
 

 

 
 
 

 
 

 

                   Creating and Managing Assessments  



 

 © 2008 Blackboard Inc.  Creating and Managing 
  Assessments 

 

 

Blackboard Learning SystemÊ- CE and Vista Enterprise Licenses  

 



 

 © 2008 Blackboard Inc.  Creating and Managing 
  Assessments 

 

 

 

 

 

 

 

 

© 2008 Blackboard Inc. 

All rights reserved. 

The content of this manual may not be reproduced or distributed without the express 
written consent of Blackboard Inc. Users acknowledge that the manual, and all copyright 
and other intellectual and proprietary rights therein, are and at all times shall remain the 
valuable property of Blackboard and its licensors, or their respective successors or 
assignees. Users agree to respect and not to alter, remove, or conceal any copyright, 
trademark, trade name, or other proprietary marking that may appear in the manual. 

Blackboard, the Blackboard logo, Blackboard Academic Suite, and Blackboard Learning 
System are either registered trademarks or trademarks of Blackboard Inc. in the United 
States and/or other countries.





 

© 2008 Blackboard Inc.  5  Creating and Managing 
  Assessments 

 

Table of Contents 
 

Overview .................................................................................................................... 7 

The Assessment Process........................................................................................ 8 

Types of Assessments ............................................................................................ 9 

The Assessment Process: CREATE ........................................................................ 10 

Creating Questions ................................................................................................. 11 

True-False Questions ............................................................................................12 

Multiple Choice Questions......................................................................................14 

Creating Other Question Types ..............................................................................16 

Creating Assessments and Adding Questions ....................................................... 25 

Assigning Points to Questions ................................................................................27 

Adding and Managing Questions within Existing Assessments ................................28 

The Assessment Process: MANAGE ...................................................................... 33 

Editing Assessment Properties............................................................................... 34 

Edit Quiz Properties ...............................................................................................35 

Managing the Question Database ........................................................................... 40 

Switching Between Category and Question View ....................................................40 

Creating Categories ...............................................................................................41 

Default Columns in the Question Database .............................................................41 

Creating Custom Columns .....................................................................................42 

The Assessment Process: GRADE ......................................................................... 43 

Assessment Manager: Assigning and Managing Grades ....................................... 44 

Grading Assessments ............................................................................................45 

Generating Assessment Reports ............................................................................ 51 

Assessment Reports ..............................................................................................52 



 

© 2008 Blackboard Inc.  6  Creating and Managing 
  Assessments 

 

Overall Statistics ....................................................................................................53 

Comparison Statistics ............................................................................................55 



 

© 2008 Blackboard Inc.  7  Creating and Managing 
  Assessments 

 

OVERVIEW  

The Assessment tool is used to create quizzes, surveys, and self tests. Several 
Assessment features have been enhanced including new question types, additional 
grading options, and a useful preview function that allows you to take a quiz just as your 
students will.  

The Question Database is a repository for all assessment questions, enabling you to use 
them in multiple assessments. The contents of the Question Database can be organised 
into categories to locate questions efficiently.  

The Assessment Manager organises assessment submissions so you can easily see 
which submissions are complete, which need review or grading, and which have not yet 
been submitted. 

Topics    

¶ Types of Assessments 

¶ The Assessment Process 

¶ Creating Assessments and Adding Questions 

¶ Managing the Questions Database 

¶ Assigning and Managing Grades with the Assessment Manager 

¶ Generating Assessment Reports 

 
Learning Outcomes 

After completing this module, you will be able to: 

¶ create questions in the Question Database 

¶ create assessments and add questions to them 

¶ edit assessment settings 

¶ manage questions in the Question Database 

¶ grade assessments and view survey results 

¶ generate assessment reports. 
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The Assessment Process 

There are five major stages in the assessment process.   

Create   Manage   Take  Grade   Review  
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Assessment 
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Manager  
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review grades 

and feedback  

 
My Grades   

 

Gray box = Instructor Task                                    White box = Student Task  
 

When creating and managing assessments, you will work with several different tools, such 
as Assessments, Question Database, and Assessment Manager. From the Build tab, you 
create assessments and add questions. From the Teach tab, you grade assessments.  

 

Assessments Tool Functions by Tab 

 
From the Build tab, using the Assessments tool, you can: 

¶ create and edit assessments 

¶ export questions and assessments 

¶ create questions 

¶ use the Question Database, a repository of all assessment 
questions that can be used in multiple assessments, to create 
categories and columns to organize questions. 

 
 

 

From both the Build and Teach tabs, you can edit assessment properties. 

 
From the Teach tab, using the Assessment Manager tool, you can grade 
assessments and run reports.  
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Types of Assessments 

You can create three unique types of assessments.  

Assessment 
Type 

Description Example 

Quiz Online assessments for which 
grades are assigned.  

Quizzes are graded automatically 
unless they contain paragraph 
questions, which must be graded 
by the instructor or teaching 
assistant. 

Create weekly quizzes to test 
studentsô mastery of course 
objectives and to encourage 
progress. 

Self Test Online assessments that allow 
students to test their own 
knowledge of the course content.  

 
Self tests are purely for studentsô 
benefit. Grades are not recorded in 
the Grade Book. 

Create self tests that are relevant 
to the material covered in 
learning modules and add them 
to the related learning module. 

Survey Anonymous online assessments for 
which no grades are assigned.  
 
While instructors can see whether 
students have completed a survey, 
the survey submissions themselves 
are anonymous. 
 

Create surveys to canvas 
studentsô opinions on issues 
covered in class or allow students 
to anonymously evaluate the 
course. 
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THE ASSESSMENT PROCESS:  CREATE   

The first task in the Assessment Process is to create tests and questions.  
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Although these tasks donôt have to be completed in this order, many designers find the 
process outlined above to be the most efficient way to create assessments.  

Note: You can also create an assessment first and then create questions to add to it.  

 

 

There are  three overall steps in creating a 

test:  

 

1. Create Ques tions  

2. Create the Assessment and Add 

Questions  

3. Apply Assessment Setting s  
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CREATING QUESTIONS 

The basic question creation process is similar for all question types; only the settings differ 
between question types.   

 Question Type  

True-False  Students select the validity of a statement. 

Multiple Choice  Students select the correct answer from a series of answers. 

Combination 
Multiple Choice  

Students are presented with a question and a list of answers from 
which they must choose the combination of items that are correct. 

Fill in the Blank  Students enter text or numbers to complete a statement. 

Jumbled Sentence  Students see a sentence with missing words and select correct words 
from a drop-down list. 

Matching  Students are presented with two lists and must match items from the 
first list to the second. 

Paragraph  Students write a detailed response to a question or statement 
(essay). 

Short Answer  Students are presented with a question they must answer with a word 
or phrase. 

Calculated  Students are required to apply mathematical operations to answer a 
calculated question. Each student receives one of several unique 
number sets for solving the problem. 
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True-False Questions 

With this question type, students are presented with a question and must select whether 
the question is true or false.  

Ý To create questions: 

1. From the Build tab, under Course Tools, click Assessments. Click Go to 
Question Database.  

2. From the Create Question ActionLinks menu, select the True False question 
type. 
 

  

3. The Create Question screen appears. Enter a title, which identifies the question 
when you are browsing the Question Database. Enter question text and specify 
the answers. 

4. Other options are to: 

o use the HTML Creator 

o insert an equation into your question 

o insert an image 

5. Click More Options to add general feedback, write notes for the designer, add 
custom column information, or place the question in a specific category in the 
Question Database. (Categories are covered in more detail later in this 
manual.) 
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6. Click Save.  

 

Ý To view a question as it will appear to students: 

¶ From the Create Question screen, click Preview after completing the fields and 
before saving the question. 

OR 

¶ From the Question Database screen, use a questionôs ActionLinks menu. 

       

You may also submit an answer to test the grading scheme. 

 

 

Place the question into a 
new or existing Question 
Database category 
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Multiple Choice Questions 

Students are presented with a question and a list of answers from which they must select 
one or more correct answers. 

Ý To create a multiple choice question: 

1. From the Create Question ActionLinks menu, select Multiple Choice. 

2. Enter the title and question text sections. 

3. Complete the answer text boxes and optional feedback sections. 

4. In the Answers section, specify the correct answers: 

a. If there is only one correct response, select the Correct response check box.  
The answer will automatically be attributed a value (%) of 100%. 

        

b. If there is more than one correct answer, enter the value (%) you want to 
assign each correct answer. 

c. If you choose to administer a negative score for selecting an incorrect answer, 
for each incorrect answer, enter the negative value (%). Under Settings, select 
Allow negative score. 

Check here if there is only one 

correct response 
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5. If you want to provide students with more than five possible answers, click Create 
Additional Answers. 

6. Under Settings, select other settings that determine how the question will appear, 
the grading scheme, and whether negative scoring is allowed (optional).  

7. Click Save. 

 

 

Select Allow negative 
score here 
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Creating Other Question Types 

In this section, you will learn about creating more advanced question types: combination 
multiple choice, fill in the blank, jumbled sentence, matching questions, paragraph, short 
answer and calculated questions. 

 

Combination Multiple Choice Questions 

Students are presented with a question and a list 
of answers from which they must choose the 
combination of items that are correct. 

Most of the settings are the same as for standard 
multiple choice questions, except you canôt assign 
partial values to combination questions.  
 
The Create Answer Combinations settings are 
unique to this question type.  

 

Ý To create answer combinations for multiple choice questions: 

1. From the Create Question ActionLinks menu, select Combination. 

2. Enter the title and question text. 

3. In the Single Answers area, enter the answer choices you will use to create 
combinations. 

4. In the Create Answer Combinations area, you create combinations of the single 
answers and designate one combination as the correct response.  

5. In addition to the combinations, you can enter alternate answers, such as None of 
the above or All of the above.   

6. Select one combination answer as the correct response (only one correct answer 
is allowed). 
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Fill in the Blank Questions 

Students are presented with a question containing blank spaces and must provide the 
missing text. One or more correct answers can be specified for each blank.  

 

Ý To create the question and answer for a Fill in the Blank question: 

1. Enclose words you want to appear as blanks in square brackets. 

 

2. Click Generate Answers to display the Answers area. 

3. Determine the value for each blank and the grading scheme for each answer. For 

Enclose words you want 
to appear as blanks in 

square brackets 

Select the 

correct response 

Specify alternate 
answers 
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example, you can choose whether the studentsô responses must be exactly the 
same as your answer (ñequalsò) or if their responses can just include the answer 
text (ñcontainsò). You may also specify alternate answers and give them partial 
value.  

 

 

 

Jumbled Sentence Questions 

With this question type, students see a sentence with missing words. A drop-down list 
containing several word selections appears for the missing words and students must 
select the correct word.  

 

Values must 
total 100% 

Alternate answers 
can be given full or 

partial credit 
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Ý To create the question and answer for jumbled sentence questions: 

1. Enter a title and type the question text. Enclose the words or phrases you want 
jumbled in square brackets. 

  

2. Click Generate Answer to display the Answers area. 

3. An answer value of 100% is assigned to the correct sentence ï this means 
students need to correctly select every word from the drop-down box to receive 
credit.  

4. You can also create alternate answers that use the same words in a different 
order. Alternate answers can be given full or partial value. 

 
Create alternate answers 
 

Enter the words or phrases 
you want jumbled in square 
brackets 
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Matching Questions 

Students are presented with two lists and must 
match items from the first list to the second. 

In this example, both the author column and the 
novel columns are previewed above the answer list 
boxes. 

 

 

 

Ý To create a matching question: 

Á Use the Matching Pairs area to set up the pairs of answers students must match. 

 
 

Á Use the Grading Scheme area to specify a grading scheme for the answers. 

Á The Column Preview area allows you to determine whether students can see all 
possible answers (outside of the drop-down menus) as they make their matches. 
Possible answers are ordered randomly. 

 

Terms will remain 
in the order they 
were entered 

These terms will be 
ordered randomly 

in a drop-down list  
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Paragraph Questions 

Students answer a question in 
paragraph or essay format. 
Paragraph questions must be 
graded manually by the 
instructor or teaching assistant.  

 

 

 

 
 

You can pre-fill the answer box with a sentence that starts their answer appropriately. You 
may also provide a correct response which students can view with their graded questions 
or be used by graders. 

 

Correct response appears in 
�V�W�X�G�H�Q�W�V�¶���J�U�D�G�H�G���T�X�H�V�W�L�R�Q�V 






































































