
 

 

 

Uploading Test Multiple Choice Questions into Blackboard 

You can input your questions and answers into excel, then have a version of this imported 

into blackboard as a pool, to save time on cutting and pasting each individually. 

(NB: Only copy and paste the actual question text and answers, DO NOT copy and paste the 

associated numbering), numbering can be added later on BB) 

Step 1: Input into the spreadsheet carefully: 

 

The row spaces between each question are OK, but you must ensure each line with the MC 

has a question, 3 wrong answers and 1 correct. If you want to provide partial credit for 

answers, this is still possible a little later, once uploaded. The excel setup we provided caters 

for 4 answers to the question, one of which is correct (which in the excel sheet is always the 

final answer). Once these are uploaded to BBD, the appearance of the correct answer can 

be randomised, so that they will not always be the fourth one. You can also increase the 

choice of answers (from 4 to 5, say) by adding another column to the spreadsheet. If you 

need help with this ask the eLearning team. 

 

 

 

 

 

 



 

 

 

 

 

 

Step 2: Save the spreadsheet as a tab-delimited TXT file: 

 

 

You may get this question when you do so, if your spreadsheet had multiple sheets: 

 

Step 3: 

Please note: It’s advisable to review your .txt file before continuing with the upload 

process. There may be occasions were BBD will not accept the file due to format 

problems. This is explained in the BBD guide. For basic MC questions, the required 

structure is (as used in the excel sheet we are providing for you) is: 

MC TAB question text TAB ans1 text TAB incorrect TAB ans2 text TAB incorrect TAB ans3 text 

TAB incorrect TAB ans4 text TAB correct 

Any additional tabs with throw the system.  

 

https://help.blackboard.com/Learn/Instructor/Tests_Pools_Surveys/Reuse_Questions/Upload_Questions


In short, we advise you review your .txt file before uploading as you can adjust for any 

incompatible appearances. This may be needed when the question or answers are lengthy 

and perhaps include a numbered list or anything involving tabs.  

For example: The following Q (in red) was simply copied and pasted from a word doc, but 

included line spaces and numbered list.  

 

Converting this to a .txt file resulted in the following: 

 

In addition to the tabs required, tabs appeared (shown in red) between some of the 

words/numbered list which if submitted into BBD in this format would be rejected. Best to 

review the more “complicated” wording to replace all such tabs with spaces. Unwanted 

Tabs are identified by moving your cursor using the arrows. Where there is a “jump”, that’s 

a tab.  

Step 4: 

In Blackboard course tools, select tests, surveys and pools, and choose the pool option: 



 

Step 5: 

Choose to build a pool: 

 

  



Step 6: 

Give your pool a title and submit (no need for description/instructions): 

 

Step 7: 

Now select “upload questions”: 

 

  



Step 8: 

Browse to the location where you saved your .txt file from step 2 and select this: 

 

You can opt to select the marks per Q at this stage, although it’s easily altered later in pools: 

 

Your questions should now be uploaded into the pool: 



 

 

Step 9: Now you can edit these if needed: some  may have quotation marks (not sure why!). 

In this case there was one to edit:  

 



Step 10: Edit each question. You should select the random order for answers, and may want 

to include a title to identify which question set you want the Q to appear in. This may not be 

required  but would be advisable at this stage. 

 

 

Once you finish applying the relevant setting (e.g. randomising, etc) to all your questions, 

the next stage is to create a TEST, please follow the instructions on section B (page 3) in 

Online Exam (MCQs) - Blackboard Setup Guidance  

https://online.manchester.ac.uk/webapps/blackboard/execute/content/file?cmd=view&mode=designer&content_id=_11393083_1&course_id=_1027_1

