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Bb Tip: Creating Quizzes and Surveys

The Blackboard Assessment Manager enables instructors to quickly create online quizzes/exams and surveys. When you create quizzes/exams with the assessment manager, Blackboard automatically adds an entry to the online gradebook for the quiz/exam, and also automatically grades the quiz/exam (except short answer or essay questions.) Blackboard can also create a quiz randomly from a question pool, so each student gets a different assortment of questions. Quizzes/exam can also provideimmediate feedback to students about their quiz/exam, for both correct and incorrect answers. Quizzes can be timed, so that students have a limited time in which to complete the questions and submit their quiz/exam.

Surveys are anonymous and ungraded. They are useful for creating polls, instructor or course evaluations, and assessing learning. Blackboard will reflect if a student has taken a survey, but will not associate the student’s name with their responses. 

Assessment Question Types

Assessments may be created using several different types of questions. The following sections provide detailed information about the pages used to create the assessment questions. This section provides a description and example of each of the question types.

Below are questions to consider before planning a quiz:

· How many questions will this assessment contain?

· Are there instructions that will be included with this assessment?

· What type of questions will this assessment contain?

· What is the point value associated with each question?

There are several types of questions that can be included in an assessment. All of the options can be automatically evaluated, with the exception of the Short Answer/Essay. Short Answer/Essay questions require an instructor or teacher’s assistant to read and evaluate individual answers. A description of each question type and illustration of the required fields are provided below.

	Multiple – choice questions
	Allows the users a multitude of choices. These questions are usually created for more complex assessments. In multiple-choice questions, users indicate the correct answer by selecting a radio button. The number of answer choices is limited to 20.


 

	True/False question
	True/False questions allow the user to choose either true or false. True and False answer options are by default limited to the words True and False. Additional text is not permitted. The True/False question type provides an area for the instructor to type the question and designate correct answer, if appropriate images and feedback may be included.


 

	Fill in the blank
	Fill in the Blank answers are evaluated based on an exact text match. Accordingly, it is important to keep the answers simple and limited to as few words as possible. Answers are not case sensitive, but are evaluated based on spelling and letter patterns. Accordingly, it is important to keep the answers simple and limited to as few words as possible.

 

Consider the following tips when creating fill in the blank questions and answers:

· Provide answers that allow for common spelling errors, for example: convenient and convenient.

· Provide answers that allow for abbreviations or partial answers, for example Ben Franklin, Benjamin Franklin, Mr. B. Franklin, Franklin.

· Create the question that indicates to students the best way to answer the question, for example: ______, is pictured on the one hundred dollar bill. Avoid using nicknames or abbreviations in your answer.

Keep answers limited to one or two words to avoid mismatched answers due to extra spaces or order of answer terms. For example if the question is Ben’s favorite colors are _____ and the correct answer is Ben’s favorite colors are red and blue but the student types blue, red, the answer will be marked incorrect.


 

	Multiple answer
	Multiple answer questions allow users to choose more than one correct answer.


 

	Matching
	Matching questions allow students to pair questions to answers.


 

	Ordering
	Ordering questions allow students to provide an answer by selecting the correct order the answers are to appear.


 

	Short answer essay
	Essay questions require the instructor to provide students with a question or statement. Students are given the opportunity to type and/or cut and paste an answer into a text field. After the exam, sample answers can be added for users or graders to use as reference in the Answers section. These types of questions must be graded manually.


 

To Create an Quiz/Exam

1. In the Control Panel, Click Assessment Manager. 

2. Click Add Quiz/Exam at the top of the screen. The Create New Assessment page appears.

3. Enter the name of the assessment, such as Midterm Exam.

4. Enter a brief description, and then click Submit.
5. Enter instructions for completing the quiz/exam. Be sure to include information about any time limits, or other special instructions. 

Note: This is a good place to remind students about possible technical problems with submitting their quiz. For example, remind students that Netscape browsers running on Macs can time the quiz incorrectly. Also, students should never click the submit button more than once, but rather wait patiently for a receipt that their quiz was submitted. Clicking submit twice will cause an error, and the student will have to retake the quiz. 

6. Select a question type from the drop down menu. You can also select a question from an existing question pool or assessment. See “Adding questions from an existing pool or assessment” for instructions on adding questions from a question pool or assessment.

7. Enter the question text, and answer options. To increase the number of answer options, select the desired number from the pull down menu (only applies to some question types.) For more specific instructions on creating each question type, see the Online Instructor’s Manual, accessible through the Control Panel.

8. Click the radio button next to the correct answer.

9. Enter feedback for the student for both the correct and incorrect answers.

10. To save your question and continue creating your quiz, click Add New Question. 

11. If you have finished adding questions to the quiz, click Preview, and enter a point value for each question. On this screen, you can also modify any question, or the quiz description or instructions. Once you have entered a point value for each question, you are ready to Save your quiz/exam. 

12. Click Save.  If you are ready for students to take the quiz/exam, you may click Save and Make Available. Skip to step 2 of “Making your assessment available” for more instructions.

To create a survey

1. In the Control Panel, Click Assessment Manager. 

2. Click Add Survey at the top of the screen. The Create New Assessment page appears.

3. Enter the name of the assessment, such as Course Evaluation.

4. Enter a brief description, and then click Submit.
5. Enter instructions for completing the survey. Be sure to include information about any time limits, or other special instructions. 

6. Select a question type from the drop down menu. You can also select a question from an existing question pool or assessment. See “Adding questions from an existing pool or assessment” for instructions on adding questions from a question pool or assessment.

7. Enter the question text, and answer options. To increase the number of answer options, select the desired number from the pull down menu (only applies to some question types.) For more specific instructions on creating each question type, see the Online Instructor’s Manual, accessible through the Control Panel.

8. To save your question and continue creating your survey, click Add New Question. 

9. If you have finished adding questions to the survey, click Preview.. On this screen, you can modify any question, or the survey description or instructions. 

10. Click Save.  If you are ready for students to take the survey, you may click Save and Make Available. Skip to step 2 of “Making your assessment available” for further instructions.

Making Your Assessment Available
When you are ready for students to take your quiz/exam or survey, you must make it available. Making the assessment available will create a link that you students will use to access the quiz. Once a quiz is available, you can modify the description and instructions, but you cannot modify the questions without making the quiz unavailable. In addition, making the quiz unavailable will irretrievably remove any student scores on the quiz. If you make a quiz unavailable, Blackboard will warn you that you will lose the students scores (void their attempts, in BB-speak). Please pay attention to these warnings! If you lose student quiz scores, they cannot be restored from backups. 

To make your quiz available to students:

1. In the Assessment Manager, click Set Availability next to the quiz you want to release to students.

2. Click Yes after the question, “Make assessment available?”

3. Select locations for Blackboard to place the link to your quiz or survey. 

Note: There are two locations that Blackboard can place a link to your quiz. It can generate an announcement with a link to the quiz, and/or it can place a link within a course content folder. 

· To generate an announcement with a link to your quiz, select Yes after the question “Generate an Announcement?”

· To place a link to the quiz in a course content folder, select a location from the drop down menu.

4. Choose the dates and times you want the quiz or survey to be available.

5. Choose the desired options, and set a time limit for the quiz. You may also enter a password; students will be asked to enter this password before taking the quiz.

6. Click Submit.

Working with Advanced Question Mode

Blackboard enables the instructor to add images to a quiz/exam or survey with the Advanced question mode. You can also add a Web link to a question for students to refer to. You can associate an image with the question text, or with each answer option. Blackboard will only display images in GIF or JPEG/JPG format. While you can add image in other formats to a question, Blackboard will only create a link to those images, and students will need the appropriate software to view the image on their local computer.

To add images to a question:

1. On the Add/Modify Question screen, click Advanced in the upper right corner.

2. Enter the question text.

3. Click Add Image/File (or enter a Web site name and URL in the appropriate boxes).

4. Click Browse and navigate to the image file on your local computer. 

5. If the image is a GIF or JPEG, select Display on Page from the drop down menu.

6. Click Submit. You are returned to the Add/Modify question screen. 

7. Repeat steps 3-6 to add images to your answer options.

8. Click Add New Question to continue creating your quiz, or Preview to finish and then Save your quiz.

Adding questions from an existing question pool or assessment

1. On the Select Question Type screen, choose From Question Pool or Assessment from the drop down menu. 

2. Select the question pool or assessment you want to choose questions from, or click Preview to review a question pool or assessment.

3. Click Submit.

4. Search for question by selecting a category, question type, or keywords, and tehn click Submit.
5. Select the questions you want to add to your assessment, or preview any question, and then click Submit. You may select multiple questions at once.

6. The Assessment Builder screen appears. On this screen you can add more questions, or modify or remove questions. To continue adding questions to your assessment, click Add Item at the top of the screen. 

7. If you have finished adding questions, click Save or Save and Make Available.
