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Respondus 
Export a clickUP test with Respondus for student to write on paper 

 

1. Install Respondus on your computer if you have not done so already. 
2. Open the Respondus application. (Find it in your application list on your computer). 
3. Click on Retrieval & Reports Tab. 
4. Click on Retrieve Questions. 

 

5. On the popup screen, click on Next.  
6. Click on the bar beneath Choose Course to Retrieve from  
7. Select the correct module by clicking on it. 

 

8. Click on the bar next to Exam if you want to export a test, or the bar next to Pools if you 
want to export a Pool of questions. 

9. Click on the name of the Exam or Pool you need in the dropdown list. 
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10. Enter a name for the new file. 

11. Click on Next.  

Wait while Respondus compiles your file. This may take some time if you have a large question 
bank. If you get this message, click OK. 

 

12. When you receive the message: ---Completed Successfully--- in the white box, click on 
Finish. 

13. Click on the Preview &Publish Tab. 
14. Select Exam. 
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15. Click on Settings and select what you want to include in the final document. Click on OK 
once you are finished. 

16. Depending on how other students receive questions, choose the correct option at 
Randomize Questions. 

17. Choose the correct settings beneath Randomize Questions. 
18. Choose which Questions to include in the assessment. 
19. Click on Save to File to save it as a Word document or text file.  
20. If you want to create a PDF, click on Send to Printer, then at Name, select PDF printer and 

click OK. The Save as PDF file dialogue box may open behind the Respondus screen. Just click 
on the dialogue box to bring it to the front and choose a Destination folder for you file. 

 


