Suggested Online Exam Settings
This guide provides brief descriptions of the various recommended Blackboard test settings. These
settings are based on the guidance agreed by the University and the Faculty of Science and
Engineering.

The exam settings will appear when you deploy your Blackboard test into a course page. If the exam
has already been deployed, you can click on the drop down arrow next to the exam title and select
Edit the Test Options.

Name is the title of the exam which the students will see and click on to open the exam. we
recommend including the Blackboard course code and make reference to it being the online exam.
You could also include the date and start time of the exam for additional clarity.

The Content Link Description appears below the link to the exam on the Blackboard page. This
should include key information such as the exam date, time and duration. Your Department may
supply a standard “Exam Rubric” (rubric, in this sense meaning “set of instructions”) for you to adapt
for your exam. If so, Paste the instructions into the Description box.

We recommend ticking the options to show test description and instructions to students before they
begin the test. This gives students another opportunity to read over important information before
they start the exam. The test description and instructions will be visible to the students throughout
the exam. Obviously do NOT do this if you need to provide information in the Exam Rubric that
you do not want students to view before the exam.

Select Yes to make the exam available to students.
This is a critical setting; we recommend that you only change this setting to Yes when all other
changes have been made. Do it after you have added in the Selective Release criteria. If you leave
this setting as No, the exam will never become available. Setting it to Yes enables the Adaptive
Release function to control the visibility of your test.

We recommend leaving the option to ‘Open test in a new window’ as the default setting No. This
will help prevent students accidentally closing the exam if they have multiple Blackboard tabs or
windows open.

Blackboard can send email announcements to students to remind them the exam is available. FSE
eLearning recommend selecting ‘No’ for this option, as there are more effective methods of
contacting students about their exam such as announcements and email.

The Multiple Attempts option allows students to take the Blackboard exam more than once. This is
not appropriate for an online exam. Both the Multiple Attempts and Score attempts using…
tickboxes should remain unticked, as shown above.

The Force Completion setting should remain unticked. If enabled and a student accidentally closes
the test or disconnects from the internet, the test will be automatically submitted for them. Using a
timer and auto submit (shown below) is a more suitable option.

To give the students a set time to complete the test, tick the Set Timer box and then enter in the
duration in minutes into the box. The timer will start as soon as the student opens the exam.
Warnings alert the students when half the time, 5 minutes, 1 minute and 30 seconds remain.
Auto-Submit should be turned ON. This is the best option for an online exam, as it will automatically
submit for the students when the time is up. Even if a student starts a test and closes it midway
without submitting, the test will still auto-submit when the timer has ended.

The Display After and Display Until options are the dates and times students will be able to see the
link to the exam. A common mistake is setting the Display After and Until but not making the test
Available to students. Further information on Adaptive release settings can be found on this page
http://www.elearning.fse.manchester.ac.uk/fseta/how-to-create-an-exam-using-blackboards-testtools/

A password and IP restrictions are not necessary for this type of online exams. These options are
more suitable for campus based online exams when students have to sit an exam in a certain
location, e.g. a University computer cluster.

For existing exam settings, you can make exceptions for individual students or groups. An example is
if one student requires 25% extra-time to take the exam. Within the exceptions section, the timer
for this individual student could be changed from 60 minutes to 75 minutes. More details on setting
up your test for DASS Extra Time students can be found on this page:
http://www.elearning.fse.manchester.ac.uk/fseta/how-to-create-an-exam-using-blackboards-testtools/

In the context of an online exam the Due Date doesn’t actually do anything in relation to exam
security. If you have added a Display After and Display Until date then no Due Date is required.
You do not need to tick the ‘Do Not Allow Students to start this test…” option

We recommend the Grade Centre Score Calculations option remains unticked. By not including the
exam results in the Grade Centre Score Calculations, no scores could be accidentally made visible to
students through Total Columns in the Grade Centre. Do not select the option ‘Hide the results from
the Instructor in the Grade Centre’ or the exam submissions will not be able to be viewed.
Leave both of the above options unticked.

All results and feedback should be switched off for online exams before the exam takes place as
shown above. Results and feedback can be made available to students at a later date by changing
these options. Doing this manually is an extra step but will ensure that results are released ONLY
when you are ready.

We recommend exam questions are presented to students All at Once. This allows students to
review the full paper at the start of the exam and ensures they can plan their time accordingly.
Only tick One at a Time/Prohibit Backtracking if you want students to view the exam question by
question for pedagogical reasons.
With remote exams you may wish to randomise the order of questions in your exam. If you do so
you should ensure you have read the guidance/risks of these settings on this page..
http://www.elearning.fse.manchester.ac.uk/fseta/techniques-to-minimise-academic-malpractice-inblackboard/

