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Quizzes and Surveys 
 
Courses Online (Blackboard) has three tools which can be used for student 

assessment and feedback.  This guide will show you the basic techniques 

required for creating and including these tools in your course, and for tracking 

students’ progress and viewing their results.  

 

More in depth guidance can be found within the Blackboard online help 

screens by clicking on Help in the menu bar. 

 

For the purposes of this guide a basic understanding of Blackboard is 

assumed.  Please refer to the Getting Started guide in this series for more 

introductory information. 

 

Objectives 

 

By the end of this session participants should be able to: 

 
 Create a simple self-test. 

 Add multiple choice, short answer and matching questions to the 

question database. 

 Create a quiz. 

 Understand the difference between quizzes and surveys. 

 View student quiz submissions. 

 Use Blackboard settings to customise quizzes and surveys. 

 

The 3 different types of assessment tools are Quizzes, self tests and surveys. 

 
Quizzes are online assessments which can be graded either automatically 

with multiple choice questions and short answer questions, or by the tutor with 

paragraph questions. Self tests are online assessments that allow the student 

to formatively test their own knowledge. Surveys are anonymous 

assessments where no grades are allocated. These are often utilised for 

collecting student opinions as in mid and end of module evaluations. 
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In order to work with assessment tools, you will need to ensure that the 

assessments tool has been added to the course tools menu. 

 

If the assessment tool does not appear, click on 

Manage Course, Tools and place a tick in the box 

next to assessments. Now scroll down the page 

and click on Save.   

 

 

Using the Build Tab 

Once the assessment tool is available, assessments can be produced and 

questions created and added. Questions are stored in the question database 

and can therefore be used in any number of quizzes or surveys.  

 

Using the Teach Tab 
This is where submitted quizzes can be viewed and graded by the tutor, and 

performance reports created. 

 

Creating assessments in Courses Online 
 

There are three steps in the process for creating online assessments. Firstly, 

questions are created and added to the question database. The assessment 

is then created and the questions are then added to it. Finally any assessment 

settings are then applied, such as dates available and the number of attempts 

allowed.  

 

1 Creating Questions 

 
Please note that all questions can be previewed in build mode so that the 

designer can test their functionality. 
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1.1 Multiple Choice Questions 
 

In Multiple Choice Questions, students can select one or more correct 

answers from a list of suggested answers. 

 

In Build Tab, click on Assessments in the course tools menu and select Go 
to Question Database…. Then click on Create Questions and select 

Multiple Choice from the drop-down list. 

 

 
 

Enter a title for the question and the question text. Complete the answer text 

boxes and feedback sections (if required). 
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Tick the correct response(s) box and enter the value in percent that you 

wish to assign to each answer. If there is only one answer, 100% is 

automatically applied. Under Settings and More Options, select appropriate 

requirements before finally selecting the quiz category. Quiz categories are a 

way of organising question sets to enable questions to be more conveniently 

managed. If there are no categories already created, you can easily create 

one from the Create a Category Option. Now click on Save. 

 

1.2 True / False Questions 
 

Students are presented with a statement and must select if it is true or false. 

Ensure that you are in Build view, click assessments and Go to Question 
Database…. Click on Create question and select the True False question 

type. The Create Question screen will now appear.  

 

Enter a title and type your 

True/False question. Click 

the radio button to 

determine if the correct 

answer is true or false.  

 

 

Under More Options, add 

any general feedback and 

specify which question 

category the question will 

be saved in. 

 

 

1.3 Fill in the Blank Questions 
 

Students are given a question containing one or more blank spaces and are 

expected to provide the missing data.  
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In Build Tab, click on Go to Question Database…. Then click on Create 
Questions and select Fill in the Blank from the drop-down list. 

 

 
Enter a title for the question, and type in the question in the question text 
box. Enclose any words that you want to appear as blanks in square brackets 

[ ]. Now click on Generate Answers.  

 
Type the value for 

each answer and 

select the appropriate 

grading scheme. If 

there is more than 

one correct answer, 

click on create 

alternative. Under 

More options add 

any additional 

requirements and 

click on Save. 

 
 
1.4 Jumbled Sentence Questions 
 
Students can select words from drop down lists in order to complete correctly 
worded sentences. 
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In Build Tab, click on Go to Question Database…. Then click on Create 
Questions and select Jumbled Sentence Question from the drop-down list. 

 

 
 

Enter the title of the question and in the text, enclose words that you want 

jumbled in square brackets [  ].  Click on Generate Answer to display the next 

screen. Complete the answer value and any other necessary options. 

 
1.5 Matching Questions 
 
With this form of question, items must be matched from the first list with the 

second list. 
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In Build Tab, click on Go to Question Database…. Then click on Create 
Questions and select Matching Pairs from the drop-down list. Use the 

matching pairs columns to set up the appropriate pairs of answers. Click on 

the relevant grading scheme and any other required options. 

 
1.6 Paragraph Questions 
 
With this particular question, students type their answers in the format of a 

short essay and the questions are therefore graded manually by the 

instructor.  

 
In Build Tab, click on Go to Question Database…. Then click on Create 
Questions and select Paragraph from the drop-down list. 

 

 

 
 
 

Enter a title and the question text. You can pre-fill the answer box with some 

text that starts the students answer for them. Answers can be placed in the 
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correct response box by the tutor, and these will be available to the students 

after the question has been graded, but also serves as a reminder for the 

tutor. 

 
1.7 Short Answer Questions 
 
Answers are given to a question in the form of a word or phrase. There can be 

single or multiple answers which can be arranged so that they must be 

provided in a specific order. 

 
In Build Tab, click on Go to Question Database…. Then click on Create 

Questions and select Short Answer from the drop-down list. 

 

 
 
You will need to complete the answer text, the value for each answer (which 

must add up to 100%), the grading scheme and whether the answers must be 

presented in any or specific boxes. 

 
1.8 Calculated Questions 
 
Students are required to carry out mathematical calculations in order to 

answer the question. 
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In Build Tab, click on Go to Question Database…. Then click on Create 
Questions and select Calculated from the drop-down list. 

 

 
 
Enter a title and the question text, enclosing the variables in square brackets 

[  ]. When the question is viewed by the student, the variables are replaced by 

values that have been defined by the tutor. If answer units are required, enter 

the details in the appropriate box along with the associated question value.  

Click on Analyse Variables and enter the minimum and maximum values. 

Click Generate Answer Set to create your pre-determined variables that will 

be used in the question. 

 
2 Creating Assessments 
 

Once the questions have been created, the Assessment is produced by the 

tutor, and the questions are then added to it. To create an assessment, select 

Assessments in the Course Tools Menu, and click on Create Assessment. 
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Enter a title for the assessment, a description if required and select whether 

you want to present a quiz (grades will be assigned and checked by the 

tutor), surveys (anonymous evaluations where no grade is assigned) or a 

self test (assessments where the student receives feedback but the tutor 

does not). Now select whether you wish to base your assessment on an 

existing one. Of you wish to associate your assessment with any Goals, click 

on the Select Goals button. Then click on Save and Add Questions. Note 

that by default the assessment will be hidden. 

Once at least one question has been added to it, 

the assessment can then be “revealed”. Click on 

Add to Assessment and then select Existing 
Questions. This will display all questions in the Question Database. Expand 

the categories and select the questions you wish to add. Now click on Add 

Selected. 
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From this next screen you can assign points to questions and “reveal” the quiz 

to students from the drop down menu. 

 

 
 
 
3 Configuring the Assessment 
 
Once you have created your assessment and added the questions to it, you 

now specify the assessment properties you require. The assessment 

properties determine when and how assessments are deployed to your 

students.  

 

Assessment properties can be edited from within either Build or Teach View.  

 

 

Click on 

Assessments 

on the Course 

Tools menu 

and select edit 
properties 

from the action 

link for your 

quiz. 
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You will now see the edit assessment properties window.  

 
 

 
You can choose 

whether the questions 

are delivered one at a 

time or all at once, in 

the same browser 

window or a different 

one. You can decide 

how long the students 

are allowed for the quiz 

and how many 

attempts they can 

have, in addition to 

how you choose to 

release the score to 

your students. Under 

more options there 

are further settings detailing when the quiz is to be displayed and more 

options regarding how results are presented to the student. 

 
 
4 Viewing Student Results 
 
Once a student has completed a quiz or survey, you can view their results by 

clicking on the quiz action link once in Teach View, and selecting View 
Submissions. 



Quizzes and Surveys 

 13 

 
 
The submissions screen provides you with your students’ details and grades 

for the quiz, together with the time that it took the student to complete it. 

Clicking on the View Attempt link will provide more detailed information. 

 

 
 
Summary 
This guide has provided you with the basic information you need to begin 

setting up quizzes and surveys in Blackboard.  There are many more options 

available than there has been space to discuss in this guide, however, for 

more in depth guidance you can use the context-specific help screens in 

blackboard by clicking on Help in the main menu.  Alternatively, contact the E-

learning and Online Services team at eos@worc.ac.uk for further guidance or 

an individual tutorial. 

 


