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How to “Workaround” to Publish Exams to Blackboard with Respondus 4.0 

Respondus 4.0 is a test generating software which allows you to import questions from a text file or 
word documents. Respondus allows you to create many different question types. This document will 
take you through a way of working around the Respondus program not connecting with Blackboard 
issue. First, you will import the questions into Respondus; then you will save the file and manually 
publish the exam to Test, Surveys, and Pools in your Blackboard course. Then you will need to deploy 
the exam in Blackboard for your students. 

Import a text file into Respondus 

These instructions are for importing a test file. You may import a word document. However, fewer 
issues occur with text files. If importing a word document, between steps 3 & 4 below, change the type 
of file to a word document. 

1. Double click on the Respondus 4.0 campus icon. 
2. Click the OK button on the Missing 

Folder dialog box. See Figure 1.0 
3. Click the Import Questions button 
4. Click the Browse button to the right of the 

File name: field. 
5. Browse to where your exam text file is 

located and select it. Make sure the name is 
now listed in the File name: field. 

6. Type the name of the Exam in the Create a new 
document, named: field. 

7. Click the Preview button. 
8. Verify that there are no warnings displayed in 

the Preview Results window. See Figure 2.0. 
Note: if you do have a warning about 
“Duplicate question titles” this warning is ok. 

9. Click the Finish button. 
10. Click the OK button when the File Saved 

prompt appears. 

  

Figure 1.0 Missing Folder Dialog box 

Figure 2.0 Import Questions Preview Results window 
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Preview Questions and Save the Exam file to Manually Upload Into Blackboard. 

Currently, your exam is still located in Respondus as a Respondus Project. First, you will want to 
preview your questions to make sure that they are as intended. Then you will be ready to save the file to 
manually publish the exam into your Blackboard course. 

1. Click on the Preview & Publish Tab. 
2. Click the Preview the File button  
3. Preview the question to make sure it looks right and click the Next button to preview all of the 

questions. Note: If you see an error in a question you may click on the Modify Question button 
to fix the error. 

4. Click the Close button when you have previewed all of the questions.  
5. Select the Publish to Blackboard menu on the left. 
6. Click the Publish Wizard Button and the 

Publish Wizard dialog box opens. 
7. Select the button “Save pool to local file 

for manual uploading.”  
8. Click Next. 

 

 

 

9. Save as (name 
the exam – with 
no spaces). 

 

10. Click the button 
"Test with 
points" and save 
to your 
computer.  

 

11. Close the 
Respondus 
program.  
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Import the Exam into Blackboard Tests & Surveys 

Your exam .zip file is currently located on your local computer. Now you will need to import the exam 
then deploy the exam in Blackboard for your students. 

1. Navigate to your course in Blackboard where the exam will be located. 
2. Click on “Course Tools”. 
3. Scroll down & Click on Tests, Surveys, & Pools. 
4. Click on “Tests” 
5. Click on “Import Tests” 
6. Click the “Browse My Computer” button to locate and attach your test  
7. Click Submit. You should see the message “Test Import Complete” 

 
 

Deploy the Exam into Course Content. 

Your exam is currently located in your Course Content. Now you will need to deploy the exam in your 
course in Blackboard for your students. 

1. Navigate to your content folder in Blackboard where the exam will be located. 
2. Click on “content folder”. 
3. Click on “Assessments” 
4. Click on “Tests” 
5. Select “Existing Test” listed in the box below. 
6. Click Submit. Your Test Options Dashboard should open. 
7. Select the Test Options as usual.  
8. Click Submit. Your exam should now appear in your content folder. 

 

 

Warning Respondus 4.0 & Google Chrome were used to create these instructions. If you are 
using a different browser, the instructions may differ. Please do not use Internet Explorer for 
Blackboard. 


