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Blackboard Tips:         

5 Best Practices for Online Testing  
 
Administering your test in Blackboard can be a convenient and time-saving option, both you and your 
students. However, there’s more to creating an online test than uploading all of your test questions. 
Below are some best practices for faculty who plan on using online tests in their courses to maintain 
assessment reliability and student access. 
 
1. Be Consistent 
 
Labeling and alignment on answer choices should be the same on multiple choice and multiple 
answer questions. For example, using ‘a-b-c-d’ with vertical alignment on all questions. Due Dates 
should be predictable and clearly communicated.  
 
2. Be Transparent 
 
Just as with in-person exams, students should know what they being tested on, what they test will 
look like, and have the ability to review their work. Students should be made aware of time 
restrictions, due dates, and test options before starting the exam. Provide students with a 
description of the material the test is assessing and instructions on how to complete the test. 
 
Make sure students have an opportunity to review their answers, whether their choice was 
correct or incorrect, and what the correct answer is (after the test closes). Assessment without the 
ability to reflect and correct is meaningless.  
 
Consider creating a non-content related practice test that will ‘train’ students on how to take tests 
in your course. This will expose them to features you plan to implement and help to ensure they 
format their answer correctly (which helps with automatic grading!). 
 
3. Be Flexible 
 
The logistics of taking a test online are different than taking a test in person. You’ll need recreate the 
same opportunities for students to be successful on their online test as they would be if were taking 
seated test by setting flexible test options. These option include: 
 

• Providing a Testing Window: Unlike in a traditional classroom that has a scheduled meeting 
days and times, you’ll want to provide students with a ‘testing window where they can 
attempt the test anytime during that time frame. The window should be consistent with 
other due dates in your course. If you schedule weekly modules, then allow the students to 
take the test any time during the week.  
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• Allowing for Backtracking:  Always allow backtracking. If they were taking a test in the 
classroom, they would be able to return to earlier questions update their answers. They should 
be able do so on an online exam also. 

• Timing of Tests: If you are going to set a timer for the test, provide students with more 
time than you would for an in-person test. Reviewing an online test before submitting is 
more time consuming than reviewing a paper test since you need to allow pages to load. 
Those seconds add up. Plus, students will want to make sure they did not accidently change 
their answer while navigating screen to screen or when scrolling.  

• Not Forcing Completion: While it might seem counterintuitive, forcing completion may create 
additional problems. In the event the student loses connectivity, they will not be able to 
complete the test until the instructor grants them access. This can cause students to lose 
valuable time. Do not force completion. 

 
4. Communicate 
 
Communication in all courses is vital but is often overlooked in online courses. Be sure to remind 
students of important due dates and upcoming tests a few days before the deadline. The 
easiest way to communicate with students is by using the Announcement tool. By sending an 
Announcement the day before a test opens and the day the test closes students will receive two 
alerts reminding them to complete the test 
 
Since you will not be able to meet with your students one on one, you should provide meaningful 
feedback both on the overall exam and individual questions in the Blackboard test. Feedback 
should allow students to identify the errors they made on the test and to correct their understanding of 
the material. Embedding feedback within the test is also a time-saver. Instead of having to review 
each student’s test, correct and incorrect feedback placed in the test will appear for all students after 
the test is graded.  
 
5. Don’t Assume 
 
Students are not required to report issues, medical or technical, to faculty. Because of this, it is 
imperative to adhere to Universal Design for Learning guidelines when creating online 
content. A few key guidelines to remember include: 

• All images must have a detailed alt-text. 
• Avoid use of color for emphasis. Using color may create issues with contrast, making the text 

difficult, or impossible, to read. 
• Make sure tables have a header row. 
• Avoid using short-hand. Students may not understand the notation and will be unable to ask 

for clarification. Additionally, it may represent a keyboard shortcut and create an emoji. 
 
You’ll also need to take additional steps to ensure your course is inclusive. Students may be 
relying on public wifi to access their course materials and have limited access. They could be utilizing 
older hardware and unable to access some content. Be prepared for and sensitive to technical 
issues. Last, not all ‘digital natives’ are tech savvy; they may not how to use the technology you are 
requiring them to use. When asking students to use an online tool, be sure to provide 
instructions and/or a tutorial.  

https://en.wikipedia.org/wiki/Wikipedia:Emoticons


   
 

 For help implementing any Blackboard best practices in your classes, contact 
academicinnovation@uscupstate.edu. 

 

 

 
BONUS TIP: Consider Alternative Assessments 
 
Does it really need to be a test? If not, your students would benefit from a more authentic assessment 
of their knowledge. Perhaps a discussion board? Or a virtual presentation? Maybe a problem-based 
task of a real-world application? Swapping a high-stakes test for an engaging, activity-based 
assessment coupled with a short, low-stakes quiz allows students to interact more deeply with 
content, adds variety to course, and can have a positive impact on student engagement and success. 
 
Additional Resources 
 

• Strategies for Virtual Testing 
• UDL Guidelines 
• Types of Online Assessments 

 
 
 
 
 

https://www.uscupstate.edu/globalassets/facultystaff/faculty-tool-kit/keep-on-teaching/strategies-for-virtual-testing.pdf
http://udlguidelines.cast.org/
https://sites.psu.edu/onlineassessment/gather-evidence/
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