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How to Create a Test
	Make sure edit mode is on
(Top right of screen)

	Edit Mode is ON
	Click to toggle.
	Edit Mode is Off

	[image: Edit Mode Toggle is On]
	[image: Edit Mode Toggle is OFF and there is a screen tip that says "CLICK TO TOGGLE EDIT MODE ON"]
	[image: Edit Mode Toggle is Off]


You can create tests, surveys and pools that will allow you to post questions to your students.

1. [image: Blackboard screenshot showing Assessments and Tests selected
]Go to the content area you would like to create the test in and choose Assessments  Tests.


2. [image: Blackboard screenshot showing create a new test window]Click Create a New Test

3. Type the test name and add a description and instructions if you wish. 
[image: Blackboard screenshot showing test information screen]


4. [image: Blackboard screenshot showing create multiple choice question]Click Create Question and choose the type of question you would like to create.
5. [image: Blackboard screenshot showing Question title is not seen by students and enter the question under question text.]Create the question.

6. [image: Blackboard screenshot showing submit and create another or submit]Choose Submit or Submit and Create another. 

7. Edit the number of points for each question.
[image: Blackboard screenshot showing points given to each question]

8. Keep creating questions as needed. And Press OK.
9. Select the current test and click submit
[image: Blackboard screenshot showing test selection]


10. [image: Blackboard screenshot showing editing the test options]Edit the test options
11. [image: Blackboard screenshot showing test availability  ]Ensure Test is available. Do not select Force Completion. Set the timer if required and set the display after and until dates. NOTE: Selecting a Display Until date will remove the test from the students grades. Instead set a due date and do not allow students to start after the due date. 
12. [image: Blackboard screenshot showing due dates]Set due date and set that students cannot start the test after the due date. 
13. [image: Blackboard screenshot showing exceptions]Set exceptions if required. This is optional and can be used if a student needs extra time or needs to be able to write on a different date. 
14. [image: Blackboard screenshot showing feedback options]Choose when and how to provide students feedback if desired.


15. [image: Blackboard screenshot showing test presentation options]The default is for all the questions to be asked at once. You can change this to one at a time and decide if students may backtrack. You can also randomize the questions. 




Interested in more educational tools? Check out our How-To Guides at: www.ufv.ca/myclass/faculty-centre/faculty-tutorials or email us at asktlc@ufv.ca
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ADD TEST

Create  new test. There are no tests to add.

Create a New Test

Add an Existing Test - Select Test Below~

Click Submit to add this test. Click Cancel to quit.
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TEST INFORMATION
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* Indicates a required field.
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ADD TEST

Create o new test or select an existing test to deploy.
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TEST AVAILABILITY

Make available to students

Add anew announcementfor () Yes @ No
this test
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Allow Unlimited Attempts

Number of Attempts

Score attempts using

OFF: The tser Is given the option to continue after time expires.
ON: Test will save and submit automatically when time expires.

(0] Display After 01/04/2023 O]
Enter dates as mm/dd/yyyy. Time may be entered in any increment.
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DUE DATE

Set the date the assessment is due. Optionally, do not allow students to take a test once the due date has passed.

Submissions are accepted after this date, but are marked Late.

Due Date 01/04/2023 01:06 PM

E:o not allow students to start the Test if the due date has passed.
Ridents will be unable to start the Test if this option is selected.
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TEST AVAILABILITY EXCEPTIONS

Select Add User or Group to search for course users and groups to add to the exception list. Timer and force completion must be enabled in the previous test availability step to enable those settings for exceptions.
Ifyou choose to use groups, you must make the group unavailable if you do not want students or participants to see group members. Select Remove all Exceptions to delete all exceptions for the test.

NOTE: If you add an exception to a test, the current release conditions are removed, which might impact students or participants who aren't part of the exception. If you have exception requirements, create new
rules within the Adaptive Release settings.

Remove AllExceptions
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SHOW TEST RESULTS AND FEEDBACK TO STUDENTS

Test results and feedback are available to students after they complete a test. Set up to two rules to show results and feedback. Rules occur based on the events selected. Each rule specifies when and what to show
students; such as scores, answers, and feedback for each question.
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TEST PRESENTATION
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CLICKTO TOGGLE EDIT MODE ON.




