
Lessons Learned for Administering Online Exams via Blackboard: 

Preparation: 

1) Give Cadets a practice exam ahead of time to help familiarize them with the platform. 
Blackboard offers a math editor (similar to Equation Editor and the WebAssign palette) to enter 
equations, but it takes some time getting used to. Provide them with shortcut keys to minimize 
the time spent typing. For example, CTRL+DownArrow is the shortcut for entering a subscript 
when within the editor. You can also copy/paste within the editor to save time on similar 
formats. When they are done entering in the equation, they must click Accept within the math 
editor (to have the equations populate in the short answer field) or Cadets will lose what they 
typed in the editor and have to retype their work. Your practice exam should be comprehensive 
so every format that would be used on the actual test is covered (without giving away too much 
info).  Cadets should also practice uploading documents in Blackboard (you can choose a file 
question type to allow Cadets to upload a pdf, MMA file, etc).  

2) Ensure Cadets fully understand that this is intended to be an individual exam, and if they do 
receive assistance of any sort, they must cite it at the end of the exam. Also ensure they 
understand that it must be taken during the class hour (some got confused with the due date for 
the exam which is displayed during the start of the exam).  

3) Show Cadets the instructions sheet well ahead of time so they are familiar with it prior to taking 
the test.  

4) Be sure to properly time your exam; have your instructors take the exam for time that includes 
typing in the answers/equations. It is important that your instructor also views it under student 
mode. A lot of students like to write on a separate sheet of paper and then input their answers 
A big consideration is whether or not you want Cadets to upload their scratchwork to avoid 
having them to twice the work. The timer will continue to run and will not discriminate between 
work done by hand or typed. There will be some Cadets that are very used to Blackboard (say, 
from High School) and others that will struggle mightily. Additional time should be built into 
your exam. It would help to limit the amount of equations they need to input or allow file 
uploads (pdf, Mathematica notebooks, etc.) to reduce the amount of time required. 

5) Build several different versions of the test for different sections using different numbers and 
possible randomized questions.  

6) A big key is to communicate and set the conditions prior to the test. For example, they should 
clearly understand that they must set aside time towards the end of the exam to upload files 
and have a clear understanding of how to scan/upload files. A recommendation is to train your 
students with an app like ‘Genius Scan’ during the weeks prior with short assignments.  
 

Administration: 

1) Be up on Teams during the test (perhaps meet as a class first) to give instructions and to address 
questions/connectivity issues during the test. Anticipate a few computer/technical issues. By 
being available on Teams, you can log in and view their screen if need be. If there are delays, 
you can grant assessment exceptions for a specific Cadet to give them more time as the test is 
being taken (under Edit Test Options, Test Availability Exceptions). We tested this and it worked 
to allow one Cadet an extra 15 minutes due to significant delays. 

2) If using a password to protect the exam, have a way of disseminating the password (perhaps 
Teams or email). If using the availability date and time, be sure to tell Cadets when the link will 
become visible to minimize the panic before the exam when they cannot see the link on 



Blackboard. Cadets will typically start emailing if they don’t see it about 5-7 minutes prior to 
class.  

3) Ensure that you incorporate a way for Cadets to submit additional documentation for the exam. 
Multiple files like photos of their work, Mathematica files, and others should be allowed. This 
will facilitate partial credit, and enable them to do a last resort submission if they are running 
short on time.  

4) Have a documentation portion at the end that includes a question such as “Take a moment to 
REFLECT on your efforts when completing this exam. Did you receive any assistance in 
completing this assignment? If you received assistance, please document all sources used and 
assistance received. Otherwise, type N/A. Include a type-in signature or initial block.  

5) As Cadets start taking the exam, you can track their progress (when they opened, and when 
they started the exam) by clicking on ‘Student Activity’ next to your exam in blackboard. This 
enables you to track their progress.  
 

Blackboard Exam Settings: 

1) Do not select Force Completion in the test setting options. This way if Cadets lose internet 
connection, they can still resume their exam once they regain internet connection. Their timer 
still continues (i.e., if they had 40 minutes remaining when they lose connectivity and it takes 10 
minutes before they get connection, they will now have 30 minutes remaining to finish the 
exam). Ensure auto-submit is ON, this ensures that the “cease work” will happen once the timer 
ends and their test is automatically submitted.  

2) Blackboard saves work every 6 minutes. If they lose connection, they can resume from their last 
saved point. Many Cadets stated that they lost their work and had to re-enter (losing valuable 
time in the process). I would recommend that they save their progress after each question.  

3) Any question descriptions (when developing the exam) are not visible to Cadets when taking the 
exam. This caused issues on our end when our numbering system was different (sub parts to 
questions). For example, the question description might say “Question 1b” but it would show up 
to Cadets as Question 2.  
 

Grading: 

1) Under Course Management, go to Needs Grading or Full Grade Center to grade your exams. 
Once complete, you can download the results as an excel file and select ‘By Question by user’ to 
get the full breakdown of points.  

2) Rubrics/solutions can also be created in Blackboard for more consistent grades for larger 
courses.  

 

 


