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Note: Follow the instructions in the Installing & Configuring Respondus document to setup
your server connection before attempting to Retrieve Questions.

Retrieving the Questions

To retrieve or import your Blackboard Learn test questions into Respondus:

1. Double-click the Respondus 4.0 Campus-Wide icon on your desktop or through the Windows Start
menu. Respondus will open and display the Start page.

2. Click the Retrieval & Reports tab.

I Respondus - Untled i st B [P
File Edit View Help
L 1) 7
e Retrieval
£ ! g & Reports
Retrieve Questions '?
DO 2
Retrieve Use this option to refrieve guestions from a Blackboard senver and create a new
[ " " 5 Respandus file
Retrieve Questions Questions
I D D

3. Then click the Retrieve Questions button.

4. The Retrieve Questions Wizard is displayed.
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1. Choose an existing server, or "add new server” to add settings information for a new server
Blackboard Server. [Blackboard Leam Server -] ‘—(D
Seftings: [Server: bb.clemson.edu - Edit Settings
Server Port 443

(Secure Server. all pages HTTPS)
User memarsh

2 Press [Nexi] to connectto server

7
<Back I Next> }l Cancel | Help ‘
5. Select the Blackboard Server to download the test from.
6. Then click Next.

7. Select the Blackboard Course or Workgroup where the test resides from the Choose Course to
Retrieve from drop down list.

1. Choose Course to Retrieve from

Business Writing ‘-—ku ﬂ

2. Selectan Exam or Pool

Survey questions can only be retrieved in Blackboard 7.1 and higher, because older
versions can't export survey pools:

@ Exam  [State Capital Quiz ‘—@ =]
C Suvey | =1
" Pool [ =l

3. Enter a name for the new file

‘S‘a‘e Capital Quiz Q—@

4. Press [Next] to retrieve from server

¥

<Back Next > Cancel Help

8. Select the Exam radio button.

9. Then select the Quiz/Exam/Test to download from the available drop down list.
10. Enter a name for the new file in the field provided.

11. Then click Next. The test will begin downloading.
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Respondus - State Capital Quiz.rsp -

\Fne Edit View Help

CEaEE "

Retrievall

Reports

Retrieve Re

Respondus 4.0.2.04 July 1,2010
- Start Blackboard 9.x Retrieve

Exam: State Capital Quiz
Document: State Capital Quiz

* Downloading Exam
2 Respondus

* C.

/B, File Saved.

Cancel

Help

12. Once the file has completed downloading, click the OK button.

13. Then click the Finish button.

Printing the Test through Respondus

To print the test through Respondus:

1. Once you complete the steps for Retrieving the Questions, click the Preview & Publish tab.

-— —

ﬂ Respondus - State Capital Quiz.rsp

e

‘File Edit View Help

HY | @@ B 75 U|x

(“start " Edit

1)E @ edia | Drower Edit | B

Retrieval
& Reports

Preview

Pl
Settings A

Blackboard 6.3 - 9.x

i

Print Options

Preview &
Publish

Preview:

T ——
Publish to Blackboard

word processar,

1. Selectformat:

pdate Seftings

Print Options |

® Exam

Settings |I( 3 '
Seftings
Settings

(" Exam with Answer Key

" Answer Key only

2. Top of Page Contents (Headers)

e Selectrom the options below, then either printthe document or save itto a file for additional formating using &

-nao headers -
EditHeaders

Presvigw

Da not Randornize hd

[~ Apply Randeorm Blocks fram Setings

3. Randormize Questions

[~ Randomize question order (including Random blocks if applicable)
[ Randomize answer chaices within each question

[ Group questions by type (Multiple Choice. stc)

4. Questions to be included:  fram

o (leave blank ta include all)

Print Preview
2. Then click the Print Options tab.

Sawe to File Send to Printer
1

1
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Option A — Print Preview
From the Print Options page:

1. Select the Exam radio button to print only the exam.

2. Select the Exam with Answers to print the exam with the answers.

3. Select the Answer Key Only to print the answers only.

4. Then click the Print Preview button to see what the test will look like when it is printed.

m— o
Copyto Cliphoard

1. Select the state that the flag represents. -

1. Arizona .
2. Rlaska 3
3. Connecticut

4. Hawaii

| [2. Knoxville is the capital of Tennessee. i

a. True
b. False

Enswer:

5. From the Preview screen you can click Copy to Clipboard and then paste the text of the test into a
word processing document.

6. You can click OK to return to the Print Options page.

Option B — Save to File
From the Print Options page:

1. Select the Exam radio button to print only the exam.

2. Select the Exam with Answers to print the exam with the answers.
3. Select the Answer Key Only to print the answers only.

4. Then click the Save to File button.
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E Respondus - State Capital Quiz.rsp

=]=] =% |

File Edit View Help

Preview &
Publish

word processor

CIE 7
st Edit ) Settings (EETAARN Niieal, Blackboard 6.3 - 9.x
™ =ra]

Selact from the oplions bslow, then sither print the dacument or save itto a file far additianal formatiing using a

Preview 3
T e ] I Save toFile

==

Mindate Cottinme
Update Settings

Savein: | | respondus tests

-

Save astype ‘MlcvusoﬂWurd file (.doc)

| e EcrEr

Name Date modified
ﬂj state capitals.doc 7/26/2010 10:53 4

-
«| 1 3 i
File name: |state capitals 2.doc

[~ Group questions by type (Multiple Choice, etc)

4. Questions io beincluded:  fram

Save fo File

Print Preview |

to (leave blank to include all)

Send to Printer |

-

[

5. Enter a name for the document in the File Name field.
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6. From the Save as type drop down list, select the file format to save the test/quiz. The options are:
Microsoft Word file (.doc), Rich Text file (.rtf), or Plain Text file (.txt).

7. Then click the Save button.

Option C — Send to Printer
From the Print Options page:

1. Select the Exam radio button to print only the exam.

Select the Exam with Answers to print the exam with the answers.

2
3. Select the Answer Key Only to print the answers only.
4

Then click the Send to Printer button.
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E Respondus - State Capital Quiz.rsp

- p—

[File Edit View Help
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" settings (FCTTINN Saiea Blackboard 6.3 - 9.
Preview & . — ‘ b
Publish Print — s A w——— u atiing using a i
Preview
Publish to Blackboar || AR
Update Settings Name: Mipp://130.127.9.101\ETS03 - Properties.
Type: HP Universal Printing PCL 6 I
Where: Brackett Hall
Comment
~Printrang Copies -
® Al Number of copies; m
 Pages  from: o ]
(" Selection _1};@ 123 2 ez
Cancel
[~ Group gquestions by type (Multiple Choice, etc)
4. Cuestions to be included:  from ,_ to (leave blank to include all)
Print Preview | SavetoFile | Send to Printer I LA
5. The Print dialog box is displayed.
6. Select the Name of the printer to use.
7. Then set your Print Range and Copies.
8. Click OK.
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