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How to Export and Import a Blackboard Exam 

You can share Blackboard exams among more than one course. If you already have an exam in 

one course and would like to use it in another course, you will need to export it out then import it 

into the new course. 

Note: If the exam is in neither courses it may be more efficient to import it through the 

Respondus Test Generator and deploy them into both courses at once. 

How to Export an Exam from a Blackboard Course 

1. Log into the course which has the exam. 

2. Expand Course Tools in the Course Management section in the left pane. 

3. Click on Test, Surveys, and Pools. This section is now open in the center of your screen. 

4. Click on Tests and a list of tests will appear. 

5. Hover the mouse over the test you wish to export. 

6. Click on the drop down chevron arrow to the right of the test and the click Export to 

Local Computer. 

7. Look at the bottom left of the screen; you will see a zip file. Click on it and the system 

will bring you to its location. You will need to know this for the import. 

How to Import an Exam into a Blackboard Course 

1. Log into the course which has the exam. 

2. Expand Course Tools in the Course Management section in the left pane. 

3. Click on Test, Surveys, and Pools. This section is now open in the center of your screen. 

4. Click on Tests and the Tests page will appear. 

5. Click on Import Test 

6. Click the Browse My Computer button in the Test Import section. The Open dialog box 

will appear. 

7. Browse to the location of the Zip file then double click on it. Your zip file will be listed 

in the Selected File section. 

8. Click the Submit button. 

9. Verify that you receive the Test Import Complete message. Click OK at the bottom right 

of the screen. 

 

 

 

Warning 

Google Chrome was used to create these instructions. If you are using a different browser, the 

instructions may differ. Please do not use Internet Explorer for Blackboard. 


