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Respondus is a powerful tool for creating and managing exams that can be printed to 

paper or published directly to Blackboard. Exams can be created offline using a familiar 

Windows environment, or moved from one eLearning system to another. 

 

I.  Download and Install Respondus 

 

1) Log into Blackboard 

2) Click on the Teach tab 

3) Under VCCS Faculty Instructional Software click the link “Download and Install” 

below Respondus. 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



4) Follow the directions on the screen (see figure below) 

 

 
 

II. Opening Respondus 

1) Double click the Respondus icon to open Respondus:   

2) Click the Open or Create button in Respondus. 

 

 
 



3) Choose the correct version of Blackboard that we are using from the Current 

Personality drop down menu.  If unsure of the latest version please contact the 

help desk at (540) 891-3077. 

 
 

     4)  Select the option that best fits your current needs: 

1. Open – Open a Respondus file already created. 

2. Create – Creates a new Respondus File. 

3. Exam Wizard – Allows you to create an exam using an existing set of 

questions. 

4. Import Questions – Allows you to import questions from a text file. 

5. Archive Wizard – Allows you to archive / backup your Respondus files. 

 

III. Opening a Respondus File 

 

1) Click on Open 

 



2) Select the file you wish to open and click on Open 

 
 

Edit your file as desired. 

 

IV. Create a new Respondus file. 

 

1) Click on Create 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

2) Type in a name of the file you wish to create and a description of that file. 

 

 

 

3) Choose the type of file you wish to create (either an exam or a survey). 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

       4)  Select the question type you desire from the menu on the left hand side. 

 

 
 

  

 

     5)  Enter a Title for the Question (if you desire) in the “Title of Question field. 

     6)  Type your Question in the “Question Wording” field. 

 

 
 



   7)  Type the answer to your question in the Answer field. 

 

 
 

 

8)  You can also assign Feedback to the question by clicking on the General Feedback 

button and entering the appropriate feedback, or you can assign specific feedback, based 

on the answer the student chooses by checking the “Feedback” check box and entering 

the appropriate feedback underneath each answer. 

 

 
 

 

 

 

 



   9)  Select the Correct Answer and Assign a Point Value. 

 

 
 

You can preview your question by clicking the Preview Button  

 

 

   10)  Choose either Add to End of List or Insert into List depending on where you want                                                     

the question to be located in the test. 

 

 
 

 



Continue entering all your questions and answers until all your questions have been 

entered into Respondus. 

 

 Please note that all questions, titles, and formats appear in a datasheet view at the bottom 

of the screen. 

 

 
 

  11)  After you have entered all test questions, assigned point values, and provided 

feedback (optional) click the Settings tab. 

 

 
 

 

 

 



 

 

 

If you would like to create a Random Block of questions,please click on the Random 

Blocks button, however please read the information about Random Blocks before you 

begin. 

 

 
 

12)  Click on the Settings Button 

 

 
 

 

 

 



 

 

 

13)  Type any instructions for the assessment into the instructions field and choose any 

settings that you desire from the list. 

 

 
 

14)  Click the Preview and Publish Tab 

 

 
 

 

 

 

 



15)  Select the Preview the File Button to preview your exam.   

 

V.  Publishing the Assessment to Blackboard 

 

1)  Click on the Publish to Blackboard Button 

 

 
 

2)  Click on the Publish Wizard Button   

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



3)  Choose Publish to Single Course or Batch Publish to Multiple Courses (your choice) 

 

 
 

4)  Click the Blackboard Server dropdown arrow to select “Add New Server” 

 

 



 

5)  Type http://learn.vccs.edu/webapps/portal/frameset.jsp in the text box under step 1.   

It is imperative that you type it exactly as it appears here, or Respondus will not be able 

to communicate with the Blackboard server. 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

6)  Connect to the Internet and login to Blackboard.  Select the course that you wish to 

upload your Responsous exam and navigate to the control panel.  From there copy the 

address in your browser’s address bar.  (To copy highlight the address, right click with 

your mouse, and then left click on copy). 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

7)  Go back to Respondus and paste the address into the text box under step 2. (To paste, 

right click in the text box under step two and then left click on paste). 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

8)  Press Extract.   

     Note:  Once you press extract the boxes highlighted below should automatically fill in.    

 

         
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

9)  Type in GCC Blackboard in the Description Field. 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

10)  Type in your Blackboard Username and Password in the fields below. 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

11)  Click OK 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

You should then see information similar to step 2 below, in the Publish Wizard Window. 

 
 

12) Click Next 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

13)  Select the course you wish to publish to from the dropdown arrow under step 1. 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

14)  Choose the option you desire from Step 2 and Name your Assessment. 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

15)  Click Next 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

16)  Choose the Content area, within Blackboard, you wish to upload your assessment to. 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

17)  Click Next. 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

18) The Publish Wizard uploads your Assessment and should return a Completed 

Successfully message, as in the window below. 

 

 
 

20) Click Finish.  Your assessment is now uploaded to the Blackboard content area you 

choose.  You must go into Blackboard, then to the content area you uploaded your 

assessment to and select MODIFY ITEM for the test you just uploaded into Blackboard 

in order to set the options you desire for your test and to make the test available. 

 


