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Taking One At a Time Tests 
1. Once you are inside of your course, select the menu link where the test is stored. For this 
example, the test is located in the Assessments content area. Click Assessments.  
2. Once the Assessments content area is open you will be able to see all the tests available to you at 
that time. Select the title of the test to open the instructions page. 
 

 
 
 
The test instructions will appear along with other useful information. The instructor has the ability to 
show this information or not show this information. 

1. Description: A description of what the test may entail. 
2. Instructions: What steps are needed in order to complete this test. 
3. Timed Test: This test has a time limit. 
4. Timer Setting: If the instructor turns Auto Submit OFF, you will be notified when time 

expires and you may continue or submit. To continue, know that your test will be considered 
LATE. If the instructor turns Auto Submit ON, the test will submit automatically. 

5. Force Completion: If this option is checked by the instructor, this test must be completed in 
one sitting. If this option is not checked by the instructor, the test can be saved and resumed 
later. Caution: If the timer is enabled and Force Completion is not checked by the instructor, 
the timer will run even when you are not taking the test. If you get kicked out of the test, get 
back in and finish the test before time expires. 

6. Multiple Attempt: This test allows multiple attempts. 
7. Begin: Click the Begin button to begin the test. 
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The screenshot below shows what a one at a time test looks like. Each question and answer is loaded 
on a different page. 
1. Select an answer to the question. 
2. After you select an answer, make sure your answer saved. If the Save Answer does not 
automatically change from Save Answer to ✓ Saved, click Save Answer. 

3. After you save your answer, click the greater than icon ( > ) to move to the next question. Click 
the double greater than icon ( >> ) to move to the last question. 
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Make sure all questions are saved. Once you save the last question, select Save and Submit. 
 

 
 
A window will appear. Click OK to submit. 
 

 
 

 
A notification appears to let you know the test has been saved and submitted. Click OK to review 
result. 

 
 
Your results of the test open. Every instructor is different and may or may not include this test 
information. If you would like to receive test results (submitted answers, correct answers, etc.) 
please contact your instructor. 



 
 

Blackboard Questions? Contact the Center for Online Teaching and Learning 

Email: blackboard@govst.edu  Phone: (708) 534-4115 

 


