Blackboard

 Student Test-Taking Recommended Practices

· Do not wait until the last minute to take exams; if you experience technical problems, they will take time to be resolved. 

· Allocate ample time and ensure no distractions during this time period. 

· Ensure you have a reliable Internet connection. 

· Avoid using a wireless Internet connection (even a slight interruption in your connection will cause problems with the test).

· Use the Mozilla Firefox browser for test-taking (a download link is on the NTC web site at http://www.ntc.edu/downloads.html - If you use America Online (AOL) to access the Internet, once the connection is made, minimize the AOL window and use Firefox.
· Close all other applications, especially instant message applications. 

· Maximize your browser window and do not resize or refresh during the exam. 

· Read instructions carefully.

· If a test is set to open in a new window, a pop-up blocker may prevent it from opening; hold down the Ctrl key and click the test link to open the test.
· Do not enter the exam until you are ready to take it or you may be locked out of exam. 

· Do not double click exam links or buttons (single click only). 

· Do not answer any questions until entire exam has loaded. You can follow the downloading of an exam by monitoring the browser's Status Bar Indicator at the bottom of the browser window. 

· Once you have entered an exam, do not leave it until finished. 

· Do not click anything in Blackboard outside of the exam area. For example, do not click any Blackboard menu links such as Learning Plans or Announcements. 

· Do not use the return/enter key or browser navigation buttons such as the Back or Forward buttons; use buttons provided in exam. Avoid clicking extra features on a mouse such as buttons programmed for going back or forward on Internet pages.

· When using a mouse with a scroll wheel: (1) click on your answer, (2) click on a blank spot in the test, (3) then scroll down; this will avoid scrolling to a different answer from the one you selected. 

· Do not attempt to print the exams.
· If you must navigate between applications use keyboard commands (e.g. Alt-Tab in Windows). 

· Type and save answers to essay questions in a word processor or Notepad (on PCs, click Start > All Programs > Accessories > Notepad), then copy and paste the answers into the text fields provided for each essay question in Blackboard. This way, you have a copy of your answers just in case you lose your Internet connection and need to re-take the exam. 

· When your exam is presented one question at a time always use the Save button before you go to the next question. If Backtracking is allowed, you can quickly move to a previous question by clicking on the small triangle in front of "Question Completion Status" to reveal and click on the question number.  Do not use the Back button on the browser.
· When your exam is presented with all questions showing, avoid using the Save button adjoining the question; instead click the Save button at the bottom of the page after you have answered every two or three questions. This helps keep the test active.
· Select Submit and not Save when you are finished with the exam. Only Submit will send the completed exam to the instructor. 

· Click Submit only once. If your Internet connection is slow, you may think the quiz is not being sent. Wait at least 3-5 minutes for a confirmation that your quiz was received. The quiz must be sent, scored, and the results returned to you. 

· If you experience difficulty, immediately notify your instructor and the Student Help Desk: 1-715-803-1160. (The Help Desk will not clear attempts unless they have specific permission from the instructor.) 
