
The data in RegisterBlast mimics what is in Blackboard (and when you will have access to your courses in 
RegisterBlast). Blackboard only includes two terms at a time: either the past/current terms or the 
current/upcoming terms.  When the past term becomes inactive, and the upcoming term is made active 
following the Incompletes deadline (usually this “term rollover” occurs on Tuesday of the 7th week of the 
current term): 

• Summer term is  active at the end of February
• Autumn term is  active at the beginning of July
• Spring term is  active at the beginning of October

For upcoming term courses, faculty enrollments are included if they are assigned in Colleague.  If a chair adds 
a new instructor or makes a change, those changes will be reflected with the next day’s data job. 

An instructor will be able to set up exams in RegisterBlast for the upcoming term IF: 

• The upcoming term is active in Blackboard (e.g. the “term rollover” has occurred; see approximate
dates list above)
and

• The chair has assigned the instructor to at least one course in Colleague

Faculty and Course Data 
RegisterBlast will pull in the following information about faculty and courses. 

• Faculty: legal first and last name, Cougar ID, and CSCC email (we will collect additional information
about you when you submit your exam)

• Courses: department, section number, and synonym number

Logging In 
Steps 

Log into Blackboard. 
Click into your course 
Click on link to RegisterBlast (see first screenshot). 
After you click on the link RegisterBlast see page 3 for what you will see after logging in. 
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Faculty Login Page Overview 
After logging in this will be the first page you will see. 
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1. What you will select to submit a new exam (see page 6 for details).
2. What you will see after you’ve submitted exams. Exams from previous semester will be archived after

the 7th week of the next semester.
a. Name of test – live hyperlink to the exam submission which is where you can view the

attachments.
b. Date submitted – the date you submitted the exam.
c. Exam window – when exam is available and closed.
d. Group – exam is attached to section, section is attached to course/number, and course/number

is attached to department.
e. File – a list of all the files you uploaded (not hyperlinked).
f. Status.

1 

2 
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1. Top Navigation
a. Submissions – takes you to the page that will list all the exams you submitted.
b. History – this will take you to what you see as your default page when you log in.
c. Help – submission guides and professor information.

2. Date Adjustments – change the date range to see the status of student exams.
3. Student data – student’s legal first and last name, test title, date column includes date/time the

student checked in to take their exam, and status column will show you when the student began
taking the test, if completed, if canceled, or if student did not show.

1 

2 

3 
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Submitting a NEW exam for ALL STUDENTS: 
This is for faculty submitting a new exam for one (or multiple sections) of their course(s). First is a summary 
of the submission process steps followed by screenshots (with added commentary). 

Steps (after you are already logged in) Comments 
Click on the Submissions Tab on the top navigation 
window 
Click on +New 
Read instructions If you previously submitted an exam, data from the 

last exam you submitted will appear. If you wish to 
make changes (i.e., Web courses, Makeup exams, or 
Accommodated exams), please email  edits to 
academictest@cscc.edu. (Please allow 1 business day 
for your changes to take affect). 

Attach documentation Attach the exam. 
Fill out the exam submission form Details below. 
Submit 
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Submission Builder
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This shows all the sections of a course you are teaching. 
You may submit the same test for multiple sections of a 
course you are teaching. 

We cannot remove this “Time Restriction” 
option.  Any selection is not able to be enforced. 

Leave both boxes checked 
(System restores 
automatically). 
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You may submit as many files as needed. 
Exams are uploaded here. 

• If a paper/pencil test is to be
administered, please attach a PDF file(s).

• Attach Table(s)/Diagrams/Charts etc.

Instructor Cell Phone - office use only 
Note: not shared with students.   
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Only complete this part if you’ve 
checked.

• A make-up exam?
(see pg. 13 for make-up
info)

• An accommodated student?
• Student is unable to use

Respondus Monitor at
home?

• An incomplete from
previous semester?

Revised 9/19/25 11 of 14

Whole class submissions are 
for TC exams only.



If you select submit and print, only the exam 
submission details will print. Attachments will not 
print.  

What happens after you submit the exam? 
• An email is automatically sent to Testing 

Services to alert someone that a test has been 
submitted.

• A Testing Services staff member processes the 
test. An email is not sent, but the status may be 
checked via dashboard for exam status.

• The “Submission” dashboard populates with all 
of your submitted exams (see page 4-5 for 
details).

Eligibility and Restrictions – is for specific 
student submissions. Type the number, then 
click on the blue bar containing the number. 
Note: Restrictions refers to eligible test 
takers. 
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When to Use Makeup Testing

Makeup Testing is a service provided by Testing Services 
for students who have missed an exam to take their 
proctored academic exam in the Testing Center. Makeup 
exam appointments must be scheduled using RegisterBlast.

Makeup Testing is available for students who cannot test 
with the rest of class, have missed the deadline date for an 
exam, or need to take an exam before the exam window is 
open. Instructors will submit materials for a student's 
Makeup Test, and the exam will be proctored in one of the 
Testing Center campus locations. 

Requesting a Makeup Test 

Makeup Exam Appointments

Students must make an appointment in RegisterBlast to 
take a makeup exam. Students can schedule a makeup 
exam at either the Columbus, Delaware & Dublin 
Testing Center location, unless the instructor has 
indicated they must test at a specific location. 
Instructors must communicate location stipulations to 
students.

Students can schedule their makeup exam appointments 
here. Appointments must be scheduled at least 24 hours 
in advance.

 Makeup Testing 

Instructors who allow makeup tests in their course can offer 
students the opportunity to take a makeup exam at one of the 
Testing Center campus locations (Columbus, Delaware, 
Dublin). Instructors will submit the exam materials through 
RegisterBlast. When entering the information for the test, 
Please select, "Only subgroup of student(s), and then choose " 
Make-up exam" Then each student's information must be 
entered under the "Eligibility and Restrictions" section. Other 
information required includes:
• Student Information - Student information can be

entered into RegisterBlast. There is a limit of 5 makeup
exams per test, per course (NOT per synonym). Enter
up to 5 students' information. If you have more than 5
students who need to take a makeup exam for the same
test, contact Testing Services

• Exam Information - Paper exams must have the
instructor name and course information on the exam
document. Instructors must allow 3 business days for
uploaded exams to be processed and approved. If the
exam has already been submitted through
RegisterBlast, instructors do not need to submit again.
They will email student information to
academictest@cscc.edu

• Instructors Do Not Edit Exams After Submission - If
any edits to an exam are needed (updated exam
documents, new deadline dates, etc.), instructors should
email academictest@cscc.edu with instructions for
changes

For step-by-step instructions on how to upload exams to 
RegisterBlast, refer to the Faculty Test Submission Guide, 
located under "Faculty Resources" on the Academic 
Testing webpage.

Makeup Exam Return

• Students Are Limited to 2 Makeup Exams per Semester - If
a student misses more than 2 exams in class, they should
explore other options for testing. Students qualified for Out-
of-Region testing may use that service to take their exams.
More information on Out-of-Region testing can be found
here. If a student does not qualify for Out-of-Region Testing,
but misses more than 2 tests in class, they will need to make
other arrangements with their instructor to complete their
exams

• Makeup Exams Will Not be Offered In Lieu of Class
Meeting  - If the instructor has had to cancel class, they will
need to reschedule a time for students to test in class

Instructors may pick up makeup exams from the 
Testing Center. If an exam is taken at the Delaware 
Campus Testing Center and the instructor would like to 
pick up at the Columbus location, the exam can be 
mailed to WD-223. If the student tests at the Columbus 
location, and the exam needs to be returned to 
Delaware, the exam will be mailed to the respective 
Testing Center.

Instructors should choose the pickup location on the 
exam submission form in RegisterBlast.

Other Items
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Note: please do not delete an exam. 

• For edits to an exam already submitted (Web courses or Makeup exams or Accommodated exams),

please email edits to academictest@cscc.edu and a staff member makes the changes.

• Make-up Exam – please do not submit multiple copies of the same exam. To add a student(s) or

change deadline date, email academictest@cscc.edu.

• RegisterBlast Exam Submissions should be fully completed and submitted a minimum of three (3)

business days prior to the testing date. Students are asked to follow a 24-hour in advance

appointment policy.

Please allow 1 business day for the edits to be made. 

Faculty Support 
Submit an IT support ticket (helpdesk@cscc.edu):  
• For browser issues
• If you cannot log in
• If you do not see your course

in RegisterBlast
Contact the Faculty Assistance Center (teaching@cscc.edu) (FAC) for: 
• Questions about what information to include in the form
• Questions about what you see in your dashboard
• Questions about accessing RegisterBlast
• Does not see RB link in Tools in Blackboard
• Questions about an exam submission (i.e., “I don’t see the exam I submitted”)
• Problems attaching/uploading a paper exam and/or materials

• Help setting up a test in Respondus Monitor/instructions on Respondus Monitor process

Contact Testing Services (academictest@cscc.edu) for Academic testing policies. Examples include:

• Materials permitted
• Scheduling issues
• Use of the Testing Center – Policies and Procedures.

Contact Accessibility Services for:

• For questions regarding accommodated testing.
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