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Using Respondus to Retrieve and Print Bb Tests 

Download/Install Respondus  

https://www.jeffersonstate.edu/resources-for-instructors-de-about-campus-4/ 

IMPORTANT: Follow handout on How to Install and “Add Server Connection” to Jeff State’s BB LMS and 
Check for Updates.  You only have to download ,install, and add server connection once. 

Double click on Respondus Icon. 

 
Select “Retrieval + Reports” from  
the Respondus Menu. 

 

Note: This will open new Window to 
login using Jeff State user name and 
password. 

 

Keep the screen in Respondus 
(shown at the right) open until login 
is complete to select OK. 

 

 

Sign in using myJSCC full email 
address and password. 

Select Next. 
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IMPORTANT: 

Select the Courses Link and Go to 
Course where the Test resides. 

Select “Close After Login.” 

 

 

 

 

 
Once the Connection from 
Respondus and Bb is complete select 
from “Retrieve Questions” the 
following screen: 

 Course 
 Exam or Pool 
 Enter Name for New File 
 Select Next to Save to local 

computer. 
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Example shown on the right. 

 

Remain in Respondus. 

Go to the “Preview + Publish” 
screen. 

 Select “Print Option.” 
 Select Format and Review 

Settings (i.e. “Exam with 
Answer Key.”) 

 Select “Save to File.” 
 Save to local computer.  
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