TEXAS TECH UNIVERSITY
Office of the Provost: Division of Undergraduate Education & Student Affairs
~ Teaching, Learning & Professional Development Center-

BLACKBOARD LEARN 9.1:
TESTS AND ASSIGNMENTS TRAINING

Blackboard Learn 9.1: Basic Training is the prerequisite for the Tests
and Assignments Training.

Website to access Blackboard Learn 9.1
e www.blackboard.ttu.edu (Click red Login to Blackboard 9 button)

CREATE AN ASSIGNMENT

Assignments B EdtModeis m
Il = PO :
Assignments
¥ Training Course "
Course Homepage Build Content v Assessments v Tools v Publisher Content v
Syllabus
{ S Start He|  Test
My Grades \Ajl/ﬁ
Studentsy  Suvey act information to make sure they know how to use the
assignmer  Assignment
EERDuE DE MR N Nems Please prg  Selfand Peer Assessment rd document
McGraw-Hill Assignment
Name
Assessments Best way{ SafeAssignment

T Major/Min¢
s
8515 Reason fol wanmywe-crass
Assignments
= Save the document and then submit the assignment

Communication
Announcements
Discussions
Messages

Send Email

Help and Resources

. Assignment Folder (optional) | Use this option if you would like to have a central location
where all assignments can be accessed by you and your
students.

. Create Assighment Assignments can be created and linked in any content folder
existing in your course. Use this option to add the assignment
link sequentially in the course content (e.g. Module or Unit
specific).
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Teaching, Learning & Professional Development Center

Grade Center B couocess @D ©
EH ROOGE
Grade Center : Full Grade Center
¥ Practice Course Template In the Screen Reader mode, the table is static and grades may be entered on the Grade Details page accessed by

selecting the table cell for the grade. In the interactive mode of the Grade Center, grades can be typed directly in
the cells. Use the arrow keys or the tab key to navigate through the Grade Center and the Enter key to submit a
Syllabus grade. More Help

My Grades
Create Column Create Calculated Column v Manage v Reports v Filter Work Offline v

Examples of Menu Items

Course Homepage

CurrentView. £y Grade Center -+ & | Categon:  aj categories ++ Status:  Aj statuses
Assessments
Tests Move ToTop = Email Sort Cougege BY. | ayout Position Order. 4 Ascending
: Grade Last Saved:February 19, 2013 3:58 PM
Assignments
R Four Demo

Communication

One Demo -- a - 7]
Announcements

Three Demo -- --
Discussions View Grade Details

Two Demo - -
Mes22063 Selected Rows: 0 Exempt Grade
Send Email Move To Top Email

Attempt 2/19/13

Help and Resources

This task occurs in the Grade Center. When an assignment is created, a column is added automatically
to the Grade Center. An assignment that has been submitted, but not graded, is indicated with an
exclamation mark—the needs grading icon.

. Exclamation Mark in Grade An item that needs to be graded is marked with a green
Center exclamation mark in the Grade Center.

To simply add a grade, click on the exclamation mark and enter
the grade.

. Grade Attempt To view the assignment/test/discussion attempt that needs to
be graded, click on the contextual menu icon and select the

attempt to be graded.Other options in the Contextual Menu

include View Grade Details and setting the grade as Exempt.

Assign a Grade, return Feedback and Attachments for the
current assignment attempt. Instructors can use the Grading
Notes section to add private notes and attachments for
themselves.

If a Rubric was associated with the assignment, the instructor
can click on the rubric button to grade the assignment using the
rubric. Students will be able to view the rubric once the grade
has been released to students.
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TESTS, SURVEYS, AND POOLS

¥ Control Panel

» Files
Tests, Surveys, and Pools B Edthodeis mo
¥ Course Tools
Announcements - 1
Blogs =)C |

Tests, Surveys, and Pools

Collaboration
Contacts ¥ Training Course A
Course Calendar
Discussion Board

Course Homepage
Glossary Syllabus
soss My Grades
Journals

McGraw-Hill Higher Education

Messages Examples of Menu ltems
SafeAssign

Self and Peer Ass|

Send Email Assessments

Tasks
v Tests
ests, Surveys, and Pools
Wikis r = Assignments
Tests, Survey

» Evaluation
Communication
» Grade Center
Announcements

» Users and Groups
Discussions

Messages

Send Email

Tests, Surveys, and Pools Control Panel >> Course Tools >> opens the central location to

Pools (question database) The Pool Canvas page presents an inventory of questions.
You can edit the pool name and instructions, create or edit
guestions, and upload questions. Use a Pool to organize
guestions. Open the Pool to find the following options:

e Create Questions
Upload Questions
Change Question Settings
Browse Questions based on specific Criteria
Edit Questions

. access Tests, Surveys, and Pools.

Tests Tests and surveys are used to measure student knowledge,
gauge progress, and gather information from students. You can
create tests and surveys and then deploy them in a course
area. Tests can also be imported from specially formatted files.

Surveys The creation of a survey is identical to the creation of a test.
The difference between tests and surveys is test questions
have points assigned to them for grading evaluation, whereas
surveys do not. Also, surveys are anonymous.
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Question Pools (formerly Question Database)

Tests, Surveys, and Pools > Pools | Edit Mode is @e
“ﬂ
Pools
¥ Training Course ) Pools are sets of questions that can be used in multiple Tests or Surveys. Pools can be imported from outside the

system and exported for reuse. More Help
Course Homepage Y : & 8 E

Syllabus ‘
Build Pool Import Pool
My Grades ‘

Name Number of Questions Date Last Edited
Examples of Menu Items

Question Database 75 February 12,2013 1:39 PM

Assessments ‘ -
Edit ‘ Displaying 1to 1 of 1 items ShowAll  Edit Paging
T
ests e

Assignments \ EJ;]

Communication

Announcements

Discussions
Note: Migrated CE8 courses will have one Pool containing all your questions. The questions will
be categorized as they were in CE8. Use Browse Criteria to see those categories. Creating
additional categories after the migration can be done only while Editing or Creating a Question.

. Build Pool The Pool Canvas page presents an inventory of questions.

You can edit the pool name and instructions, create or edit
questions, and upload questions. You can use the check boxes
to select any or all questions and then delete them or change
the point values.

When you are creating pool questions that are intended for use
in surveys, correct answers must be added during question
creation. These answers will be ignored once the question is
added to a survey. This function enables the questions to be
used in tests as well as surveys at a later time.

. Import Pool Import Pool adds an exported Pool to the existing set of Pools.

Only Pool packages created by Bb Learn can be imported.
Pools created by others, Pools created at other institutions, and
Pools created with older versions of Blackboard Learn can be
imported as long as they are in the proper format.

Edit Pool The Pool Canvas presents an inventory list of questions that
can be managed and searched. You can use the check boxes
to select any or all questions and then delete them or change
their points, or edit questions individually.

Export Pool This is an effective way to share them with other instructors, as
well as to save and archive tests, surveys, and pools for later
use. Pools are exported by Blackboard Learn as .zip file
packages, and then can imported by you or another instructor
for use in other courses.

Copy Pool Makes a duplicate of the selected Pool in the same course.
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Edit Question Pools

¥ Training Course The Pool Canvas presents an inventory list of questions that can be managed and searched. You can use the check

boxes to select any or all questions and then delete them or change their points, or edit questions individually.

)
Course Homepage 5
i £eo More Help
Syllabus
My Grades Create Question v Find Questions Upload Questions -

Examples of Menu items

Description This Pool contains all the questions in this Course the ted from the Vista Question
Database
Instructions
Assessments Total 75
Tests Questions

Total Points 0
Assignments
Go .
Criteria Summary
Communication

s 2 All Pool 4
Browse Criteria ool Gresions

Announcements
Discussions = Displaying 1to 25 of 75 items
View
Messages Reset to Default Delete Points Update
Send Email Question Display
¥ Question types
@ All Pool Questions Question Text
Help and Resources Calculated Formula Details
TTU Student Help ?ﬁ:"numma Satellites: Match the correct satelli it ng
TTU Student Resources Blanks View and Add Alignments
Jumbled Sentenice What ... began? : What theory expli e
TTU Instructor Help 2 Matching :zegan“7 D Copy N
Multiple Answer
Multiple Choice v Questions for the Inshriclor: Pleag et =
True/False mav have for the instructor below: £
. Create Questions New questions can be created by using the Create
Question drop-down list.
. Upload Questions Questions can be authored offline in a specially formatted text
file and uploaded into Tests, Surveys, and Question Pools.

Once uploaded, questions can be edited and used like
questions that have been authored in the system. (Respondus
Quiz Tool would be one authoring application available at TTU.)

. Question Settings Use Question Settings to set defaults and options for the test

questions, including correct/incorrect answer feedback, whether
images, files, and web links can be attached to questions
and/or answers, use metadata to organize and categorize
questions, set scoring options, and determine how questions
are displayed to students.

. Browse Criteria Use the Browse Criteria option in the Pool to locate questions
based on specific criteria, such as question type, category, or
topics.
. Edit a Question Once a test has attempts associated with it, you cannot add a
question, modify the number of questions in a question set, or

change a random block definition or options. However, you can
edit, delete, reorder, and change the point values of existing
questions. Deleting questions or changing the point values
affect all previously submitted test attempts. All affected
submissions are regraded.
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Tests: Built, Import, & Edit

Tests, Surveys, and Pools > Tests B EdtModeis me
- =l=]=lcn]
Tests
¥ Training Course ) Tests are a means of assessing styzanerformance. More Help
Course Homepage ‘
My Grades
Name . Deployed Date Last Edited
Exeiples of Mem ltems Fun Question Type Ounz‘ : Tests February 19, 2013 3:59 PM
i
Testthe Respondus Loc‘ Edit i Tests February 18,2013 3:09 PM
Assessments
Tests Export Displaying 1to 2 of 2 items Show All Edit Paging
Assignments Copy
Delete
Communication
Announcements
. Build Tests Click Build Test to create a new Test. Information includes a
description and instructions. Questions are added after the test
is created. The test settings are configured by Editing the Test
Options.
Import Test Only Test packages created by the system can be imported.

Files within the .ZIP cannot be edited before they are imported.

Edit Test If students are in the process of taking a Test or have already

taken a Test, questions cannot be changed except for minor
text editing, for example to correct typos. Attempting to change
the number of points for a question, adding or removing
answers, adding or removing feedback, or changing attached
files could invalidate existing Test attempts and corrupt the
entire Assessment and its Grade Center entries.
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Add Questions to Test

Tests, Surveys, and Pools > Tests » Test Canvas : Test Example
Browse Criteria

“ﬂ Test Canvas: Test Example —

Reset to Default

Qui

Create Question v
My Grades

Description

Examples of Menu Items

80

Tota

Assessments
Tests Select All None ' Se
Assignments
i Delete Points
Communication

Announcements

Discussions
Messages

Send Email

Holn and Racnnrrac

¥ Training Course > The Test Canvas allows you to add and edit questions, add Questioy N
and review the test. More Help
Course Homepage s “ ore ek
Syllabus -

Reuse Question v

Create Question Set
Create Random Block

Find Questions

e ‘aueshon Type-[=]

Update Hide Question Details

&) Question Set

¥ Questions in the Set

~

Upload Questions

v

» Pools
Tests
Question types
Categories

Topics ‘
Levels of Difficulty
Keywords

~

~

~

Create Questions

Important: Questions created while on the Test Canvas will
be saved/stored in the Test — not in a Pool.

. Reuse Question

Use this to add existing questions to test. See the following
definitions for the three options.

a) Create Question Set

Groups of questions specifically chosen by the instructor and
randomly displayed to the student. The number of questions to
display can also be selected. Questions can be chosen from a
Pool or a Test.

b) Create Random Block

Questions are randomly retrieved from the selected Question
Pool based on the question type and the number of questions
available from a Pool only. The instructor does not select
specific questions or even categories.

¢) Find Questions

Add individual questions that can be displayed in an order
specified by the instructor. Individual point values can be
assigned to the questions.

. Upload Questions

Questions can be authored offline in a specially formatted text
file and uploaded into Tests, Surveys, and Question Pools.
Once uploaded, questions can be edited and used like
guestions that have been authored in the system. See
Blackboard Help for specific formatting information.

Browse Criteria: Pools and
Tests

Questions can be saved in Pools or Tests. Select the location
where the question is located.

Browse Criteria: Other

Browse by Question types, Categories, Topics, Levels of
Difficulty, or Keywords.
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Deploy Tests in the Course

Tests B cotvoses @D
[+l = [=l=lc]n]
:
Tests
¥ Training Course .1 a
Course Homepage Build Content ~ Build Content v Assessments v Tools v Py (&
Syllabus
. Qj Fun Que  Test o Fun Question Type Quiz_______
My Grades N a T |
- o Surve: Biin, - . '- This quizis a fun way tg introdud.— [ 1
IT;:::;Q‘LS y Btion types, as well g configured propert gan  Editthe Test
conligured Assignment s Edit the Test Options
R s Self and Peer Assessment — .
%?—] Test the Resp Foc Adaptive Release
@ Testthe  McGraw-Hill Assignment ar = £ YOU PLANTO USE Respon|  Adaptive Release: Ad .
Assessments IF YOU PLA SafeAssignment BROWSER, YOUR ;IR_-:T‘T'hS'a; r:.ru.ijr‘[,”»_‘ml'j " Add Alignments thy
Tests FIRST. Thid 2 opportunity to use o T setReview Status(Disabled)
need to take @M ECIUATTEST qUIZ Or BXaM TOr MIS Tourse
Assignments LIS
Statistics Tracking (On/Off)
User Progress
Move
Delete
. Tests (Content Area on Creating a Content Area (Folder) on the Course Menu is a
Course Menu) good way to centrally locate all the tests in your course. Unlike

the CE8 Assessment Tool, the Learn 9.1 Tests do not, by
default, have a central location for student viewing.

Assessments Tab Tests can be created and linked in any content folder existing in
your course. Use this option to add the test link sequentially in
the course content (e.g. Module or Unit specific).

Edit the Test This option opens the Test Canvas to allow you to add, edit
questions, add question sets, random blocks, reorder questions
or review the test. Once a test has attempts associated with it,
you cannot add a question, modify the number of questions in a
question set, or change a random block definition or options.
However, you can edit, delete, reorder, and change the point
values of existing questions. Deleting questions or changing the
point values affect all previously submitted test attempts. All
affected submissions are re-graded.

. Edit the Test Options Test Options control information about the Test, including
instructions, availability, feedback, and presentation.
What’s New Force Completion: Students must complete the Test the first

time it is launched. Students may not exit the Test and continue
working on it at a later date. The Save button is available for
Students to save Test answers as they work, but they may not
exit and re-enter the Test. When enabled, Force Completion is
explained to Students at the top of the Test.

Auto-Submit - If a timer is set, turning Auto-Submit on will
save and submit the assessment automatically when time
expires. Leaving it off will give students the option to continue
after time expires.

. Adaptive Release Create an Adaptive Release rule (criteria) for the Test. Each

criterion narrows the availability of this Test to users based on
Date and Time, Membership, Grade, and Review Status. To
create multiple rules on a Test or delete this rule, use Adaptive
Release: Advanced.
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Grading Test Submissions: Full Grade Center

: Grade Center B cavoces [IETHE

v Practice Course Template

Grade Center : Full Grade Center

When screen reader mode is on the table is static, and grades may be entered on the Grade Details page,

Course Homepage accessed by selecting the table cell for the grade. When screen reader mode is off, grades can be typed directly
into the cells on the Grade Center page. To enter a grade: click the cell, type the grade value, and press the Enter

Syllabus key to submit. Use the arrow keys or the tab key to navigate through the Grade Center. More Help

My Grades

Create Column Create Calculated Column v Manage v Reports v

Work Offline

¥ Control Panel

> Files :
Move ToTop  Email Sort Columns By |_ayout Position Order: Ascending
» Course Tools
g Grade Information Bar Last Saved:March 26, 2013 11:15 AM
b Evaluation 7o N Zox 7 & oy
I & -2 & A
¥ Grade Center
Needs Grading I™ Four Demo a
Full Grade Center r o
ne Demo
Assignments ‘ u u u
Tests [~ Three Demo a .0
H
» Users and Groups I~ Two Demo @ R 2
Selected Rows: 0 « wsace A ji C

» Customization
» Packages and Utilties Move ToTop | | Email Exempt Grade on Legend

»  Hell 6/
. e i tRows Displayed

. Full Grade Center Grade Center Entry Point in Control Panel. Note that there are

additional filter selections on the menu to allow for viewing only
items that need to be graded or specific types of assessments.
You also have the abilities to hide and show columns, associate
columns with categories and Grading Periods, and view columns in
any order.

. Grade Test Submission Assign a grade and return feedback to the student for the

current test attempt. Once open, expand the Test Information
section to view additional information, clear the student's
attempt, or edit the test. Instructors and graders can use
Grading Notes section to add private notes and attachments
for themselves.
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Grading Test Submissions: Needs Grading

- Needs Grading Ba  Edtiodeis m
(= almle|n]

Needs Grading

v Training Course H ructq w attempts ready for grading or review on the Needs Grading page. Click Grade Al to begin
Course Homepage grading liately, or sort columns or apply filters to narrow the list. More Help
Syllabus
Grade All Filter
My Grades
Category Item User Date Submitted
AllcmegcrvesB All tems E] All Users B Any Date E] Go

Examples of Menu Items = -
Enter dates as mm/dd/yyyy

¥ Control Panel 3 total items to grade.
¥ Files
1, Course Tools Category ltem Name User Attempt Date Submitted Due Date
1» Evaluation
Test Fun Question Type Quiz Demo Two March 6, 2013 10:25:43 AM April 8,2013
¥ Grade Center
Needs Grading Test Fun Question Type Quiz Demo Three March 6, 2013 10:32:43 AM April 8, 2013
Full Grade Center
f::,:meqs Test Fun Question Type Quiz Demo One (Attempt 2 of 2) April 1,2013 2:03:56 PM April 8, 2013
' % 2
» Users and Groups fsplaying 1 to 3 of 3 items ShowAll ~ Edit Paging
1 Grade All Users (3)

Customization
Grade Anonymously (3)
b Packages and Utilities G .
rade by Question
Iy Help
View Attempts (3)

Needs Grading Instructors can view attempts ready for grading or review on the
Needs Grading screen.

Item, User, and Date Submitted.

Grade All Click Grade All to place attempts in a queue for easy
navigation among items; if a filter has been applied, only the
filtered items appear in the queue. Attempts appear in the order
they were sorted on the Needs Grading page. Once attempts
have been graded, they do not appear on the Needs Grading
page and the number of items updates to reflect the current
number that needs to be graded.

. Filter Criteria Use the Filter drop-down lists to narrow the list by Category,

. Grading Options in Use an assignment's contextual menu to Grade All Users or

Contextual Menu Grade Anonymously. For tests, the contextual menu also
includes Grade Tests by Questions and View Attempts. A
total number of attempts for the selected item is listed in
parentheses.
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