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Advanced Blackboard 
 
 
 
Contact Information 

 
Blackboard System Administrator:  
Paul Edminster, Webmaster 
Developer x3842 or 
Edminster@its.gonzaga.edu 

 
Blackboard Training and Support:  
Erik Blackerby x3875 or 
Blackerby@its.gonzaga.edu 

 
All around helpful people:   
Help Desk: x5550 or 
helpdesk@gonzaga.edu 
 

 

User Management 
 
The User Management section of the Control Panel allows you to view and modify, enroll, and remove users 
from your course.  You can also create and manage groups within the course from this section.  Each User 
Management option, along with its description, and brief instructions on using the option are listed below.   

 
Shortcut:  When you see the mouse icon, instructions on how to use the tool will follow. 

 
 

 
List/Modify Users 
This option allows instructors to view a list of their users, similar to viewing a roster.  Instructors can also 
modify a user’s information from this area.   

 
From the Control Panel, click List/Modify users.  Choose the tab and radio button for your search type.  
Type in the information you want to search by.  Click Search.   

 
 

 
TIP:  Leave the search field blank and click Search to list all users in the class.   
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Once you have listed the users in your course, you can modify their password and personal 
information.   
 
Password:  By clicking on the Password button next to a user’s name, you can change their 
password.   
 
NOTE:  You cannot look up a user’s password; you can only change it.   
 

 
 
Properties:  You can modify a student’s personal information, account role and 
availability by clicking on the Properties button next to their name.   

 
 Role and Availability:  users are enrolled in courses with the role of “student” by 

default.  To change a student’s role, click on the radio button next to the 
appropriate role and click Submit.  
Student’s accounts are created as “available” by default.  To make a student 
unavailable (for your course only), choose “No” from the Available dropdown 
menu.    
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Enroll User 
You can enroll new users into your course using this option. 
 
 

From the Control Panel, click Enroll User.  Choose the tab and radio button for your 
search type.  Type in the information you want to search by and click Search.   

 

 
 
Check the box next to the user’s name that you want to enroll in your course and click 
Submit.  You can add multiple students to your course by checking multiple names.   
 
NOTE:  When you choose multiple users, you must submit the names you have selected on 
the current page before moving on to the next.   
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Remove Users from Course 
This option allows instructors to remove users from their course.   
 
 

From the Control Panel, click Remove Users from Course.  Choose the tab and radio 
button for your search type.  Type in the information you want to search by and click 

Search.   
 

 
 
Check the box next to the user’s name that you want to remove from your course.  You must 
type the word “Yes” before you can Submit your request.  You will then be prompted to 
confirm the removal of the users from your course.  Click “OK” to complete the removal.    
 
NOTE:  When you type the word “Yes” you must type it exactly as shown: uppercase “Y”, 
lowercase “es”.   You can remove multiple students from your course by checking multiple 
names.   
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Manage Groups 
Instructors can create Groups within Blackboard.  Groups give specified individuals a “mini-Blackboard” 
within Blackboard.  Groups can be created to include a separate Discussion Board, Virtual Classroom, File 
Exchange and Send Email tools.   

 
From the Control Panel, click Manage Groups.  Click Add Group.   

 
 
 
 
 
 
 
 
 
 
 
Before you Submit the Group, specify the following:  

 Group Name:  Name the group something meaningful so that group members can distinguish if 
they would be a member or not.   

 Group Description:  Describe the group’s purpose.  Why should they meet in this area?  Include 
the names of the group members in this area if the group name is not obvious.    

 Group Options:  Check the box next to the options to allow group privileges to the discussion 
board, virtual classroom, file exchange and send email tools.   

 Group Available:  Choose to make the Group available (visible) or unavailable.   
 
 

 
 
 
 
 
 
 
Even though you have created your group, you still have to add the members!   
Click Modify to manage your Group’s properties.   
 
Group Properties:   Allows you to 
change the properties you originally set 
for the group (name, description, etc.) 
 
Add Users to Group:  Choose this 
option to add users to the group you 
have created. 
 
List Users in Group:  Use this option 
to list the users in the group, similar to 
a roster. 
 
Remove Users from Group:  This option allows the instructor to remove users from a group.
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Assessment 
 
The Assessment section of the Control Panel allows you to create and manage tests, surveys, and Blackboard’s 
Gradebook.  You can also view statistics on your course from this section.   
 
Test Manager 
The Test Manager allows you to add and modify Tests. After you create a test, you must add it to a content area 
and make it available. The test and results are automatically recorded in the Gradebook. 

  
  From the Control Panel, click Test Manager.  Click Add Test. 

 

 
There are a few steps to creating a test in Blackboard.  I will discuss the more complicated steps in detail.  The steps are: 

1. Create your test in the Test Manager (above) 
2. Name the test, describe the contents of the test, and provide detailed instructions for the students (this is all done 

from within the Test Manager) 
3. Specify the test Creation Settings 
4. Add, Modify and Remove your Test questions 
5. Submit the Test 
6. Add the Test to a Content Area 
7. Modify the Test options to make it available to your students 
 

From the Test Manager you will accomplish steps 1 and 2.  The Test Canvas (the center of the Test creation process) is 
where you will accomplish step 3; specifying the test creation settings.  Creation Settings allow instructors to 
adjust settings for a test. These settings control options, such as question feedback, categorization of questions, and default 
point value.  You can establish the following default options from the Test Creation Settings page:  
 

 Provide feedback for individual answers: Select 
this check box to include the option to enter 
feedback for individual answers rather then just 
one set of feedback for correct or incorrect 
answers. 
Note: Individual feedback cannot be provided  

 for answers in True/False questions, Multiple  
 Answer questions, and Matching questions. 
 

 Add images, files, and URLs to questions 
 
 Add images, files and URLs to answers 

 
 Add categories and keywords to questions: 

Select this check box to include the option to create categories for questions. This option also enables Instructors 
to add keywords to questions. When searching for questions from a Question Pool or other Tests, Instructors may 
search for questions by category and keyword. 

 
 Specify default point values for questions 
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Test Questions 
 
Add, modify, and remove questions within the Test Canvas.  Select a question type from the Add Question drop-down list 
and click GO to add questions. There are many different question types.  They are described below: 
 
Multiple Choice: Multiple-choice questions provide 
the user with a number of choices with only one correct 
answer. The number of answer choices is limited to 20. 
 
True/False: True/False questions allow the user to 
choose either true or false. True and False answer 
options are limited to the words True and False. 
 
Multiple Answer: Multiple answer questions allow 
users to choose more than one answer. Partial credit is 
not given for partially correct answers, but Instructors 
may manually change the number of points a Student 
receives on the Grade Assessment page. 
 
Ordering: Ordering questions require Students to 
provide an answer by selecting the correct order of a series of items. 
 Students will be granted partial credit for ordering questions if they answer part of the question correctly.  For example, if 
the question is worth eight points and the student gives the correct order for half of the items, they will receive four points. 
 
Matching: Matching questions allow Students to pair items in one column to items in another column. Instructors may 
include a different numbers of questions and answers in a Matching question.  Students will be granted partial credit for 
matching questions if they answer part of the question correctly.   
 
Fill in the Blank: Fill in the Blank answers are evaluated based on an exact text match. Accordingly, it is important to 
keep the answers simple and limited to as few words as possible. Answers are not case sensitive, but are evaluated based 
on spelling. Consider the following tips when creating Fill in the Blank questions and answers: 

 Provide answers that allow for common spelling errors. 
 Provide answers that allow for abbreviations or partial answers. 

  
Essay: Essay questions require the Instructor to provide Students with a question or statement. Students are given the 
opportunity to type an answer into a text field. Sample answers can be added for users or graders to use as a reference. 
These types of questions must be graded manually on the Grade Assessment page.  
 
Random Block: Random Blocks enable the Instructor to use a random selection of questions from a Pool. Be aware that it 
is not possible to add a Random Block of questions from another Test or Survey. 
Note: Random Blocks cannot be included in a Survey or a Pool. 
 
From a Question Pool or Assessment: You may retrieve questions from a Question Pool or another Assessment within 
your Blackboard course by choosing this option.   
 
Upload Questions: Instructors may import files containing questions into an Assessment. 
 The questions in the uploaded file must match a Blackboard specific file structure.  The file may include Essay, Ordering, 
Matching, Fill in the Blank, Multiple Choice, Multiple Answer, and True/False questions.  Contact me for the Blackboard 
specific file structure instructions.   
  
 
After you have entered all of your questions, click OK to Submit your test.  You can always click the 
“modify” button in the Test Manager to return to the Test Canvas.    
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Posting Your Test 
 
You’ve created your test; now you have to show it to your students!  To do this, add the test to a Content Area. 
 

From the Control Panel, choose the Content Area where you want your test to display.  Click on the 
add Test button.   

 
 
 
 
 
 
 
 
 
 
Choose your test from the Add Test page and click Submit.   If you have not created a test at this point, click on 
the Create button; this will take you to the Test Manager.   

 
 
Once you have submitted your test, the Modify Test page will appear.  Choose Modify the Test Options to 
make the test available (viewable), and specify your test’s availability options, feedback options and 
presentation options.  These options are presented on the following page. 
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Survey Manager  
The Survey Manager is used to create, add, preview, modify, and remove Surveys.  Surveys 
provide Instructors with an Assessment tool that is useful for polling purposes, evaluations, and 
random checks of knowledge. 

  
From the Control Panel, click Survey Manager.  Click Add Survey. 

 
 

 
The Survey Manager functions in the same way as the Test Manager and offers most of the same 
options for creating and managing Surveys, Survey questions and settings.  Surveys differ from 
Tests in the following ways: 
 

 Questions on Surveys cannot be assigned points. 
 Surveys cannot include Random Blocks of questions. 
 Instructors cannot give Students feedback. 
 Surveys cannot be graded. 
 Survey questions cannot be categorized. 
 Questions may be imported into a Survey. Questions that are imported into a 

Survey may not include correct and incorrect answers. 
  

Survey Creation Settings 
The Survey Creation Settings function in the same way as the Test Creation Settings. The only 
difference is there are not options to Add categories to questions or to Specify default point 
values for questions. 

  

Survey Results 
Instructors may view the results of Surveys on the Assessment Attempt Details page.  This page 
will show how users responded to questions on the Survey by percentage.   
 

 
Viewing Survey Results 

 
From the Gradebook, click on the name 
of the survey you want to view the 
details for.  This will open the Item 
Options page.  Click Assessment 
Attempt Detail.   
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The Gradebook 
Tests, Surveys, Assignments, & TurnItIn Assignments are automatically added to the Gradebook when you 
create them.  These items can all be viewed and/or graded in the Gradebook.  Work completed outside of 
Blackboard can also be accommodated in the Gradebook.  A brief description of each Gradebook options is 
listed below: 

• Add Item:  Gradebook Items may be added or modified from the Modify Gradebook Item page. 
Instructors may add items and grades to the Gradebook for work that has been done outside of 
Blackboard. 

 
• Manage Items:  The Manage Items page allows the Instructor to modify Gradebook items and select the 

order for them to appear in the Gradebook.  
 
• Gradebook Settings:  The Gradebook Settings page allows Instructors to change the way Student 

grades are displayed, set the values for grades, and control the way each Gradebook item’s grade is 
displayed.  

 
• Weight Grades:  Instructors can set a weight for each Gradebook item to determine a final grade.  

Instructors can adjust Gradebook weights according to category or item.  
 
• Download Grades:  Instructors can download and save a Gradebook for use in a spreadsheet program 

or as a comma-delimited file. This file, or Gradebook items in this file, can be uploaded to a Gradebook 
at a later date.  

 
• Upload Grades:  Instructors may upload Gradebook information into Blackboard from the Upload 

Gradebook page. The Gradebook Upload will fail if the user name for each row of data is not present. 
Also, the Gradebook will not process the data for any user name that is not enrolled as a user in the 
Blackboard course. Changes to the first and last name columns will not be processed either.  

 
• Item Options:  The Item Options page enables Instructors to access areas where they can modify the 

Gradebook item and view item statistics. These options enable the Instructor to:  
• View all Students grades for this Item  
• View details and statistics about the Gradebook item, such as, the class average and the 

high and low score received  
• View and modify the Item, for example, make changes to the description or change the 

availability of the Item  
 
• User Options:  Instructors can view details about a Student from the User Options page. This includes 

their personal information, such as address and phone number, and statistical information about their 
performance in the course.  
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Notes Page 
 
 
Add Item 
 
Manage Items 
 
Gradebook Settings 

 
Spreadsheet Settings 
 

 Manage Gradebook Categories 
 
 Manage Display Options 
 
Weight Grades 
 
 
Download Grades 
 
 
Upload Grades 
 
Item Options 
 
 Item Grade List 
 
 
 Item Detail 
 
 
 Item Information 
 
 
 Assessment Attempt Details 
 
 
 Download Results 
 
 
User Options 
  

User Grade List 
 
 
 User Detail 
 
 
 User Information 
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Pool Manager 
 
The Pool Manager functions in the same way as the Test Manager and offers all of the same 
options for creating and managing Pools. The difference between Pools and Tests is that Tests 
can be added to Content Areas for users to view and complete. Pools contain questions that can 
be included in a Test. Pool questions cannot be presented to Students unless they are included in 
a Test.  Pools also differ from Tests in the following ways:   

• Random Blocks cannot be added to Pools.  
• Pool questions do not have point values associated with them. When a Pool 

question is added to a Test the Instructor can assign a point value.  
• A file of Pool questions may be imported from the Pool Manager page by 

selecting Import.  
 
 

To Create a Question Pool 
From the Control Panel, choose Pool Manager, and then click Add Pool. 

 

 
Name, describe, & provide instructions, if necessary, for the Questions Pool.  Create new 
questions or pull questions from existing tests or surveys.    
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Course Options 
 
Use the Course Options area to manage the availability and accessibility of a course as well as manage the 
appearance of course features. Course Options also includes tools to archive or recycle the course, and import 
content. 
 
Recycle Course 
The Recycler wipes a course clean.  It removes content and data so that the course may be reused. Once you 
have removed information during recycling you cannot recover it. To recycle a course, select the materials to 
remove. Type Remove in the box and then click Submit to finish.  

 
 

Course Copy   
Copy Course can be used in several different ways:  

 Copy selected course materials into a new course. 
 Copy selected course materials into an existing course to share content across several courses 

without having to recreate the content in each course. 
 Create an exact copy of a course, including enrollments and Student interactions. 

  
Note: A user can only copy materials into a course where the Instructor has a role of Instructor, Teaching 
Assistant, or Course Builder. 
 
 
Import Course Cartridge 
Course Cartridges enable Instructors to gain access to complete sets of teaching tools provided by academic 
publishers. In one central location, Instructors can find relevant, publisher-created materials. Once the materials 
are downloaded to a Blackboard Course, Instructors can customize the content. 
  
 Note: A Download Key is needed to access Course Cartridges; this can be obtained from the publisher. 
Without a Download Key, it is not possible to add Course Cartridge content. 
 
 
Export Course 
The Export Course feature creates a package of the course content that can be imported back into Blackboard at 
a later date.  It is important to note that, unlike the Archive Course feature, Export Course does not include any 
user interactions with the course—it only includes the content and the tools. 
  
Export packages are downloaded as compressed .ZIP files and are imported in the same format. Do not unzip an 
Export package or remove files from the package, otherwise the package will not be imported correctly. 
 
 
Import Package 
 Instructors may use the Import Package page to upload course materials from an exported course package.    
 
Archive Course 
Archive Course creates a permanent record of a course including all the content and user interactions. Archived 
Courses are a permanent record of the course. 
  
Archived courses are saved as .zip files. Archiving a course does not remove it from the system. 


