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Respondus is a program that allows you to create tests, quizzes, and surveys, which you can then upload 

to Blackboard 9. 

 

Create a Test or Quiz 
Follow these instructions to create a test or quiz using Respondus: 

 

 

1. On the Start Tab, click on Create. 



 

2. Give a name and description to the Respondus File. In the Type of File section, select Exam. 

 

3. Choose your question type. 



 

4. When you choose your question type, fill out the necessary information. This information will 

vary depending on the question, but in all cases you will at least have the Title of Question, 

Question Wording, and Point Value to fill out. 

 

5. Click Add to End of List to add the question to the list. Repeat this process until you have all of 

the questions added. 



 

 Once you have at least one question added, you can use the Insert into List function to add the 

question where you would like, rather than adding it to the end of the list. 

 

 You can also add questions from other exams by clicking Copy from Another File. From there, 

click on which exam you would like to take questions from and click Open. 



 

 In the next window, check off the questions you would like to use and then click either Add to 

End of List or Insert Into List. 

 

Settings 
While the settings can also be changed within Blackboard 9, some of the settings can be established 

here. To adjust settings: 

 

 

1. Click on the Settings tab. 



 

2. Click on Other Settings. 

 

3. Adjust the settings to your liking. One setting that we recommend you take note of is Include 

this test in Gradebook score calculations. Again, all of these settings can be adjusted within 

Blackboard with the exception of Hide the score of this test from the Gradebook. Once this 

option is set, it cannot be reversed without deleting all previous attempts. 

 

 If you prefer the settings that you establish, you can click Use as New Defaults to have these 

settings automatically. 



 

 If you click Restore Default Settings, you can either restore the Respondus default settings, or 

you can restore the default settings you previously saved. 

Save Your Test or Quiz 
 

 

When you created your Respondus file, a directory was automatically created with it. To that end, when 

saving your test or quiz, you can just click File -> Save, or you can click the Save button. Unless you are 

creating two different versions of the same test (i.e. slightly different questions), there is no need to use 

Save As. 

 

Open a Saved Test or Quiz 
 



 

1. Click Open on the opening screen. 

 

2. Click the file you would like to open, and then click Open. 



 

3. Your test or quiz will now be open. 


