
 
Taking a test in Blackboard: 
 
Blackboard’s Assessment feature allows instructors to prepare tests, quizzes, and surveys for 
students.  The results for such assessments can be viewed in the Gradebook.  Assessments in 
Blackboard can include a variety of question types including multiple choice, multiple answer, fill-
in-the-blanks, matching, True/False, and short answer/essay questions. 
 
To take an assessment or survey in Blackboard: 
 
1. Check the “Announcements” section.  Your instructor may post an announcement indicating 
that a new assessment has been posted and in what location it has been posted.  Your instructor 
may also communicate this information in an e-mail. 
 
 
 
 
 
 
 
 
 
 
 
2. When you have arrived at the appropriate section of your course where the assessment has 
been posted, click on the name of the assessment and, when prompted, click “Ok” to start your 
attempt at the assessment 
 

 

 
 
 

 
3. Read the instructions and parameters of the assessment carefully*.  They are located at the 
top of the assessment above question 1 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
 
4. Begin answering the questions in the Assessment.  Questions can appear all on one screen or 
one question at a time**.  Your instructor may set a time limit for the assessment. The timer*** 
appears in the top right corner of the screen and follows along as you scroll through the 
questions. 
 
5. When you reach the end of the assessment, click the “Submit” button.  An alert window will 
pop-up asking you to confirm submission of the assessment.  Click “Ok” to finish submitting your 
attempt. 
 
 
 
 

 
 
 
6. You will then receive confirmation of the assessment submission.  Click “Ok” to view the 
results of your assessment attempt. 
 
 
 
 
 
 
 
 
 
 
 
 
 
7. You can also view the results of your assessment attempt in your Gradebook by clicking on 
“Tools” in the course menu, then clicking on “My Grades” 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
 
8. Click on the number in the “Calculated Grade” column for the desired assessment to view the 
results.  If there is a red exclamation point “!”, it means there are parts of the assessment that 
need to be graded by your instructor.  Your instructor may post comments related to any 
assessments you have taken.  Click the “View Comments” button to view any comments posted 
by your instructor. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Footnotes: 
 
* If “Force Completion” is activated, you will see the phrase “This Test must be completed 
now”.  It means you must complete the test in one sitting.  Do not use the “Save” button either 
next to each question or at the end of the assessment.  If you leave the test for any reason, you 
will not be able to resume the test and will have to contact your instructor for further instructions.  
The “Save” button is only useful if your instructor has allowed multiple attempts at the 
assessment or survey.  If you exit an Assessment by accident (ex: computer crash or power 
outage) and it is set to “Force Completion” you will not be able to re-enter the Assessment.  Do 
not Panic!  Please contact your instructor and Michener Blackboard Support to we can arrange to 
re-set your attempt, allowing you to begin the Assessment again. 
 
** Assessments that are presented one question at a time have navigation controls that allow the 
student to navigate to the next or previous question.  They appear as small single or double 
arrows in the bottom right corner of the question.  Be careful!  The single arrow takes you to the 
next or previous question.  The double arrows take to the first or last questions in the 
assessment. 
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When you advance to the next question, an alert window will pop up asking you to confirm 
submission of the question.  Click “Ok” to proceed to the next question.  Be advised that your 
instructor may not allow back-tracking in this type of assessment. 



 
 
 
 
 
 
*** A timer may be added by the instructor to enforce a set time limit for completion of the 
assessment.  This timer will not kick you out of the assessment if you fail to complete the 
assessment in the allotted time frame.  If you exceed the time limit, you can still click the 
“Submit” button to submit your assessment attempt.  However, your grade result will appear as a 
red exclamation mark “!” indicating your assessment requires grading by the instructor. 
 
 


