students to take a test once the due date has passed.
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