) Respond®

Instructor Quick Start Guide
for version 3.5

WHAT IS RESPONDUS?

Respondus is a Windows-based authoring tool that makes
it easy to create and manage exams for Blackboard, WebCT,
ANGEL, eCollege and other learning systems.

INSTALLATION

To install the Campus-wide version of Respondus:

= Your institution will provide you the download and
activation information for Respondus.

= The name of the installation program is
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= Once installed, start Respondus and enter the Institution
Name and Activation Password provided by your institution.

To install the Single-user version of Respondus:
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com.
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setup program.
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number.

= Return to the Respondus web site to obtain a 30-day
activation password or a permanent activation password.
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prompted.
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U Personality - select the course management system being
used with Respondus.
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X Exam Wizard - create a new exam by copying questions
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Y Import Questions - import questions from MS Word,
Rich Text, QTI and other formats.
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including all pictures and media.

DOWNLOAD A PUBLISHER-PARTNER TEST BANK

Over 1,000 publisher test banks are available in Respondus
format (free to instructors who adopt a participating textbook).
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respondus.com.

. Locate the area for the Respondus Test Bank Network.

. Search for and select the textbook adopted for the course.

. Submit the request form, including your textbook adoption
information.

. The publisher will email you a File Code and Password
within 1-3 days.

. When the File Code and Password is received, start
Respondus and select the Open task.

. Click the Download Test BankiEUYO0i
. Enter the File Code and Password provided by the publisher
and click the DownloadiEUY008

. The test bank will now appear in the Projects folder in
Respondus.

10. From the Start menu, use the Exam Wizard to select
questions from the test bank (this is described further below).
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such as MS Word.

1. From the Start menu, select Import.

2. Select the Type of File being imported (MS Word, Rich Text,
CsV).
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guidelines provided in the online help (very important).
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5. Preview the import results to check for errors, then click
Finish to complete the import.

USING THE EXAM WIZARD

yse the Exam Wizard to create a new exam by copying questions
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1. From the Start menu, select the Exam Wizard.
w2 T0TEQTTur V0Ox DOOWOICTreate a new exam and copy questions
to it. Click Next.
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questions will be copied. Click Next.
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the previous step.
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. Add the selected questions to the list in the lower section by
selecting Add to End of List or Insert into List.
8. Repeat steps 5 to 7 until the desired questions are selected.
Click Next.
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shown and click Finish.
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OVERVIEW OF EDIT MENU
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\/ Question Types - click a tab to view the template for a
question type.

W Question Template - the question wording and content are
entered in a template.

X Preview - displays the question as it will appear in an
online assessment.

\Y4 Copy from another le - a tool for copying questions from
EOOUTTUWLTUxOOE Uiy 0TS
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question title to edit it.

USING THE EDIT MENU

Use the Edit menu to create or edit questions.
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2. Enter the question text in the question template.
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4. Specify the correct answer (if applicable) and the point
value.

5. Click the PreviewiEOYOOWOuxUTYDT PulTTugUTURO0M

6. Wher] readNy, click the Add to End of List or Insert into
List EUYOOs

7. The question will appear in the Question ListEWTTIEOYOOL
of the screen.
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equations, tables, images and other media.
U Save FilemUEYTWTTEEOWTO00&u0x TOur 16
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W Cut, Copy and Paste nEOxaulTRIIOrIVOOIETRIuTOlVAur T0ES
X Bold, Italic, Underline - add bold, italic or underline
I0UOEWDO T4
Subscript and Superscript - add subscript or superscript
I0UOEWBOT0
Z Equation Editor - launches the equation editor.

{ Add |mages audio/video, or other types of les -add
OTEDEur 010

| Web links - create a link to an object or website.
} HTML Editor - add a block of HTML to a question.

—~— Power Edit - provides a larger edit window and includes
other tools like bulleted lists, fonts, table editor, etc.

THE SETTINGS MENU
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course management system (CMS) that was selected on the
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exam to your CMS. (See the user guide for your CMS, or the
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THE PUBLISH MENU
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U Preview - preview the exam before printing or publishing it.

\/ Publish to [CMS] - publish the exam to your online course
using the Publish Wizard.

W Update SettingsimUxEEITITTIUTYHO
ina CMS.

X Print Options - print the exam or save it to MS Word or
Rich Text Format.

USING THE PUBLISH WIZARD

Use the Publish Wizard to publish exams directly to your

online course.

1. From the Preview & Publish menu, select the Publish to
[CMS] tab and then click the Publish WizarduEUY00#

2. To publish the exam to a single course, select the Publish to
single course option.

3. Click the Edit SettingsiEUYO0®adUITEYT04ixUT YO U0aw
provided server information for your online course.
(Otherwise, click Next and skip to step 5.)
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4. Ascreen will appear that looks similar to the one below
pIEETEOUUITUOEGETTO 10002001 OwlEDFT UTOIMUGIR0U
EpUx(EauOEAUEDFT Uk

= Enter the URL for the login page of your course management
system.

= If prompted, enter the URL for a page within one of your
courses.

= Click the ExtractieUY00s

= Enter a description for your server (“My Online Course”).

= Enter your User Name and Password for your online course.

= Select the Remember my User Name and PasswordiEOR®IiBIOL
a shared computer.

= Click the OKIEUYOOWOIEIOUTIIT TuDOEOPIEOEIEBEOINext to
continue to the next page of the wizard.

Server and Course El

To automatically set the server information for your institution:

1. Open your browser, go to the Blackboard "Login® page where you type in your name
& pazsword, copy the "Address’ of the page from the browser to the box below, Cancel

[If pou type your name & password into a small grey popup window, leave the box blank. ]
Delete:

2. In your browser go ta the course you want to use, then go to the "'Contol panel page
and copy the Address into the box below

3. Press Extract Server name, e.g. "bboard].univ.eduy Course 1D, e.g. "' 2 141"

Exstract > ‘ |

Login type Login page Institution code

[Pt = | [
Server Port |80 Secure Server? [ es, HTTPS:// always
Login Port: |0 IEHTTPS used anly far login, otherwise set ko 0

LDAP & Kerberos logins may need to manually set Tppe=PL-1, Login port= 443

The information below must be entered manually:

Description |

“Wersion
[text ta display in the server selection list, e.q. "My Bb server”]
User name Password

[ Remember my User Mame and Faseword [save them on this computer] -
If this iz a shared computer, un-check this box!

5. The wizard will display a screen that looks similar to the one
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= Choose the course from the pull-down list.

= Enter a name for the exam or quiz.

= Select additional options for the exam or quiz.

e Click Next to continue.
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2. Cieate or Replace Exam/Survey or Pool

Exam/Survay

(* Create new Exam [Histany 110 - Exam 1

" FReplace existing Exam | =l

Pool

" Create new Pool (!

" Replace esisting Pool ‘ j

L

Additional options far Exam/Survey
¥ &pply Random Blacks to Exam
¥ &pply Settings ta Exam
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When the publishing process is completed, click the Finish
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PRINTING AN EXAM

1. From the Preview & Publish menu, select the Print Options tab.

2. Select an option: Exam or Exam with Answer Key or
Answer Key only. Click the SettingsiEUYOOWOUTTuIT 1000
TO0ITTUEEIDORITTWOTYROTUS

3. Click the Edit HeadersiEUYOOWOIOOEN aul TTulTRIITENBH00
appear at the top of each page.

4. To print multiple variations of the exam (with randomized
question orders in each), change the pull-down list to the
desired number of exam variations.

5. Click the Print PreviewiEUYOOWOuENIx0EauTTul REOIOUIx Ul
in a window.

6. Click the Save to FilelEUYOOWOWEY T TTUIREOWOL , 206 OUEN
Rich Text Format or Text format. Or, click the Send to
PrinterilE0YO00u< 0T Tul REOUENTEN0E

RETRIEVING AN EXAM FROM A CMS

Re,sEoAndus will “retrieve” an exam from a course management

UAUITOUP TRETWTTOENS PUIT Tur 0TuOE TuT EDUTEWx UERITTEWO

another online course, or printed using Respondus.

1. From the Retrieval & Reports menu, select the Retrieve
Questions tab.

2. Choose the CMS Server from the list.

3. Choose the Course from the list.

4. Select the Exam from the list.
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the exam is retrieved.

6. Click the RetrieveilEUYOOWOIEOO x0TI TTUEOPOIOEEI<UOET Ul
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OTHER TRAINING & SUPPORT RESOURCES

= Online Help - press F1 in Respondus to get context-sensitive
help.

= User Guide\‘- ’dovynlolagl tbe Resgpndus user guide from
1YxdrrP B BiUT1Ux00EUUEOOYEOP OIOEES

= Demo Movies - view demonstration and training movies at
TYxartp P PilT0x00EUUEOOTETO0!

= KnowledgebaseimTUxirb b bilT0x00EUUEOOTTUIUx xOUlE

= Ticket-based Support 4mlTyxirrb b BilT1Ux00EUUEOOy
esupport.

L 1f your institution has a campus-wide license of Respondus, contact
your local support representative before opening a support ticket at
www.respondus.com.

Respondus is a registered trademark of Respondus, Inc.
All other trademarks are the property of their respective owners.
Copyright © 2007 Respondus



