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National University 
Center for Innovation in Learning – 6.10.20 

Editing a Test

 Job Aid

Job Aid Objective: This job aid will provide faculty an overview of the various options available to 

faculty when editing the test options within Blackboard. 

Overview: In this job aid, there are screen shots with numbered sections. Each number is 

associated with a description found just below the image. These descriptions highlight what the 

test option means and how it is used within the Blackboard classroom. 

1. First, enter the content area where the test is located. In this example, the test is located in the 

Week 1 content area. 

2. Click on the Contextual Menu located to the right of the title of the test (this will appear when 

you hover over the test item).

3. Click on the Edit Test Options within the contextual menu. This will allow you to edit the way the 

test is presented to students, due, and graded.
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1. The Name of the test has to be completed and filled out. Here the name of the test is Week One 

Pre-Assessment. On this screen you can edit the name of the test if necessary.

2. The Color of the Test Name can be changed. This will allow the name or link of the test change 

color when it appears within the content area where it is linked.

3. The Content Link Description is the information that will appear within the content area 

below the link that is published in the classroom.
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1. The Test Description is what students will see within the content area the test is housed and 

before they begin their test.

2. The option to Show test description to students before they begin the test allows students 

to read the description on the page prior to beginning the test.

3. The next option will Open the test in a new window. This may be an option that is selected 

when students have the option to complete an open-book test.

4. The next option is to Make the link available for the students within the content area. The link 

is what students will use to access the test. This option allows faculty to create the test before 

allowing students to take it within the course.

5. Add a new announcement for this test will create an announcement within the classroom 

letting students know the test is available.

6. Multiple Attempts allow faculty to give students the ability to take the test more than one time. 

Within this option, faculty can select to give students unlimited attempts by selecting Allow 

Unlimited Attempts or faculty can provide a specific amount of attempts by selecting the Number 

of Attempt option.

7. The Score attempts using option appears when faculty allow for multiple attempts. This allows 

faculty to select the student’s attempt that is to be recorded in the Grade Center.
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1. Force Completion means that students will have to complete the test upon entering it. This is an 

option faculty may choose to use this option to ensure students are not able to use outside 

resources when taking the test.

2. Faculty have the option to Set Timer within Blackboard if they wish to time their tests. When this 

option is selected, faculty will be able to set the number of Minutes students have to complete 

the test and the Auto-Submit feature can be turned on (this means that when the time runs out, 

the test will automatically be submitted).

3. Faculty have the ability to select the display times of the test by setting the Display After and 

Display Until dates and times. This will ensure the test is only available to students for a set 

period of time.

4. Faculty can also add a Password to the test to create an additional layer of protection on the 

test.
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1. Test Availability Exceptions is the option faculty will use to provide students with 

accommodations with additional time on the test (if it is a timed test).

2. Be sure to set the Due Date to ensure students know when to complete the test by and to have 

the test publish to the Course Calendar.

3. Faculty have the option to Prevent Students from Taking the Test after the due date has 

passed if a due date is set.

1. To add the test to the Grade Center calculations, select the Include this Test in Grade Center 

Calculations option.

2. The Hide results for this test complete from the instructor and Grade Center will ensure 

the students’ scores are not included in the Grade Center. This is a great option for self-

assessments.
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1. The When column is the rule faculty will set that tell the test when to display the results of the 

test to the student.

2. When Score per Question is turned on, the score for each question will be turned on so 

students know the point value associated with each question.

3. The Answers column is where faculty can select if students will receive All Answers, Correct 

answers, and or Submitted answers when reviewing the results.

4. The Feedback option will publicize any feedback the faculty member has added to each 

question for the students’ review when looking at the results.

5. When the Show Incorrect Questions option is turned on, the incorrectly answered questions 

will be clearly marked for the students’ review.
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1. In the Test Presentation section, faculty have the option to display all the questions for their

test All at Once or display each question One at a Time. If faculty select the One at a Time option,

he or she can also select the Prohibit Backtracking option.

2. Selecting the Randomize Questions feature will ensure each question is randomized to help

prevent cheating.

3. When all changes have been made, they must be saved by clicking on the Submit button.




