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Creating, Deploying, and Reviewing Blackboard Surveys 

Instructors and teaching assistants can create online tests and surveys in Blackboard. When a 
student submits a test, most questions are automatically graded and recorded in the Grade 
Center. Question types that will need grading are fill in the blank, essay, and file responses. 

Surveys function in many of the same ways as tests except, survey questions are not assigned a 
point value and are not graded. Individual survey responses are kept anonymous; results are 
aggregated and viewed through the Grade Center. 

Important: There are two steps to creating and sharing surveys with students, Step one is 
creating the survey and step two is deploying the survey. 

STEP ONE: Creating a Survey 

1. Access your Blackboard Course 
2. Make sure Edit Mode (upper right corner) is On 

3. In the Control Panel (below the course menu) select Course Tools to expand the menu 
4. Select Tests, Surveys, and Pools 

5. Select Surveys from the options presented 
6. Select Build Survey 

7. Survey Information: Type a descriptive Name for the Survey. 
8. Optional: Enter a Description and Instructions. (You will be able to add instructions 

later.) 
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9. Select Submit 

 
 

Add Questions to your Survey 

1. Before adding questions Review the Question Settings: Select Question Settings in 
upper right to control the options when you create survey questions such as ability to 
include images or files, and how answers are displayed to students. 

2. Select Create Question. You will be able to select the type of question you want to 
create from the list of question types. In this example we will select Multiple Choice. 
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3. Optional: Enter a Question Title. The question title is not seen by students. It is there to 
help instructors locate the question from the question pool created in Blackboard 

4. Enter the Question Text 
5. Select the Options for answer numbering, answer orientation, allowing partial credit, 

and showing the answers in random order 

6. Select the Number of Answers from the dropdown, enter the possible answer choices. 
The default number of answers is set to 4. If you want less than 4, click the ‘Remove’ 
button to the right of one of the answer boxes 
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7. Optional: Add a category, topic, level of difficulty, or topic to the question if desired. 
These items (all optional) help to categorize your questions in the question pool. 

8. Add Instructor Notes if desired. These are only seen by the instructor and teaching 
assistants. 

9. Select Submit to return to the Survey Canvas. OR, select Submit and Create Another to 
create another question of the same type. 

10. Repeat these steps until you have added all the survey questions. Note that each 
question type will have slightly different steps. Review all the question type guides at 
Blackboard Help Question Types 

Want to learn more? Visit Blackboard Help Survey Create and Add Questions 

Review your Survey 

1. You can drag and drop the questions into a different order. 
2. Edit any survey questions by selecting the down arrow beside the question title. 

Edit your Survey 

1. Access your Blackboard Course 
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2. Make sure Edit Mode (upper right corner) is On 
3. In the Control Panel (below the course menu) select Course Tools to expand the menu 
4. Select Tests, Surveys, and Pools 
5. Select Surveys 
6. Select the down arrow beside the survey you want to edit and select Edit 

STEP TWO: Deploying the Survey 

1. Access your Blackboard Course 
2. Make sure Edit Mode (upper right corner) is On 
3. In the left menu, navigate to Assignments 
4. Hover over Assessments to show the dropdown menu and select Surveys 

5. Beside Add an Existing Survey select the survey to be deployed 

 

6. Select Submit 

SURVEY INFORMATION SECTION 

7. The Survey Name will be the name you gave the survey, you may keep or change 
8. Add a Description (instructions) 
9. Open survey in new window is No 
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SURVEY AVAILABILITY SECTION 

10. Make available to students should be set to Yes, otherwise students will not be able to 
access the survey. 

11. Optional: Add a new announcement for this survey. The Announcement will include the 
description and a link to the survey. 

12. Optional: Multiple attempts: Select nothing to allow for one attempt; Select Allow 
Unlimited Attempts; Select a specific Number of Attempts. 

13. Optional: Force Completion, students must complete the survey in one sitting, if they 
leave the survey, they will not be able to return to the survey. (Not recommended) 

14. Optional: Set Timer to limit how much time students have to complete the survey. This 
will track how long a student spends on each question and on the survey. Auto Submit 
will automatically save and submit the survey when the time expires. 

15. Optional: Enter dates and times in Display After and Display Until to limit the 
availability of the survey. 

16. Optional: Password to access the survey 

mailto:sais.odl@jhu.edu


SAIS Online and Distance Learning | sais.odl@jhu.edu | 202-663-5959 Page 7 

 
 

 

 

 

SURVEY AVAILABILITY EXCEPTIONS SECTION 

17. As Needed: Adjust setting for specific students as needed. For example, a student may 
let you know they are eligible for extra time on timed surveys, use this to extend the 
time for individual students. 

DUE DATE SECTION 

18. Optional: Enter a Due Date. Any surveys submitted after the due date will be marked 
late. You may also choose to not allow students to start the Survey after the due date 
has passed. 
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SHOW SURVEY RESULTS AND FEEDBACK TO STUDENTS SECTION 

19. Choose when and what type of feedback to give to students upon completion of the 
survey. Up to two rules can be set. 

a. Status: Show status to students. 
b. Answers: Show all possible answers, correct and/or submitted answer to 

students 

SURVEY PRESENTATION 

20. Choose how the survey is presented and whether to randomize questions: 
a. All at Once presents all the questions on the same page, which is good for short 

surveys. 
b. One at a time presents one question at a time, which is good for longer surveys 

and surveys with short answers/essays. 
c. Prohibit Backtracking prevents students from changing a saved answer. 
d. Randomize Questions presents the questions in a different order for each 

student. 
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21. Select Submit to Save and Deploy the survey. 

Want to learn more? Visit Blackboard Help Deploy Surveys 

Reviewing the Survey Responses 

When students submit a survey, the responses are stored in the Grade Center where they can 
be viewed and downloaded. 

1. In the Control Panel Select Grade Center to expand the menu 
2. Select Full Grade Center and locate the column with the survey you want to review 

a. Submitted surveys will appear in the grade center as a checkmark so you can 
easily see who has completed the survey. 

b. Surveys are anonymous, so you will not be able to see induvial answers 

3. View the survey responses by selecting the down arrow beside the column header. 
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 Attempts Statistics: Displays the number of attempts and the distribution of student 
responses for each question. 
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 Download Results: Compile the questions and answers in a spreadsheet to review 
offline. when you download survey results, the results won't include any information 
that identifies each student. Downloaded survey results don't include statistical 
information. 

 Column Statistics: Displays the overall class performance on the Grade Center. Lists the 
number of submissions for the item that are in progress or need grading 
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