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How do I Add an Existing Test to My Course? 
 

1. While in your Blackboard Course, click on the content area where you would like for the 
test to be housed. 

 
2. Click the Edit View link in the upper right corner.  

 
 
 

 
 
 

3. Click the Add Test button. 
 

 
4. Click on the name of a test in the Add Test area. 

 
 
 

 
 

5. Click the                   button. 
 

6. Click the                   button to continue. 
 

7. Clicking Modify the Test will allow you to modify the actual test questions and point 
values for this specific assessment. 

  
 
 

 
 

8. Click the “Modify the Test options” link. 
 

 
 
 

9. You can modify the general information about the test including the name & description at 
the top of the page. 
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10. Section 2 allows you to modify the test availability options. 
• Add a new announcement: Will automatically place an announcement on the 

announcements page that notifies the course users of the assessment. 

• Multiple Attempts: You can allow students to take this test any number of times 
by checking this section and configuring the options. 

• Force Completion: Forces students to complete the test all the way through the 
first time they click on it.  Un-scored items by the student are considered incorrect. 

• Set Timer: Forces students to complete the test in the amount of time you set. 

• Date Restrictions: Works the same way as content item restrictions. 

• Password: Set a password to access the test by checking the box and filling in 
the password field. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

11. Modify your self-assessment options.  You can choose to include the 
scores automatically in the course gradebook. (NOTE: This is not tied in to WCPSS 
gradebook software!)  You can also choose to hide the score of the test item from the 
Gradebook, which is useful if you are delivering a practice test. 
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12. You can select which feedback you’d like to show students immediately following their 
attempt by checking the boxes next to the items in section four. 

 
 
 
 
 
 
 
 
 
 
 
13. Section 5 has one REQUIRED setting.  YOU MUST SELECT ‘One at a Time’ from  

the Presentation mode.  Assessments not set to ‘One at a Time’ will be disabled. 
 
 
 
 
 
 
 
 
 
 

14. Click                  . 
 
15. Click                  .             
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