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Uploading TABS to Your Blackboard Site 
 

 
1. Right-click TABS.zip. Note: You should not open this fi le. You will only need  

to save it on your computer and then upload it to your Blackboard site. Here’s how. 
 

 
2. When the menu box displays on the page, select Save Target As (or Save Link As). 

 
a. In the Save As box that displays, the Zip folder may automatically appear in the Save in 

field, or you may browse to find the folder you want to save the TABS.zip file in.  
b. When you’ve determined where the file should be, click save. 

 
 

3. When the Download is complete, click close. 
 

4. Log into Blackboard, then 
a. Go to the Control Panel of your course 
b. Click Pool Manager (not Survey Manager 

 
5. On the Pool Manager page, click Import. 

 
6. On the Pool Import page, select Browse and locate the TABS.zip file that you saved to your 

computer in steps 1 and 2. 
 
 
 
 
 
 
 
 
 
 
 

7. Select the TABS file and click Open. 
 

 
 

Select Browse and 
locate TABS.zip 
file. 
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8. The selected TABS file should now appear in the Pool to Import field. Click Submit. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

9. The Pool Import Complete page will display, confirming that your TABS file has been 
imported. Click OK. 

 
 
 
 
 
 
 
 
 
 
 
 
 

10.  The Pool Manager page will display. Return to Control Panel. 
 
 
 
 
 
 
 
 
 

The TABS file should 
appear here. 
 

Click Submit. 

Click OK. 

Click Control Panel. 
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11.  At Control Panel, click Survey Manager. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

12.  On the Survey Manager page, click Add Survey. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

13.  On the Survey Info  page 
a. In the name field, enter “Teaching Assessment by Students.” 
b. Add text in description and instruction fields. (Enter the same text in both fields) 

Recommended text: 
Students:  
Your responses to the Teaching Assessment by Students Survey (TABS) 
will let me know how we are progressing toward the course objectives and 
your opinions about how the course is designed. Blackboard will only put a 
check next to your name in the Gradebook, telling me that you took the 
survey; it absolutely will not assign your name to your responses. It should 
take no more than 10 minutes. Be sure and choose Submit when you are 
done. The survey will be available until ***. Thanks! 

c. Click Submit. 
 
 
 
 

Click Survey 
Manager. 

Click Add Survey. 
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14.  On the Survey Canvas page 

a. Expand the drop down menu by clicking the arrow. 
b. Select From a Question Pool or Assessment. 
c. Click Go. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

15.  On the Search Pools and Assessments  page 
a. Under Pools, select Teaching Assessment by Students  
b. Under Question types, check All. 
c. Click Search. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

C. Click Go. 

A. Expand the  
drop-down menu. 

 

B. Select From a 
Question Pool or 
Assessment.  
 

1. Select Teaching 
Assessment By 
Students. 

2. Check All. 

3. Click Search. 
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16.  On the next Search pools and Assessments  page that displays check boxes next to the 
questions you want to include in the survey. Then click Submit. 

 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

17.  Repeat step 14. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Check the boxes for 
the questions you 
want to include. 

Click here for the 
next group of 
questions. 
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18. Check the questions 21-40 that you want to include in the survey, then repeat step 14.  Check 

questions 41-41, then repeat step 14. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

19.  If desired, make changes in the ordering of the questions you selected: Use the drop-down 
menu next to the question to be reordered, and select the new number. The question will 
automatically be inserted at that number in the sequence. 
On the new screen that displays, click OK (at bottom of page). 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Check questions to 
be included. 

Click to display 
question 41. 

Click Submit. 

Question #3 will 
become question #5. 
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20.  On Survey Manager page, click OK. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

21.  Go to Control Panel and choose the Content Area you want to deploy the survey in. 
 
 
 
 
 
 
 
 
 
 
 
 
 

22.  In the Select drop-down menu, select Survey (the default is Learning Unit), and click Go. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Click OK. 

Choose a Content 
Area from which 
students will access 
survey. 

Select Survey. 

Click Go. 
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23.  On Add Survey page, select Teaching Assessment by Students , and click Submit. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

24.  The Survey Added page will confirm that the survey has been successfully added to your 
site. Click OK. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

25.  On the Modify Survey page that displays, click Modify the Survey options. 
 
 
 
 
 
 
 
 
 
 
 
 
 

Select TABS. 

Success! 

Click OK. 

Click Modify the 
Survey options. 
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26.  On the Survey Options page, select when you want the survey to display, add 

announcements, etc., and click Submit. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

27.  The Survey Options Modified page will confirm that the survey options have been 
successfully added to your survey. Click OK. 

 
 
 
 
 
 
 
 
 
 
 
 
 

Select when the 
survey will be 
available to 
students. 

Click Submit.  

Success! 

Click OK. 
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28.  On or after the date you set for TABS to display to students, visit the Content Area through 
which students will access the survey and check availability. 

 

On or after date 
survey will be 
available, check 
Content Area you 
selected. 


