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Job Aid Objective: Provide instructors with the steps associated with creating and deploying a test 

within the Blackboard classroom. 

A) Creating a Test

Step 1: Click on the content area where the test will be accessed by students. In this example, the test is being

built in the Week 1 course content area.

 

Step 2: Once in the content area, hover over the Assessments button within the tool board and click on the 

Test option.  
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Step 3: To begin creating the test, click the Create button. 

Step 4: Provide the following information about the test: Name, Description, and Instructions. When complete, 

click the Submit button. 
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Step 5: After creating the Name, Description, and Instructions for the test, you can create the questions. Click 

on the Create Question button to begin building the test questions. Please note, if you would like to learn about 

the question settings for each question type, please review the Using a Question Pool to Create A Test Job Aid. 

Step 6: Continue repeating Step 5 until all questions have been created.  After all questions have been built, 

click on the OK button at the bottom of the page.  

https://drive.google.com/open?id=1CMjkF6bdC_WdITj19Z77mo7cHWxm0i2C
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B) Deploying a Test

The next steps will review deployment options, specifically making the test available to students

Step 1: After creating all of your test questions, you will be redirected back to the Add Test page. Select 
the test you created, and click Submit.

Step 2: Go back to the left-hand menu bar and click on Week 1 (or wherever your test is located).  
When you see the test, you will notice that the icon is grayed out.  This means that your students can’t 
see it. 
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Step 3: Hover your mouse 

over the Test tile. Click on the 

gray contextual menu next 

to the test marked by the  

button. Within this menu, 

you will select Edit the Test 

Options.   

Step 4: You will then scroll down to the “Test Availability” section.  Check that “Yes” is selected. 

Step 5:  To ensure that your test was deployed, go into “Student Preview Mode” by clicking on the 

 icon in the upper right hand corner of the webpage.  You will know if you are in “Student 

Preview Mode” because this orange bar will appear across the top of the page.  

Step 6: Go back to the Week where you created the test and scroll down to where you see the test.  

You will notice that the test icon is no longer grayed out and it has color.  This means that it is visible 

to your students. 




