How to Export and Import a Test in Blackboard

Exporting a test is beneficial for copying a test to another course, creating a back-up of
the test, and for sharing the test. The exported test is saved as a Blackboard specific ZIP
file, which can only be used to for importing into another Blackboard course. The exported ZIP file does
not contain a viewable copy of the test in an environment outside of Blackboard. The ability to
export/import tests is pedagogically useful because it helps users reuse and refine tests that they
develop when teaching over different semesters or with several sections.
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w Control Panel
b Content Collection 1. From the course’s control panel, click Course Tools, then click Tests,
~ Course Tools Surveys, and Pools.
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3. Locate the test desired for exporting, click the drop- Tests are a means of assessing student performance. More Help
down arrow next to its name, click Export. TR
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4. The “Save” window will open. Name the file appropriately. Save the file to your computer’s
hard drive in an easy-to-find location (Desktop, Documents, etc.).



IMPORT A TEST

¥ Control Panel 1. From the course’s control panel, click Course Tools, then click Tests,
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3. Click the Import Test button. Tests
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4. Click Browse My Computer. ~ TEST IMPORT
Click Browse to locate a file to import.
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5. A new window will open. Locate and select the exported test file on your computer, click
Open.

6. Click Submit.

You will receive an email notification when the import is complete.
To make sure the test has imported properly: go to control panel > course tools > tests, surveys,
and pooils, then click Tests. Your imported test should now be listed.



