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EXPLORING TESTS AND ASSIGNMENTS 

TESTS AND SURVEYS 

You can find tests and surveys (referred to collectively as assessments) in any Content Area, Learning Module, 

Lesson Plan, or folder 

Tests are used to assess your knowledge. Your instructor assigns point values to questions. Your answers are 

submitted for grading, and the results are recorded in the Grade Center.  

Surveys can be used for polling purposes and evaluations. This type of assessment is not graded. 

 

WARNING!  Do not refresh the page, close the window, or click the browser's back button 

while taking an assessment. If you experience problems during a test or survey, please contact 

your instructor. 

 

 

HOW TO TAKE AN ASSESSMENT 
 

Assessments are located within Content Areas in a course.  Contact your instructor if you encounter issues or 

problems while taking your assessment. 

 

o Navigate to an assessment and click the link associated with it. 

o Click Begin to take the assessment 
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o Your instructor may choose to have you type a password to begin taking an assessment. If necessary, 

type the valid password and click Submit to begin the assessment. The assessment continues to 

prompt for a valid password until the correct one is provided. 

 

 
 

o As you work, answers will be saved automatically, or you can click the Save button by each question 

or the Save All Answers button at the top or bottom of the page as you work. 

o Click Save and Submit when you complete the assessment. 

 

 
 

 

WARNING!  Do not use the browser's Back button during an assessment. This may cause loss 

of data. If you have difficulties while taking an assessment, contact your instructor. 

 

 

Note:  If your instructor has associated a rubric with an Essay, File Response, or Short Answer question on a 

test, click View Rubric to display grading criteria. 
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TIMED ASSESSMENTS 

 

If your instructor chooses a timed assessment, the scheduled time is included in the instructions before you 

begin. 

You will also be notified of the instructor's choice of Timer Setting, which determines whether the assessment 

saves and submits automatically when time expires, or if you have the option to continue beyond the time limit.  

There is no automatic penalty for continuing beyond the time limit, however, final scoring decisions are made 

by your instructor. Talk to your instructor if you have questions about this setting. 

The total time you spend on the assessment is recorded and available to the instructor when the test is 

submitted.  

Note:  If you save and exit the assessment, the timer continues running. If you start your test on Tuesday, save 

and exit it, then complete it on Thursday the timer will show that it took you 48 hours to complete the 

assessment. 

If the auto-submit feature is selected, when the timer runs out, the test saves and submits and the Test Submitted 

page displays. If the option is not selected, a pop-up window will appear with the choice to submit or continue. 

The remaining time appears on the assessment page. Click the chevron next to the timer to collapse or expand 

it. 

 

Timer warnings will appear when half the time, five minutes, one minute, and thirty seconds remain. When the 

remaining time reads 1 minute, 30 seconds, the status bar will turn yellow. At 1 minute, the warning will be red, 

and at 30 seconds, both the status bar and the warning will be red. If the timer is collapsed, the color changes 

will not be visible. 
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FEEDBACK AND GRADES 

The performance results you receive after completing a test depend on the options selected by your instructor. 

For example, your instructor may only show the final score for one test, while for another test the final score 

and correct answers are displayed. Feedback includes one or more of the following: 

 Final score for the test 

 Answers submitted 

 Correct answers 

 Feedback for the questions 

To access Feedback and Grade information, select the test in the Content Area or use the My Grades tool.  

Note:  If your instructor has used a rubric for grading an Essay, File Response, or Short Answer test question 

and has made it available to students, click View Rubric while viewing the graded test to display detailed 

information.  

MULTIPLE ASSESSMENT ATTEMPTS 
 

You may be allowed to take an assessment multiple times. If multiple attempts are allowed, this is noted at the 

top of the assessment. Your instructor may also set a limit on the number of attempts, which will also be noted 

at the top. A link to take the test again appears if the test is re-opened. Your instructor determines if one or more 

of the test attempt scores are recorded in the Grade Center. 

FORCE ASSESSMENT COMPLETION 
 

If Force Completion is enabled, you must complete the assessment the first time it is launched. If Force 

Completion is enabled, this is noted at the top of the assessment. You may not exit the assessment and continue 

working on it at a later date. The Save function is available for you to save the assessment as you work through 

it, but you may not exit and re-enter the assessment. 

BACKTRACK PROHIBITED 
 

You may not go back to questions you have already answered if backtracking is prohibited. If backtracking is 

prohibited, this is noted at the top of the assessment. When you take an assessment that does not allow 

backtracking, an error appears if you attempt to use the Back function within the assessment. 
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ASSESSMENT PRESENTATION 

Your instructor has two different options for presenting Assessments: all-at-once and one-at-a-time.  

All-at-once assessments present all of the questions at the same time. The following options are available while 

taking this type of assessment: 

Function Action 

Store answers Select Save All Answers. A Saved icon appears in the 

Question Status Indicator. Answers may be changed 

after they are saved. 

Finish the assessment Select Save and Submit. You receive a confirmation 

followed by a receipt page stating that the assessment 

has been completed. 

 

One-at-a-time assessments present questions separately, only one question appears on the screen. You decide 

when you are ready to move onto the next question. The following options are available while taking this type 

of assessment: 

 

Function Action 

Navigate through questions Use the navigation arrows (<<, <, >, or >>). The 

Question/Section Indicator describes the current 

location in the assessment and the overall number of 

questions. If backtracking is prohibited, these arrows 

do not appear. 

Save answers Select Save All Answers. Questions answered up to 

this point are saved. 

Finish the assessment Select Save and Submit. You receive a confirmation 

followed by a receipt page stating the assessment has 

been completed. 

 

QUESTION COMPLETION STATUS 

The Question Completion Status indicator provides you with a quick up-to-date look at complete or incomplete 

questions in an assessment at all times.  

The status of which questions have been answered is displayed at the top of the page. Click the chevron next to 

the Question Completion Status to collapse or expand it. 

 

When you answer a question and move to the next question in a question-by-question assessment, the status box 

is edited on the next page to show that the previous question was answered. If you do not answer a question and 

move on to the next page in a question-by-question assessment, the status box will show on the next page that 

the previous question was not answered. Navigate between questions by clicking on the question number in the 

status indicator.  
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When you take an all-at-once assessment (an assessment where the questions all appear on the same page), click 

Save Answer to save a specific question without scrolling to the bottom of the page to save. Saving either a 

single question or all of the questions that have been answered (with the Save All Answers at the top or bottom 

of the page) changes the status indicator to show which questions have been completed. 

ASSIGNMENTS 

The Assignments tool is used to present a variety of learning activities to you as a student, allowing you to view 

and submit assignments from one location. You can submit assignments in the following ways: 

 Provide text on the Upload Assignment page. 

 Files attached from your computer or from the Content Collection.  

 A combination of both text and attached files. 

Assignments list the name, description, and attachments for class work. Your instructor will provide you all the 

information you need to complete the assignment. You can also choose to include comments for your instructor 

before you submit your work. 

HOW TO SUBMIT AN ASSIGNMENT 

When you finish your assignment, you must click Submit. If you do not, your instructor will not receive your 

completed assignment. 

1. On the Course Menu, select the Content Area that holds the assignment, for example, the Assignments 

Content Area. 

2. Click the name of the assignment. 
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3. On the Upload Assignment page, review the instructions and download any files provided by your 

instructor and complete the assignment using one or both of the following:  

 In the Submission box, type your response. You can use the Text Editor functions to format the text 

and include files, images, web links, multimedia, and Mashups. 

 If your response to the assignment is in a separate file, click Browse My Computer and select a file 

to attach. If you attach a file, type a Link Title. If the box is left blank, the file name becomes the 

link. Follow any instructions that your instructor provided for naming your file. 

Note:  The Do not attach option appears next to an uploaded file. If you have selected an incorrect file, 

you can remove it with this option. If the same file is attached to your assignment more than once, the 

new file is saved with a number appended to the name. For example, history_assignment(1).doc. 

Note:  If your instructor is using a rubric and has made it available to students, click the View Rubric 

button to view grading criteria. 

4. Optionally, in the Comments box, type comments to your instructor. 

 

 

WARNING!  If your instructor has not allowed multiple attempts, assignments can be 

submitted only once. Ensure that you have attached any required files to your assignment 

before you click Submit. 

 

 

5. Click Submit. 

 

 
 

6. A success message appears, confirming the assignment submission. 
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ABOUT SAFEASSIGN 
 

SafeAssign compares submitted assignments against a set of academic papers to identify areas of overlap 

between the submitted assignment and existing works. Safe Assign is used to prevent plagiarism and to create 

opportunities to help students identify how to properly attribute sources rather than paraphrase. SafeAssign is 

effective as both a deterrent and an educational tool. 

HOW SAFEASSIGNMENTS WORK 

SafeAssign is based on a unique text matching algorithm capable of detecting exact and inexact matching 

between a paper and source material. SafeAssignments are compared against several different databases, 

including: 

 Internet: Comprehensive index of documents available for public access on the Internet 

 ProQuest ABI/Inform database: More than 1,100 publication titles and about 2.6 million articles from 

1990s to present time, updated weekly (exclusive access) 

 Institutional document archives: Contains all papers submitted to SafeAssign by users in their 

respective institutions 

 Global Reference Database: Contains papers that were volunteered by students from Blackboard client 

institutions to help prevent cross-institutional plagiarism 

GLOBAL REFERENCE DATABASE 

Blackboard’s Global Reference Database is a separate database where students voluntarily donate copies of 

their papers to help prevent plagiarism.  It is separated from each institution’s internal database, where all 

papers are stored by each corresponding institution, and students are free to select the option to check their 

papers without submitting them to the Global Reference Database. Students submit their papers to the database 

voluntarily and agree not to delete papers in the future. Submissions to the Global Reference Database are extra 

copies that are given voluntarily for the purpose of helping with plagiarism prevention. Blackboard does not 

claim ownership of submitted papers. 

SAFEASSIGN ORIGINALITY REPORTS 

After a paper has been processed, a report will be available detailing the percentage of text in the submitted 

paper that matches existing sources. It also shows the suspected sources of each section of the submitted paper 

that returns a match. Instructors can delete matching sources from the report and process it again. This may be 

useful if the paper is a continuation of a previously submitted work by the same student. 

Because SafeAssign identifies all matching blocks of text, it is important to read the report carefully and 

investigate whether or not the block of text is properly attributed. 

INTERPRETING SAFEASSIGN SCORES 

Sentence matching scores represent the percentage probability that two phrases have the same meaning. This 

number can also be interpreted as the reciprocal to the probability that these two phrases are similar by chance. 

For example, a score of 90 percent means that there is a 90 percent probability that these two phrases are the 

same and a 10 percent probability that they are similar by chance and not because the submitted paper includes 

content from the existing source (whether or not it is appropriately attributed). 
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Overall score is an indicator of what percentage of the submitted paper matches existing sources. This score is a 

warning indicator only and papers should be reviewed to see if the matches are properly attributed. 

 Scores below 15 percent: These papers typical include some quotes and few common phrases or blocks 

of text that match other documents. These papers typically do not require further analysis, as there is no 

evidence of the possibility of plagiarism in these papers. 

 Scores between 15 percent and 40 percent: These papers include extensive quoted or paraphrased 

material or they may include plagiarism. These papers should be reviewed to determine if the matching 

content is properly attributed. 

 Scores over 40 percent: There is a very high probability that text in this paper was copied from other 

sources. These papers include quoted or paraphrased text in excess and should be reviewed for 

plagiarism.  

GRADE CENTER INTEGRATION 

SafeAssignments are created with associated Grade Center items. The score is then recorded in the Grade 

Center. 

HOW TO SUBMIT A SAFEASSIGNMENT 

Note:  You can only submit a SafeAssignment once. If you would like to edit, delete, or resubmit a 

SafeAssignment, contact your instructor and request that they clear your first submission. 

1. On the Course Menu select the Content Area that holds the SafeAssignment, for example, the 

Assignments Content Area. 

2. On the Assignments page, look for the SafeAssignment and click View/Complete.  

 

3. On the Upload SafeAssignment page, optionally, type your comment in the Comment box. 

4. Click Browse to select a file to attach as your submission. 

5. Optionally, select the Global Reference Database check box to upload your paper to the Global 

Reference Database.  

Note:  Submitting to the SafeAssign Global Reference Database allows papers from other institutions to 

be checked against your paper to protect the originality of your work across institutions. 
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6. Click Submit. 

Note:  After you submit SafeAssignments, there is a slight delay between the upload and the availability 

of the SafeAssign report. Results are normally available within 10-15 minutes. 

 

HOW TO VIEW SAFEASSIGNMENT SUBMISSIONS 

Your submissions and the SafeAssign reports associated with submissions are viewable by accessing the 

SafeAssignment after submitting your paper.   

Note:  This option is only available if allowed by your instructor. 

VIEWING A SAFEASSIGN SUBMISSION 

1. Return to the assignment link in the Content Area that holds the SafeAssignment, for example, the 

Assignments Content Area. 

2. On the Assignments page, look for the SafeAssignment and click View/Complete. The View 

SafeAssignment page appears. This page includes: 

o Assignment Information: This section displays the name of the SafeAssignment and its 

description. 

o Submitted Work: This section provides link to the following : 

 Text: Select this option to view your paper and comments. 

 File: Select this option to download the submission. 

 Matching: The percentage listed is the percentage of your paper that matches other 

sources. Read the full report to determine if the matching is properly attributed. 

 SA Report: Select this option to view the full SafeAssign report. 

o View Grade: This section lists the grade given by your instructor. 

o Instructor's Feedback: This section lists any feedback, and provides links to open or download 

any files attached by your instructor.. 
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VIEWING A SAFEASSIGN REPORT 

SafeAssign Report provides detailed information about the matches found between your submitted paper and 

existing sources. The SafeAssign Report identifies all matching blocks of text. It is your and your instructor's 

responsibility to investigate whether the matching text is properly referenced or not. Detailing every match 

prevents detection errors due to differences in citing standards. 

1. Return to the View SafeAssignment page. 

2. On the View SafeAssignment page, click the green check mark link under SA Report. The SA Report 

provides extensive information to help you determine whether you are appropriately citing your works. 

This page includes: 

o Paper Information: This section lists data about the paper, such as the author, percent matching, 

and when it was submitted. This section also includes options for downloading the report, 

emailing the report, or viewing a printable version. Note that the printable version may be the 

most effective view of the report for those users that rely on assistive technologies to access 

Blackboard Learn. 

o Suspected Sources: This section lists the original sources that match sections of the submitted 

paper.  

 To display the original work, click on the source title.  

 To display the related phrase within your paper, click the magnifying glass.  
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o Paper Text: This section shows the submitted paper. All matching blocks of text are identified 

and numbered. Click a phrase to display the Source Comparison Window which provides a direct 

comparison between your paper’s phrase and the source document it matches. 
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INTERPRETING THE OVERALL SAFEASSIGN SCORE 

The overall SafeAssign score indicates the percentage of the submitted paper that matches existing sources.  

 

 Scores below 15 percent: These papers typically include some quotes and few common phrases or 

blocks of text matching other documents. 

 Scores between 15 percent and 40 percent: These papers include extensive quoted or paraphrased 

material or they may include plagiarism.  

 Scores over 40 percent: There is a very high probability that text in this paper was copied from other 

sources. These papers include quoted or paraphrased text in excess. 


