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Retrieval of Blackboard Exams using Respondus

In this tutorial, faculty will be able to retrieve a Blackboard Exam using Respondus 4.0 to save
as a Word document for editing and archival purposes.

1. Open Respondus 4.0 and click on tab, “Retrieval & Reports”.

If you have not installed the Respondus 4.0 software, go to http://experts.missouristate.edu/ to
find instructions to download and configure the software for your computer.
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2. Click the button “Retrieve Questions” to retrieve questions from the Blackboard server and
create a new Respondus file from the Retrieve Questions Wizard.

If you have used Respondus to upload exams, pools, or surveys to Blackboard, then use your
preconfigured server settings for this section. Otherwise, go ahead and create your settings
information for a new server connection to Blackboard.

Retrieve Questions: Wizard

[s2]

Blackboard Server:

Sethings:

1. Choose an exizsting server, ar "add new zerver’’ to add settings information for a new server
by Bb Courses ;I
Server. blackboard. mizzouristate edu - Edit Settings |
Server Port; 80
IJzer

[Uzer/Pazsword will not be zaved.)

2. Press [Mest] to connect to server

Back I et Cancel Help

3. Enter your login information to connect to the Blackboard server.

Enter login information

Becauze the "remember my uzer name"
box was not checked. pou must twpe in user name and
your uzer name and pazsword each time.

Your system-provided

password

|lzer name I

Paszword I
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4. From the next screen, choose the course where your exam resides.

-
Retrieve Questions Wizard L ﬁ

1. Choose Courze to Retieve fram

AGPI93:Combined-Fall -
2 |Bb Learn Template 1 - *Web-enabled Courze
BER_Development Courze
BER_Intermediate Algebra Choose the
BER_PSv307 - EBlended
BMS494-002Fa11: Seriar Seminar in CME Blackboard course
BI15550-EU5E50-Lebw550-LawER0: Combined-Fal1 that has your exam
BILIS550-EUSE50-LeawB50-LAWESD: Combined-Fall !
CHRI07-001-Fal1: Chemistry far the Citizen questions
CHRT07-001-5u171; Chermistryp for the Citizen

3 Courze Import BER

" | Courge Impart Demo

e plmaigia Bl

CRI340-3993-Fa11: Rarch Mthds: Crime & CrnncJust
CRM350-393-Fal1: The Police in American Society e

4. Presz [Mext] to retriese from serser

Back I M et I Cancel Help

All courses in which you are the designated instructor will appear in the dropdown list. Choose
the specific course where your exam resides.
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5. Select the exam or pool you wish to retrieve.

Retrieve Questions Wizard ' g

1. Choose Courze to Retieve fram

CourseBER_100 |

2. Select an Exam or Pool I

& Exam  |CRM_Test

" Survey | Cim320_Testh
CRM370_Test2
i Pool CRM370_Test3

Exam 2

4. Presz [Mext] to retriese from serser Your designated exam

Back I M et I Cancel Help

From this screen you can also choose pool of questions or survey to download. If you need all,
you will need to do the retrieval one at a time.
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6. Enter a name for the new file you are creating for your Blackboard exam retrieval.

Retriewe Questions Wizard @

1. Choose Courze to Retrieve fram

| CourseBER_100 |

2. Select an Exam ar Paoal

&+ Exam IEHM_T et d
 Survey I j
" Pool I ;I
3. Enter a name for the new file I
|CRM350_Test
Type a name for the
4. Press [Mext] to retiewve from server file. You can always

change the name

when saving to a

Word document.

Back M et Cancel Help

Click “Next” to retrieve your exam from the Blackboard server.
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7. Respondus will now check your Blackboard settings for your chosen course and download the
exam.

E\'E Questions Wizard | 22 |

Respondus 4.0.4.01 August 17, 2011
- Start Blackboard 3.4 Retrieve -

Respondus shows the

questions in
Exann CRM_Test .
Document: CRM350_Test increments of 5. All 30

uestions have been
* Checking for Bandom Blocks q

retrieved in this case.

* Diovwnloading E #am

* Corvverting questions
[uestion &

Cuestion 10 -
Question 15 Respondus u
[uestion 20
[uestion 25
[uestion 30 _
: l; File Sawed,

Back Finizh Cancel Help

A popup with the message “File Saved” will appear indicating download has successfully
completed. If there are any errors in the download, the “Retrieve Questions Message” screen
will show the errors. Restart through the retrieval process to correct the errors.

Click “OK” to complete the process. Then click “Finish” to close the “Retrieve Questions
Wizard”.
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8. You are now in the Respondus software. Click on the tab “Edit” to view the downloaded
exam questions.

m Respondus - CRM3IS0_Test.rsp EI@

File Edit Wiew Help

=N

| %2 x| & < | EIMedia | QDPowerEdit | 7

Settings " Fouelcn | & Reors Blackboard 7.x - 9.x

Edit Questio..- ille Choice 2|

1. Title of Question I

Multiple Choice

True and False

2. Question Wording [~ Randomize answers

T A |
Essay///Short Answer,

Matching

General Feedback I [~ Feed

Ordering
Fill'in the Blank

You can click here to

review each
Multiple Answers P

question.

Calculated

More =

=]

%" Test Bank Natwork

[ =] 1.00 5

Add to End of List | Inzert into List | Clear Form | Preview

[uestion List Expanded View | Total lterms: 33 Paints: 33.0

# | | _ATitk Format | Points | Question Wording | ﬂ

1| P g The majority of o: Mult. Choice 1.0 The majority of offenders behind bars [img; "jail2 jpg" "Picture of a Policeman"] are

2 P g Which of the follc Mult. Choice 1.0 Which of the following statements 15 true about mentally dishobed tunates in prison

3 P g Older offenders ser Mult. Choice 1.0 Older offenders serving prison sentences

4 P g & major trend whir Mult. Choice 1.0 A major trend which as resulted in over 20% of offenders serving sentences of 23 years or more is
i P g A1 of the followin Mult. Choice 1.0 AD of the following are characteristios of commmuty based corrections except j
| Search | Advanced Search

You can preview each question, as well as edit each question for accuracy.
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9. To download the exam questions into a Word document, click on the tab
“Preview & Publish”.

m Respondus - CRM3IS0_Test.rsp EI@

File Edit Wiew Help

H b | c}{? é | B 7~ 0O | Xz XF | £ <H» | a]Media | & Powver Edit | ?
Start Edit Settings Erg\mt;sh Retrieval

& Reports
Preview & Preview %]
Publish
Preview
Publish to) Blackboard

Blackboard 7.x - 9.x

Befare publizhing your Respondus fille to the server, it iz
recommended that pau "preview' the file. |n the preview mode,
the Respondus file remaing on your hard drive and an Intermet
browzerlike window is used to view it.

Preview
the File

e ; .
Undate Settinas If pou want to make changes to the Respondus file, click the
= v \modify item' button from within the preview task. You will be
Brint Options . rned to the preview task once the change has been made.

Click this button to

review all questions.

Here you will be able to print the exam questions or save as a Word document.

Click the button “Print Options”.

Missouri State University | Respondus — Retrieval of Blackboard Exams _



Faculty Center for Teaching and Learning Instructional Design

10. Click the button “Print Options”.

ﬂ Respondus - CR3IE0_Test.rsp EI@

File Edit ‘iew Help
n ":}'| .x: E| B 7 Hlxg )(E|E <H>|ﬁ]Media |@P0werEdit|‘?

(stat “Edit " Settings (FCRATER e Blackboard 7.x - 9.x

Preview & Print Options il

Publish Select fram the options below, then either print the document or save it to a file for additional formatting

' . S| Vsing & word processor.
Preview:

1. Select format:

' Exam Seftings |

T ST T
Publish to| Blackboard

Update Settings

Print Options  Exam with Answer Key Settings | Click to name and
 Anzwer Key only Settings | save your retrieved

Blackboard exam as a
Word document.

2. Top of Page Contents [Headers)

: - no headers -
Edit Headers |

Preview

3. Randomize Question: IDo not R andomize 'I

™ Apply Random Blocks from Settings

[T Randomize question order [including Fandom blockff if applicable]
[T Randomize answer chaices within each question

[ Group questions by type [Multiple Choice, etc.)

4. Cuestions to be included: from [ leawe blank to inchude all )

Print Preview Save to File Send to Prirter

v"In the print options, faculty can choose exam or exam with answer key, or answer key
only.

v Faculty can add headers to this document if required. Otherwise add no headers.

v’ Faculty can also just save or print questions from a range. Otherwise leave this section
blank to download all questions.
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11. By clicking on the button “Print Preview”, a view of the output will be seen. You will see a
“Copy to Clipboard” button that allows for the document to be copied to several different
productivity software.

Presiewny X

Copy to Clipboard | QK

1. The majority of cffenders behind bars [img: "Jj=il2.jpg™ “Picture of a FPoliceman™] =

are
a. Young mwales
b. Mentally ill
c¢. Not likely to be recidivists
d. 411 of the ahowve

Arswer:

2. Which of the following statemehts is true about wentally disturbed inmatces in

prison

a. The majority are not guilty by reason of insanity

12. By clicking on the button “Send to Printer”, the document will be sent directly to your
configured printer. Click “OK” to print.

Print 3

Printer

M arne: HP Uriverzal Printing PCL B ﬂ Froperties. ..

Status: Ready
Type: HF Univerzal Printing FCL &
Where:  1SBEOD

Comment;
Print range Copies
Al Murnber of copies: 1 :
~
-
o 1 »}2l| 3|3

k. Cancel
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13. To save the exam document as a Word file, click the button “Save to File”.

ﬁ Save to File

Save I B Desktop

Shortout

3 kurzaeil 2000 Pending &udio
ﬂ 687 beytes Type the name of your

| Word document.

irmages
| File falder

L} | InstellTemp

File name: I 4 | Save I
Save as type: | Microsoft word file [ dac) | Cancel |
Microzoft word file [ doc) :

Rizh Text file [rif]
Flain Text file [tk

You can also save the exam as a Rich or Plain text file.

14. Click “Save”.

Respondus @

n File Saved.

018 |

Conclusion:

You have now completed the process to retrieve a Blackboard Exam using Respondus 4.0 to
save as a Word document for editing and archival purposes.
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