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Creating Tests or Surveys 
Building a Test 

1) On the Control Panel, 

expand the Course Tools 

section. Select Tests, 

Surveys, and Pools. 

 

2) On the Tests, Surveys, and 

Pools page, select Tests. 

 

3) On the Tests page, click 

Build Test on the action 

bar. 

 

2 
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Creating Tests or Surveys 
Building a Test 

4) On the Test Information 

page, type a name, and 

optional description and 

instructions. 

 

5) Click Submit. 
5 
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1. On the Test Canvas, click 

Question Settings on the 

action bar. 

 

 

Creating Tests or Surveys 
Changing Question Settings 
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Notes: 

For details of Questions 

Settings, please see: 

https://help.blackboard.com/

en-

us/Learn/9.1_2014_04/Instruct

or/110_Tests_Surveys_Pools/08

0_Question_Settings  
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Creating Tests or Surveys 
Adding MC Questions 

1) Point to Create Question to 

access the drop-down list. 

Select Multiple Choice. 

 

2) On the Create/Edit Multiple 

Choice Question page, 

type the question.  
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Notes: 

Inside Test Canvas, you may 

rollover a question, click the  

plus sign        before or after it, 

and choose a question type 

to add a question. 
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Creating Tests or Surveys 
Adding MC Questions 

3) The default number of 

choices is 4. If you want to 

increase this, select the 

Number of Answers from 

the drop-down list. To 

reduce the number of 

answers, click Remove next 

to the answer boxes to 

delete them. Type an 

Answer in each box. Select 

the Correct answer by 

clicking the appropriate 

option. Only one correct 

answer is selected. 

 

4) Optionally, type feedback 

for correct and incorrect 

answers.  

 

5) Click Submit. 

5 

3 
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Creating Tests or Surveys 
Building a Survey 

1) On the Control Panel, 

expand the Course Tools 

section. Select Tests, 

Surveys, and Pools. 

 

2) On the Tests, Surveys, and 

Pools page, select Surveys. 

 

3) On the Surveys page, click 

Build Survey on the action 

bar. 

 

 

 

3 

2 

1 

 [Assessment Tools in CU eLearning System] User Guide 

10 

Notes: 

Survey results are anonymous, 

but you can see whether a 

student has completed a 

survey and view aggregate 

results for each survey 

question. 



Creating Tests or Surveys 
Building a Survey 

4) On the Survey Information 

page, type a name, and 

optional description and 

instructions. 

 

5) Click Submit. 5 
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Creating Tests or Surveys 
Adding Opinion Scale / Likert Question 

1) Point to Create Question to 

access the drop-down list. 

Select Opinion Scale/Likert. 

 

2) On the Create/Edit Opinion 

Scale/Likert Question 

page, type a question or 

statement.  

 

1 
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Notes: 

Inside Test Canvas, you may 

rollover a question, click the  

plus sign        before or after it, 

and choose a question type 

to add a question. 
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Creating Tests or Surveys 
Adding Opinion Scale / Likert Question 

3) Select the Number of 

Answers from the drop-

down list or leave the 

default of six. Click Remove 

to delete an answer box. 

 

4) Click Submit. 

4 
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Making use of Question Sets 
Creating and Using Question Sets 

1) On the Test Canvas page, 

point to Reuse Question on 

the action bar. Select 

Create Question Set.  

 

2) The Create Question Set 

pop-up window displays. 

Search for questions in the 

Browse Criteria panel. 

 

3) Select the questions to 

include in the test. You can 

also select the check box 

in the header row to select 

all the currently displayed 

questions. Review your 

selected questions. 

 

4) Click Submit. 

1 

2 
3 
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Making use of Question Sets 
Creating and Using Question Sets  

5) When added to a test, a 

question set shows the total 

number of questions in the 

set, and the currently set 

number of questions to 

display to a student taking 

the test. The default is one. 

You can type a different 

value in the Number of 

Questions to display box.  

 

Due to the randomized format 

of question sets, use caution 

when referring to specific 

question content or 

numbering, as the questions 

displayed will change with 

each attempt. 
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Deploying Tests or Surveys 
Adding a Test or Survey to a Content Area 

1) Navigate to the course 

area where you want to 

add a test or survey. On 

the action bar, point to 

Assessments to access the 

drop-down list. Select Test 

or Survey. 

 

2) Select a test or survey from 

the Add Test or Add Survey 

list. 

 

3) Click Submit. The Test 

Options / Survey Options 

page appears. 

 

 

1 

2 
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Deploying Tests or Surveys 
Adding a Test or Survey to a Content Area 

 [Assessment Tools in CU eLearning System] User Guide 

Notes: 

For details of Test and Survey 

Options, please see: 

https://help.blackboard.com/en-

us/Learn/9.1_2014_04/Instructor/110_

Tests_Surveys_Pools/020_Test_and_Su

rvey_Options#edit_test_availability  

17 

1) Make the Link Available & 

Display After/Until: You can set 

this to available, and then use 

the Display After and Display 

Until fields to limit the amount of 

time the link appears. 

 

2) Multiple Attempts: You can allow 

students to take a test or survey 

multiple times. With multiple 

attempts for a test, you can also 

select which attempt's score to 

use in the Grade Center from 

the Score attempts using drop-

down list. 

 

3) Feedback Options: You can set 

which results and feedback are 

available to students after they 

complete a test or survey.  

1 

2 

1 
3 
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Viewing Results 
Attempts Statistics 

Displays the Statistics page for 

tests and surveys. Each 

question for a test or survey 

appears, along with its score 

information for tests or percent 

answered for surveys. On the 

Survey Statistics page, you 

can view the survey results. 

The percentage of students 

who selected each answer 

appears. You cannot view 

individual results for surveys. 

 [Assessment Tools in CU eLearning System] User Guide 
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Viewing Results 
Download Results 
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1) Access a test column's 

contextual menu and 

select Download Results. 

 

2) Select Tab. Choose Format 

of Results and Attempts to 

Download  for the report, 

then Click to download 

results. 

1 

2 



Viewing Results 
Download Results 

Allows you to download 

Grade Center data for this 

column as a delimited file that 

is used in other applications, 

such as spreadsheet programs 

or statistical analysis programs.  

 

When you download test 

results, the results include the 

users' names and usernames. 

Unlike tests, surveys are 

intended to gather opinions 

from students where they can 

reply honestly because their 

anonymity is protected. As a 

result, when you download 

survey results, the results will 

not include any information 

that identifies each user.  

 

Neither test nor survey results 

include statistical information. 
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Viewing Results 
View All Attempts 

Displays the View All Attempts 

page for tests. From this page, 

you can grade the attempts, 

grade them anonymously, or 

grade by question. 
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Viewing Results 
Column Statistics 

Displays the Column Statistics 

page for this column. The 

following appears: Column 

details, status distribution, 

grade distribution, and basic 

statistics, such as range, 

average, median, and 

variance. 
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Viewing Results 
Test Access Log 

 [Assessment Tools in CU eLearning System] User Guide 
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2 

3 

You can view the Access Log 

for a test from the Attempts 

page of the test. 

 

The access log shows a list of 

every interaction a students 

engaged in when taking a 

test. 
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Viewing Results  
Item Analysis 

1) Go to a Grade Center 

column for a test. Access 

the test's contextual menu. 

Select Item Analysis. 

 

2) In the Select Test drop-

down list, select a test. Only 

deployed tests are listed. 

Click Run. 

 

3) View the item analysis by 

clicking the new report's 

link under the Available 

Analysis heading or by 

clicking View Analysis in 

the status receipt at the 

top of the page. 1 

2 

3 

 [Assessment Tools in CU eLearning System] User Guide 

24 



Viewing Results 
Item Analysis  

 [Assessment Tools in CU eLearning System] User Guide 

When students are allowed to 

take a test multiple times, the 

last submitted attempt is used 

as the input for item analysis.  

 

Grade Center overrides do 

not impact the item analysis 

data because the item 

analysis tool generates 

statistical data for questions 

based on completed student 

attempts. 

 

Manually graded questions or 

changes made to the 

question text, correct answer 

choice, partial credit, or points 

do not update automatically 

in the item analysis report. Run 

the analysis again to see if the 

changes affected the item 

analysis data. 

 

Blackboard Help page 25 

https://help.blackboard.com/en-us/Learn/9.1_SP_10_and_SP_11/Instructor/070_Tests_Surveys_Pools/112_Running_Item_Analysis_on_a_Test


Collaborative Tools  

in CU eLearning System 
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Groups 
Overview 

Group Tools: • Blogs: In the Group area, all members of a Group can create entries for the same Blog, building upon one 

another. Any Course member can read and comment on a Group Blog, but cannot make Entries if they 

are not a member of the Group. Instructors can select the grade option for Group Blogs. 

• Collaboration: Users within the Group can create and attend Chat sessions and Virtual Classroom sessions. 

• Discussion Board: Users within the Group can create and manage their own Forums. The Group Discussion 

Board is available only to group members, not to the entire course.  

• Email: Users within the Group can email individual members or the entire Group. 

• File Exchange: Group members and the Instructor can share files in this area. All members, as well as the 

Instructor, can add files. They can also delete files, regardless of who added them. 

• Journals: When used in the Group area, all members of a Group can view each other's Entries, but the 

Group Journal can only be viewed by the Group and the Instructor. Instructors can select the grade option 

for Journals. 

• Tasks: Users within the Group can create Tasks that are distributed to all Group members. 

• Wikis: Users within the Group can edit their Group Wiki. All Students within the Course can view a Group 

Wiki. The Instructor can view and edit a Group Wiki and can select the grade option for Group Wikis. 

 

 

 

Group 

Enrollment 

Single Group Group Set 

Self-enroll • 1 group  

• Students sign up 

• More than 1 groups 

• Students sign up 

Manual enroll • 1 group 

• Assign by instructor 

• More than 1 group 

• Assign by instructor 

Random enroll • Not Available • More than 1 group 

• Assign by system 

[Collaborative Tools in CU eLearning System] User Guide 
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Groups 
Creating a Group Set (Manual Enroll)  

1) Access Groups. 

 

2) Point to Create on the 

action bar to access the 

drop-down list. Select 

Manual Enroll. 

 

[Collaborative Tools in CU eLearning System] User Guide 
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Groups 
Creating a Group Set (Manual Enroll)  

3) Type a Name and optional 

Description. 

 

4) Select the Yes option to 

make the Group Available. 

If you do not want the 

group set to be available 

at the present time, select 

No. 

 

5) Type the Number of Groups 

to create.  

 

6) You can also create smart 

view for each group in set. 

 

7) Click Submit. 

 

[Collaborative Tools in CU eLearning System] User Guide 

3 

6 

5 

4 
Notes: 

A smart view is a focused look 

at the Grade Center. It shows 

only the columns that match 

a set of criteria, and the view 

is saved for continued use. 

When the Grade Center 

includes a great number of 

students and columns, you 

can use smart views to quickly 

find data. 

29 
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Groups 
Creating a Group Set (Manual Enroll)  

8) You may uncheck the box 

“Hide members already in 

another group in this set”. 

 

9) In the pop-up window, 

click Add Users, select the 

students and click Submit. 

 

10)Click Submit. 

 
 

[Collaborative Tools in CU eLearning System] User Guide 

9 
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Groups 
Creating a Group Set (Self-Enroll) 

1) Access Groups. 

 

2) Point to Create on the 

action bar to access the 

drop-down list. Select Self-

Enroll. 

 
 

[Collaborative Tools in CU eLearning System] User Guide 

1 
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Groups 
Creating a Group Set (Self-Enroll) 

3) Type a Name and optional 

Description. 

 

4) For self-enroll Sign-up 

options, type the Name of 

Sign-up Sheet.  

 
 

[Collaborative Tools in CU eLearning System] User Guide 
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Groups 
Creating a Group Set (Self-Enroll) 

5) Type the Maximum Number 

of Members.  

 

6) Check the box “Show 

Members”. 

 

7) Type the Number of 

Groups. You can also 

create smart view for each 

group in set. 

 

8) Click Submit. 

 
 
 

[Collaborative Tools in CU eLearning System] User Guide 

5 

6 

7 

8 

Notes: 

A smart view is a focused look 

at the Grade Center. It shows 

only the columns that match 

a set of criteria, and the view 

is saved for continued use. 

When the Grade Center 

includes a great number of 

students and columns, you 

can use smart views to quickly 

find data. 
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Groups 
Importing Group Members 

In case you have large 

number of groups to be 

created, you may export a 

CSV (comma-separated 

value) file containing your 

existing groups, edit them 

offline, and then import the file 

back to the system. 

 

You are advised to create 

groups (with no members) in 

the system first. For details, 

please see “Creating a Group 

Set (Manual Enroll)”. 

 

1) On Groups page, Click 

Export. 

 

2) Export Groups and group 

members.  

 

3) Click Submit. The CSV file 

will be emailed to you. 

 

4) Find Group Codes. Rollover 

View Options, click Show 

Group Code. 

[Collaborative Tools in CU eLearning System] User Guide 
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Groups 
Importing Group Members 

5) Open the CSV file that has 

been exported. Enter the 

group code in the first 

column, and the Student ID 

in the second column. 

 

6) Save the file as CSV 

(Comma delimited). 

 

7) On the Group page, click 

Import. 

 

8) Under Import Group 

Members, click Browse My 

Computer and upload your 

file. 

 

9) Click Submit. 

[Collaborative Tools in CU eLearning System] User Guide 
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Notes: 

• You cannot remove users or 

groups.  

• During these processes, you 

cannot add new users to 

your course. 

5 

6 

7 

8 
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Groups 
Viewing and Editing Group 

1) On the Groups page, 

access the group's 

contextual menu. Select 

Edit Group. 

 

2) On the Edit Group page, 

you may go to Membership 

and delete the members. 

 

3) Click Submit. 

[Collaborative Tools in CU eLearning System] User Guide 
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Groups 
Creating Group Assignment 

1) Access the course area 

where you want to create 

the group assignment. 

Point to Assessment to 

access the drop-down list. 

Select Assignment. 

 

2) In the Submission 

Details section, select 

Group Submission.  

 

3) In the Items to Select box, 

select the group or groups. 

Click the right-pointing 

arrow to move the 

selection into the Selected 

Items box.  

[Collaborative Tools in CU eLearning System] User Guide 
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Groups 
Creating Course Group Smart Views 

1) In Full Grade Center, point 

to Manage to access the 

drop-down list. Select Smart 

Views. 

 

 

[Collaborative Tools in CU eLearning System] User Guide 
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Groups 
Creating Course Group Smart Views 

2) Click Create Smart View. 

 

3) Type a Name for the smart 

view and provide an 

optional Description.  

 

4) Optionally, select the Add 

as Favorite check box to 

make the smart view a 

favorite. In the Grade 

Center section of the 

Control Panel, favorite 

smart views appear in 

alphabetical order in the 

indented list in the Full 

Grade Center section. 

[Collaborative Tools in CU eLearning System] User Guide 
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Groups 
Creating Course Group Smart Views 

5) For Type of View, select 

Course Group. 

 

6) In the Condition drop-

down list, select Equal to or 

Not Equal to. In the Value 

box, select the group or 

groups. If no groups exist, 

the selection box is empty. 

 

7) Click Submit. 

[Collaborative Tools in CU eLearning System] User Guide 
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Journal & Blog 
Creating a Journal   

1) On the Control Panel, 

expand the Course Tools 

section and select Journals. 

 

2) Click Create Journal. 

 

3) Type a Name for the 

journal. 

 

[Collaborative Tools in CU eLearning System] User Guide 

2 
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Journal & Blog 
Creating a Journal  

4) Journal Settings:  

• Select Monthly or Weekly 

Index Entries. 

• Optionally, select the 

check box to Allow Users to 

Edit and Delete Entries. 

• Optionally, select the 

check box to Allow Users to 

Delete Comments. 

• Optionally, select the 

check box to Permit Course 

Users to View Journal. If 

selected, the journal 

becomes public. All users 

can view all journal entries 

made to the journal topic. 

 

5) Click Submit. 

 

 

 

[Collaborative Tools in CU eLearning System] User Guide 
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Journal & Blog 
Deploying a Journal 

1) Access a content area. 

Point to Tools to access the 

drop-down list. Select 

Journals.  

 

2) On the Create Link: Journal 

page: Select Link to a 

Journal and select a 

specific journal from the list. 

 

3) Click Next. 

 

[Collaborative Tools in CU eLearning System] User Guide 
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Journal & Blog 
Deploying a Journal 

4) Select Options. 

• Select Yes to Track Number 

of Views. 

• For Date Restrictions, you 

can set items to display on 

a specific date and time 

and to stop displaying on a 

specific date and time. 

Select the Display After 

and Display Until check 

boxes to enable the date 

and time selections.  

 

5) Click Submit. 

[Collaborative Tools in CU eLearning System] User Guide 

4 
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Journal & Blog 
Creating a Journal Entry 

1) Click Create Journal Entry. 

 

2) On the Create Journal Entry 

page, type a Title for the 

journal entry. Type text in 

the Entry Message box.  

 

3) In the Journal Entry Files 

section, browse for a file to 

attach to the journal entry. 

 

4) Click Post Entry to submit 

the journal entry or click 

Save Entry as Draft to add 

the entry later. 

 

[Collaborative Tools in CU eLearning System] User Guide 
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Journal & Blog 
Commenting a Journal Entry 

1) Access the journal topic 

page and select the 

journal entry or entries by 

selecting the user’s name in 

the side panel in the More 

Journals section. The user’s 

journal entry or entries 

open in the content frame. 

 

2) Click Comment following 

the user’s entry. The 

Comment box appears. 

 

3) Type a comment in the 

Comment box. 

 

4) Click Add. Click the 

Comments link below the 

entry to view the comment. 

[Collaborative Tools in CU eLearning System] User Guide 
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Journal & Blog 
Creating a Blog  

1) On the Control Panel, 

expand the Course Tools 

section and select Blogs. 

 

2) Click Create Blog. 

 

 

[Collaborative Tools in CU eLearning System] User Guide 
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Journal & Blog 
Creating a Blog  

3) Type a Name for the blog. 

 

4) Blog Settings: 

• Select Monthly or Weekly 

Index Entries. 

• Optionally, select the 

check box to Allow Users to 

Edit and Delete Entries. 

• Optionally, select the 

check box to Allow Users to 

Delete Comments. 

 

5) Click Submit. 

 

 

 

[Collaborative Tools in CU eLearning System] User Guide 
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Journal & Blog 
Deploying a Blog 

1) Access a content area. 

Point to Tools to access the 

drop-down list. Select 

Blogs.  

 

2) On the Create Link: Blog 

page: Select Link to a Blog 

and select a specific 

journal / blog from the list. 

 

3) Click Next. 

 

[Collaborative Tools in CU eLearning System] User Guide 
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Journal & Blog 
Deploying a Blog 

4) Select Options. 

• Select Yes to Track Number 

of Views. 

• For Date Restrictions, you 

can set items to display on 

a specific date and time 

and to stop displaying on a 

specific date and time. 

Select the Display After 

and Display Until check 

boxes to enable the date 

and time selections.  

 

5) Click Submit. 

[Collaborative Tools in CU eLearning System] User Guide 
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Journal & Blog 
Creating a Blog Entry 

1) Click Create Blog Entry. 

 

2) On the Create Blog Entry 

page, type a Title for the 

blog entry. Type text in the 

Entry Message box.  

 

3) In the Blog Entry Files 

section, browse for a file to 

attach to the blog entry. 

 

4) Click Post Entry to submit 

the blog entry or click Save 

Entry as Draft to add the 

entry later. 

 

[Collaborative Tools in CU eLearning System] User Guide 

4 

3 

2 
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Journal & Blog 
Commenting a Blog Entry 

1) Click Comment following 

the user’s entry. The 

Comment box appears. 

 

2) Type a comment in the 

Comment box. 

 

3) Click Add. Click the 

Comments link below the 

entry to view the comment. 

[Collaborative Tools in CU eLearning System] User Guide 
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Wiki 
Creating a Wiki 

1) On the Control Panel, 

expand the Course Tools 

section and select Wikis. 

 

2) Click Create Wiki. 

 

 

[Collaborative Tools in CU eLearning System] User Guide 
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Wiki 
Creating a Wiki 

3) On the Create Wiki page, 

type a Name. 

 

4) Select the Student 

Access option. You can 

change the student access 

at any time. 

• Closed to Editing: Select 

this option when you are 

the only one contributing 

pages or to disallow 

further page editing by 

users, such as when you 

want to grade the wiki 

pages. You can still view 

wikis when you 

select Closed to Editing. 

• Open to Editing: Allows 

users to modify any wiki 

page. In a group wiki, a 

user must be a member of 

the group to edit a wiki 

page. 

 

5) Click Submit. 

[Collaborative Tools in CU eLearning System] User Guide 
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Wiki 
Deploying a Wiki 

1) Access a content area. On 

the action bar, point to 

Tools to access the drop-

down list. Select Wiki. 

 

2) On the Create Link: Wiki 

page: Select Link to a 

Wiki and select a specific 

wiki from the list. 

 

3) Click Next. 

 

 

[Collaborative Tools in CU eLearning System] User Guide 
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Wiki 
Deploying a Wiki 

4) On the Create Link page, 

type a Link Name. 

 

5) Select Options. 

• Select Yes to Track 

Number of Views. 

• For Date Restrictions, you 

can set items to display on 

a specific date and time 

and to stop displaying on 

a specific date and time. 

Select the Display After 

and Display Until check 

boxes to enable the date 

and time selections.  

 

6) Click Submit. 
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Wiki 
Creating or Editing Wiki Content 

1) Click Create Wiki Page to 

create a new wiki topic 

page. 

 

2) To edit a wiki page, click 

Edit Wiki Content next to 

the page’s title in the 

content frame, OR 

 

3) In the side panel, access 

the page’s and select Edit. 
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Wiki 
Viewing Participation Summary 

1) Access a wiki. Click 

Participation and Grading 

for graded wikis or 

Participation Summary for 

wikis with no grading. 

 

2) On the Participation 

Summary page, view 

participation for the 

students who have 

contributed to the wiki. 

 

3) In the side panel, view 

information about the wiki 

and select a user to view 

his or her Participant's 

Contribution page. 
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4) You can view any version, 

and compare two versions 

side by side. 
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• ITSC Service Desk: 
https://servicedesk.itsc.cuhk.edu.hk/ 
  
• ITSC Consultation Hotline Service:  
      Tel:   394 38845  
  
• ITSC eLearning blog: 
http://elearning.itsc.cuhk.edu.hk/blog/ 

Contact us 

User Guide 

https://servicedesk.itsc.cuhk.edu.hk/
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