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Respondus 4.0 Software Guide

Respondus is a powerful tool for creating and managing exams that can be printed to paper or published
directly to our learning management system. Exams can be created offline using applications you are
already familiar with, such as MS Word. Whether you are familiar with online testing or relatively new to
it, Respondus will save you hours on each project.

If you need to retrieve exams from Learning Studio you cannot update Respondus.

When opening Respondus you will be prompted to install an update. You just need to click on
“Cancel” and it will allow you to continue. We have found that updating the software will not allow
you to connect to Learning Studio.

Not updating Respondus will not let you connect to Canvas. There is a Respondus QTlI Workaround
handout that is available on the ET&OL webpage. This handout shows how to export a QTI file from
Respondus and how to upload that file to your course.

The Respondus license information can be downloaded via the Respondus link located on the ET&OL
webpage.

Training Schedule
LMS Support Ticket
LMS Committee Site

Respeondus Lockdown Browser
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Respondus Layout
On the Respondus home screen you will find the Menu tabs (1), the various tools (2) used to create your
quiz or exam, and the formatting toolbar (3).

RSO ] Edit " Seftings | Baier, \ Retrieval Pearson LearningStudio

Start Open or Create 7
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Section 1
e Start Tab: Use this tab for opening, creating, or importing an exam.
e Edit Tab: Use this tab for editing a quiz or exam you have opened or created in the Start tab.
e Settings Tab: Use this tab to edit the settings on your exam, such as time allowed, the dates the
exam can be taken, or randomized question pools.
e Preview and Publish Tab: Use this tab to upload an exam into your course.
Section 2
e Open: Use this tool if you want to open a previously saved Respondus file (.rsp).
e Create: Use this tool if you want to manually create an exam in Respondus.
e Test Bank Network: Use this tool if you want browse precompiled exams by publisher. (covered in a
separate workshop)
e Exam Wizard: This tool is a semi-automated exam creator that guides you through the process of
the Create tool. (covered in a separate workshop)
o Import Questions: Use this tool if you want to import a MS Word document. Respondus will
generate the questions and answers based on the format of your document.
e Archive Wizard: This tool will create an archive file so that questions, media, and equations are
stored as a single file. (covered in a separate workshop)
Section 3
e Toolbar: This is a general toolbar like you see in most applications. It contains tools for formatting

guestions, adding equations, adding images, and adding media files.
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Importing MS Word Document into Respondus

1. Begin by opening Respondus

e If necessary select eCollege in the drop down menu

2. Under the Start tab, click “Import Questions”.

| File Edit View Help

HY | B2R[B 7 U|x |z w|@veds | @rowerear | T

Start Edit Settings 2w~ Retrieval Pearson LearningStudio (eCollege)

Open or Create 7|

e CunentPersonalty | eColegs -

Introduction
Open a Respondus fle
) o
Create 2 new Respondus fle.
D Create
Locate a publisher test bark and select questions for
@ TestBank| -2
Network
Exam
Wizard

Import
Questions

Archive
Wizard

Start

Open or Create

Create an exam by copying items from other
Respondus Files.

atest file.

Creats & Respondus archive il so that questions, media,
and equations are stored as a single, compressed file

3. You will see a new window appear.

4. Select your file type in the “Type of File” dropdown
menu. ( .doc, .docx, .rtf)

5. Under file name Browse for your file.
You are given two options

o Append the questions to the current document.
This is if you are adding questions to a currently
open file in Respondus.

o Create a new document.

6. Name your exam (Ex. ENG2302 Quiz 1)
We recommend giving the course number first as you will
be developing questions for different courses. This will
help you organize your exams/quizzes.

1. Select the fle o Impott
Type o fe:  [EETREED Help

- click browse to choose - Browse
Image Folder |- needed if using IMG: for graphics - Browse

2. Chonse where to add the nes Questions:

File name:

" Append the questions to the curent document

@ Create a new document, named:

Type of file to create: @& Exam  © Suivey

™ Use "stem" plus guestion number to create title, e.a. l—
“chiD1-" stem becomes "ch01-001", "chi-002",

3. Use the Preview button ta check for problems Previsw
4. Press the Fiish button to complete the pracess. Finish
Previsw resul
Title | Question Wording

2. Choose where to add the new Questions:

" Append the questions to the curent document,

* Create a new document, named: IENG23D2 Buiz 1
@ Ewam 7 Surven

Type of file to create:
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e We also recommend using Stem, v the checkbox
(If you do not use titles for your questions Respondus will default the first 20 characters as the title.)
Create title examples include: "q1-" for quiz 1, "ch1-" for chapter 1, "t1-" for test 1.
2. Choose where to add the new Questions:
" Append the questions to the curent document.
{* Create a new document, named: |Eng2302 [uiz 1
[¥ |ze "stem" plus question number bo create title, e.q. all
"'ch01-" stemn becores "ch01-001", "ch01-002", ..
7. Click “Preview” to check your document’s 3. Use the Preview button to check for problems: h’
format.
i 4. Press the Finish button to complete the process. Finizh &
e At the bottom of the dialogue box check for .
Preview results
“no warnings”. 2 | Title Quastion Wording -
° If there are Warnings you can go back and edit 1 | The fellewinz ¢ The followina 45vr old male patient oresent v
. 2 | Aspermatocsls A spermatocele usuallv lies:
your file in MS Word and reupload the 3 | Theechogznic The echoaenic linear structure seen in the
: 4 | A4yroléma A 24 yr old male was rushed to the emeraen
document to Respondus, or edit the exam 5 | The followinzi The followina image best demonstrates: =
directly in Respondus using the Edit tab. (The ,
Edit Tab is covered in the section below. )
8. If no errors arise click “Finish” to save your test in Respondus.
9. Your test has been generated. Edits can be made in the Edit Tab.
Edit Tab
Once you have created or imported your questions into Respondus you can edit them using the Edit
Tab.
1 Edit Question Type In thlS menu you can Settings 52" ™\ “Retrieval Pearson LearningStudio (eCollege)

=dit

change the type of question. (ex. Multiple
choice, True or False, short answer, etc.)
Edit Question Area: In this dialogue box
you can make changes to the title of the
guestion, the wording of the question,
answer choices, correct answer, and point
value of each question.

Question List: The questions that were
created or imported will be housed in this
area.

Short Answer

Expanded View: This button will expand the que

Mulliple‘1 oice

TruelFalee

ltiple Choice _?2 |

Tile of Question 'ﬁ

'/

Questions

Question Wording

Answers. [PageDown maves to nest answei] I Feedback

3

=

y)
Preview

" 3
! The following 45yr old male patient present with an elevated FSH levels and scrotal pain and tendg

Select Conect Answer ~| 5 PointValue [T

Add to End o Lit |

4

=7

Insertinto List | Clear Form |

N Expandedview [J|  Totalltems: 5 Foints: 5.0

= 3w Mt Choics
b s M. Choica

A spermat

! Aspermatocele usually lies:

i Mt Choice ! The echogenic linear structure seen in the middle of the testis most likely represents

! A24 yr old male was rushed to the emergency room after falling off a three wheeler and suffering
1

stion list to a full screen view.
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Editing a Question in Respondus

1. To select a particular question click the = icon and then click “Edit” from the dropdown menu.
This will populate the Edit Question area fields with the text from the exam.
o The dropdown menu also contains other useful tools such as preview, delete, and move to.
o The magnifying glass icon can be used to preview a question as it will appear during the
online exam.

Guestion List

Format

= following 43y Short Answer
A spermatocsle vy Mult. Choice
The echogenic ling Mult. Choics
A 24 vr old male v Mult. Choice
The following ima Mult. Choica

e You can make changes to the points per question in the Points column. This is done by selecting
guestion you want to edit the points on and typing in the desired value. (These changes can also be
made in the LMS but the process is much more time consuming.)

2. Once of Edit Question area fields have been populated, make any necessary adjustments to the
question.

3. Click “Save Changes”.

4. Repeat steps 1-3 with other questions as necessary.

Adding Questions When Editing an Exam
1. Choose the question type from

the “Question Type” menu on Edit Q{Fstions Multiple Choice 7 |
the Ieft 21 Title of Question ||
. . Multiple-Choice 2. Question Warding
2. Title the question. e 3
3. Enter the question. Short Answer )
- .. . E
4. F|” N rema'n'ng fle|dS. KMS:::YI'IirIg— 3. Anzwers [PageDown moves ko next anzwer) [ Feedback
5. Click “Add to End” or “Insert (Firmesak g iI
into List”. Multiple-Answer —
Algorithmic B
e “Add to End” will add the new ‘|
question to the end of the D E
€xam. o /Gelect Carrect Answer I vI 5. Point ¥alug |1_
. . . /)
o ”|I"lser't into L|St” W|” Iet yOU [ Add to End of List I Insert inta List I Clear Form | Prewiew

where the question will be
placed numerically. Then click “OK”.
6. Click “Preview” to display the question as it will appear in an online assessment.
7. Click the “Save” icon in the upper left corner to save your changes.



Creating an Exam in Respondus
Instead of importing a previously created MS Word document for an exam, you can create the exam
using Respondus.

1. Open Respondus and click the “Create” icon.

3.

Open or Create ll

Cunent Personality. eCollege 2

Open a Respondus file,
i) o

Create a new Respondus file

Lacate a publisher test bank and select ques!
TestBank| _ o0
Network

In the “Create New File” dialog box, name your exam

and enter a short description.

Follow the steps below to add questions to the exam.

Adding Questions When Creating an Exam

1.

vk wnN

Choose the question type from
the “Question Type” menu on
the left.

Title the question.

Type in the question.

Fill in the remaining fields.
Click “Add to End” or “Insert
into List”.

Continue with steps 1-5 until
the exam is complete.

Click “Preview” to display the
guestion as it will appear in an
online assessment.

Click the “Save” icon in the
upper left corner to save your
changes.

Edit Q;i]astions

Multiple-Choice
True/Ealse

Short Answer
Essay

Matching
Fill-the Blank
Multiple -Answer,

Algorithmic

Educational Technology and Online Learning
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Create New File (—
Mame of File:f] [ENG2302 Quiz 1 [e.5. Histow test-1]
Descriptior: | |uiz over literary elements. | =

Type of Fie
® Exam  Creale an exam fie
€ Suwey  Cieale @ survep file. Survep files are similar to exam fles, except that
they lack comect answers, paint values, and feedback
o
DK‘ : Cancel Help

@

3. Answers [PageDown moves to next answer] I~ Feedback

Multiple Choice _Z]

2’l Title of Question ||
P

2. Question Wording

4.

E

B

<l

B =
5;891(& Carrect Answer lj 5. Point ¥alue |1_
E/] Add to End of List | Ingert inta List | Clear Form | Preview
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Publish & Preview

Go to the Preview and Publish tab.
Preview [ Start Rt Settings i B Retrieval Pea
We highly recommend to first Preview Preview & Preview 7]

the File to make sure that questions and Publish
answer choices appear as desired. Freview

Befare publishing pour Respondus file to the server, itis
Preview | recommended that you "preview” the file. In the preview mode,
the File | the Respondus fle remains on your hard diive and an Intemet

Publish to eCollege brcwszer-fik e windaw is used b view it

Print Options I pou want to make changes to the Pespondus file, click the

"modify item’ button from within the preview task. You wil be
returned to the preview task once the change has been made.

1. Click “Preview the File”. The preview
dialogue box will appear.

2. Use the “Prev.” and “Next” buttons to
preview the exam questions G et e iU (S Mireall=d

1. The following 45yr old male patient present with an elevated FSH levels and scrotal pain and tenderness. The following
pathology noted is composed of 40-50% of germ cell tumors. The most likely pathology seen is?

Correct Answer
< not entered yet >

e If any change need to be made click the
“Modify Item” button, which will take you back to the Edit tab to make changes.

Appearance in Intemet Explorer [other browsers may vary slightly] GoTo Prev. | Newt
Changes made in Edit wil not appear until you Save the document P & 5 405
4. A 24 yr old male was rushed to the emergency room after falling off a three wheeler and suffering testicular injully.

scroje mesreenest diagnosis?
O Hematocele

Varicocele
(O Testicular cyst
(O Epidermoid cyst

e Once changes are made click “Save Changes”.

Preview

Settings * g Eurlen Retrieval

s Multiple Choice 7 |

1. Tite of Questian [ 24 yr ald male was

2. Question Wording

1A 24 yr old male was rushed to the emergency room after falling
loff a three wheeler and suffering testicular injury. After a scrotal

mmemn ket fm ben bmnb i mmin )

| 3 Answers (PageDown moves to nest answer) ™ Feedback
A Hematocele J ﬂ

Varicocele

Testicular cyst

. El

Select Conect dnswer [4 w| 5. PointVake [1 o
6 Save Changes | [ Cancel Changes | Cleat Form | Preview

B

_Eeminoma ]
(]
' D
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Publishing to Canvas

1. In Respondus go to Preview &
Publish tab on the top.

2. Then to the left, select Publish to
Canvas.

3. Select Publish Wizard, the Publish
Wizard page appears.

Preview &
Publish

Preview.

' Phint Wptions

4. For Type of Publish- select Publish to single course.

5. Click “Next”.
6. Enter your TSC credentials.
e It may take a few seconds for Respondus to
connect to the Canvas sever.

Becauze the "remember my user name"

" Ok
biox was hot checked, you must type in _
wour user hame and passward each time. Caeel

User hame | EE Em

Enter legin information

xxxxxxxxxxm1

Pazzword

7. The page updates:
e Select the assessment type.
e Choose to create a new exam or replace an
existing one.
e Give the assessment a name.
e Under #4 Additional options for Exam/Survey.
o Checkmark those that apply.
e Then click “Next”.

" Edit

Publish to Canvas

Educational Technology and Online Learning

Texas Southmost College
http://www.tsc.edu

Preview
& Publish

Setll

2]

Publish to Canvas

Publish
Wizard

\ 3

|Jze thiz option to publish the currently open document to a Canvas

-

Publish Wizard . . ==
I 1. Type of Publish - Singls Courss or Batch Publishing
& Publishta single course o /)

" Batch Publish to muttiple courses

I 2. Choose an existing server, or “add new server” to add settings information for a new server

eCollege Server:  [LMS [PS3] |

~ Edit Seftings

Settings [Server tsc scollege com

ser:
{User/Password will not be saved )

3. Press [Next]to connect to server

15;

<Back Next > Cancdl |

Help

Publish Wizard

1. Select asssssmert fype
& Graded Quiz
e
" Question Bank
[

2. Speciy server action and tem name
@ Creste  |CDEC Canvas

(" Replace the name of the existing server tem does not change)

3. Other options
I™" Aoply Question Groups (not supported for surveys & question banks)
™ Apply Settings {not supported for question banks)

4. Press [Next]to choose a location on the server

< Back Next > Cancel Help
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8. Page updates to show you upload status. Once complete, click “Finish”. On the next page, select the

course you wish to publish the exam to.

1. Click on the area or folder to publish o, then press [Nexd]

[59] Server tem =] server: canvas .
B2 course: “Admin Orientation

(13 4rea or Folder (] course: "Instnuctor Orientation k

{Z2 course: "TEST Course Michael”

Only existing graded quiz
items will be displayed

Forthis server, graded
quiz items can only be
published to course
areas

< Back Next > Cancel Help

Click Next then Finish.

Retrieving Exams from the Test Bank Network

Searching for a Test Bank
1. Open Respondus and click Test Bank Network.

2. Select Search for a publisher test bank and click Next.

# Search for a publisher test bank h

' Register a test bank using a file code and password

£ Select questions from one of the Following publisher test banks:

A new window will open in your internet browser.

3. Search for your textbook using the fields provided.

Open or Create il

Current Personality: eCollege =

Open a Respondus file.
E‘ o

Create a new Respondus file.
D Create

Test Bank “ i iuhhshar test bank anc
Network

Textbook Title

Author's Last Name

Keywords (Discipline, Course Name, etc.)

Search by publisher

All Publishers v

Sort results by

Author v

i —

10
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4. Find the textbook and click the More Information & Test Bank Network link.

Displaying results 1 to 10 (of 8165)

Title: Industrial/Organizational Psychology, 6e
Awailability: Available Nowl
Auwuthor: Aamodt

Publisher: Cengage Leamning

More Information & Test Bank Request g

A new page will load.

5. Onthe new page, fill in all necessary information and click Submit.
Your information will be sent directly to the publisher for verification.

o This process could take up to 5 days**
6. You will receive an email with a file code and password.

Registering a Test Bank

1. Open Respondus and click Test Bank Network.

2. Select Register a test bank using a file code and password
and click Next.

3. Enter the file code, password, and your information in the
text fields provided.
4. Click Link Test Bank.

Retrieving Exams from Learning Studio
1. Open Respondus and click the Retrieval tab.

* Preview
& Publish

Settings Retrieval

Register a Test Bank [Explain

Enter the information requested below, including the publisher-provided file code (
password, if provided). This will link the test bank to this copy of Respondus.

File Code: |

File Password: |

Your Name: |

Institution: |

e-mail address: |

* Cancel

Retrieval Retrieve Questions ﬂ

Usze thiz option to retreve an exam from an eCollege server and create a new Resp

2. Select your server settings in the first
dropdown menu.

3. Select the course you wish to retrieve an

exam from in the second dropdown menu.

Choose the unit where the exam is located.

Choose the exam.

If necessary, enter a name for an exam.

Click retrieve and wait for the status to

state Completed.

No vk

Retrieve Questions 7 |

Use thiz option to retrewe an exam from an eCollege server and create a new Rezpondus file.

1. Choose Server |LMS ﬂ
2 Chooze Course [if more than 1) |TestE0urse_Michae| j
3. Choose Unit / Chapter |Exams ﬂ
4. Chooge Exam |Exam 1 j

5. Enter a name for the new file |E:-cam 5

E. Status |E0mpleted

The exam is now saved onto your computer. To edit the exam, follow the directions in the Edit Tab

section (page 5).
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