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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.
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4) Follow the directions on the screen (see figure below)
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11. Opening Respondus

1) Double click the Respondus icon to open Respondus: lﬁ
2) Click the Open or Create button in Respondus,
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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.
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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.

111. Opening a Respondus File

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

Open Respondus File x|

Mame | [rate Iffl Dl I@ El Mﬂ
G Crowning Boats 12/20/05 0357 2M — sioched Fie
ﬂ Crownling Exarn Report 12/20405 03:57 AM ﬂ

) ﬂ Respondus Introduction 3410405 1116 AM
ﬁ’ Projects | gl w/ard Histary 12/08/02 0340 PM
S Archive |

Browse .. |

Download 1|
Test Bank I

Edit your file as desired.

[

Cancel Search |

IV. Create a new Respondus file.

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

Create Mew File

Mare of File; || [e.0. Hiztony test-1]
Dezcrption: -
.
Twpe of File
£+ Exam Create an exam file.
£ Survey Create a survey file. Survep files are similar to exam fles, except that
they lack corect answers, point values, and feedback.

k. I Cancel | Help |

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

Create Mew File

£.0. Histary best-1]

Mare of File; ||

Dezcrption: -
.
Twpe of File
£+ Exam /@n exan file.

£ Survey Create a survey file. Survey filez are zimilar to exam files, except that
they lack corect answers, point values, and feedback.

k. I Cancel Help




4) Select the question type you desire from the menu on the left hand side.
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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
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7) Type the answer to your question in the Answer field.
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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
y checking the “Feedback” check box and entering
each answer.
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9) Select the Correct Answer and Assign a Point Value.

Blackboard 6.0 - 6.2
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Prewview
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.

IE
Bl s Plxox TR | Oremes | ¥ I

"Seftings Ry, o Blackboard 6.0 - 6.2

|
1, T of Qupsibon |
2 Humstzn'#oedng

ip wnd Falee

I Shavl fowmp)

Fagall oo inned srower| _GansaiFesdiskl | T Feadtach

Al fbic I
L
i
4 Salmct Coanei S
=
& addiEndain | | resiwols | Cieas Foan | Fruvams
T il B 1 Poarir- 1000
9| Tl Foural Gparticn. Warkey ==

1 CelaCikiin Wl Clei W e Crovlios 1eke 1 a CEa?

MW !‘J Cick hare ea e on ahing masargrg reming b dssrgders



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.
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11) After you have entered all test questions, assigned point values, and provided
feedback (optional) click the Settings tab.
T
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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.
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12) Click on the Settings Button
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13) Type any instructions for the assessment into the instructions field and choose any
settings that you desire from the list.
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14) Click the Preview and Publish Tab
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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
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2) Click on the Publish Wizard Button S
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3) Choose Publish to Single Course or Batch Publish to Multiple Courses (your choice)

Publish Wizard

1. Type of Publizh - Single Courze ar Batch Publizhing
£+ Publizh to single course

" Batch Publish o multiple courses

2. Choose an exizting server, or 'add new server'' to add settings infarmation for a new server

Blackboard Server:

Settings: Chooge "add new server'' or an existing sereer
above

3. Press [Mest] to connect to server

< Back | Hest = I Cancel Help

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

Publish Wizard

1. Tupe of Publizh - Single Course ar Batch Publishing

£+ Publizh to single course

" Batch Publish to multiple courses

2. Choose an exizting zerver, or 'add new server' to add settings information far a new server

Blackboard Server:

Settings: |Chaoose "'add nev server or an existing server Edit Settings |
above

3. Prezz [Mest] to connect to zerver

< Back I Hext = I Cancel Help




5) Type http://learn.vces.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.

Blackboard Server and Course

To automatically zet the server infarmation faor your instituikion:

1. Open your browszer, go to the Blackboard "Login' page where vou type in your pame
¥ pazsword, copy the "Addrezs"" of the page from the browser to the box below.

[If you bppe your name & password into a zmall grey popup window, leave thetiox blank. ]

- v . Delete |
Ihttp: dlearn. voos. edu/webapps/portal frameszet jzp

2. |n your browezer go to the courze pou want o uge, then go to the "Control panel' page
and copy the Addrezs into the box below

2 Press Extract Server name, &.9. "bboard] . univ.edu' Course |0, &g, "'_2_ 141"
Extract > | I I
Login type Login page [nztitution code
| =l !
Server Port IBEI Secure Server? | Tes, HTTPS: 4/ always
Login Port; ID— [FHTTPS uzed only for login, othenmize set to 0
LOAP & Kerberoz loging may need to manually set Tppe=PL-1, Login port= 443

T he information below must be entered manually:

Descriptinnl ersion I"-.-"ersicln BOBZ j

[text to dizplay in the zerver zelection list, e.q. "My Bb server”

Izer name I Paszward I

[ Bemember rmy User Mame and Password [zave them on thiz computer] -
[f thiz iz a shared computer, un-check this boel




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).

UNITY COLLEGE
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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).

Blackboard Server and Course

T o automatically set the zerver information for your institubion:

1. Open your browszer, go ta the Blackboard "Login' page where you type in yaur nape

¥ pazzword, copy the “Addrezs” of the page from the browser to the box below, Cancel
[If pou type your name & pazeword into a zmall grey popup window, leave the box Alank. ]
Delete |
Ihttp:a’.-’learn.w:cs.edua’wel:uappsa’purtala’frameset.isp

2. Inpour browser go to the course you want to ugze, then go to the "Contpdl panel' page
and copy the Address into the box below

Ihttp: Hlearmn vocz edu/webapps/portal frameset. jzpTtab=courzesiul

3 Press Ewxtract Server name, e.q. "'bboard].univ. edu’ Course |0, eg. "2 141"
Extract | I I
Login type Login page Imztitution code
| = !
Server Port IEU— Secure Server? | Yes, HTTPS: A/ always
Login Part; IEI— [FHTTPS uzed only for login, otherwize st to 0
LOAR & Kerberos logine may need to manually zet Tepe=PL-1, Login port= 443

The information below must be entered manually:

Desc:riptin:-nl Yersion I"-.-"ersiu:un E.OE2 j

[tewt to dizplay in the zerver zelection list, e.g. "Mu Bb zereer]

I1zer name I Paszward I

™ Femember my User Mame and Password [save them on this computer] --
IF thiz iz a zhared computer, un-check thiz boxl




8) Press Extract.
Note: Once you press extract the boxes highlighted below should automatically fill in.

Blackboard Server and Course

T o automatically set the zerver information for your institubion:

1. Open your Brawszer, go ta the Blackboard "Login'' page where you tupe in yo
b pazzword, copy the “Addrezs" of the page from the brawser ko the box b

[If pou type your name & pazeword into a zmall grey popup window, leave the box blank. ]

Cancel

Delete

di

Ihttp: Hleamn. voos edudwebapps/portal/frameset. jzp

2. In pour browser go to the course you want to ugeZthen go to the "Control panel'' page

and copy the Address into the box below
Ihttp:a’a’learn.\.ﬂ:u:s.edu;’webaw.ala’frameset.isp?tab=cnurses&url

3 Press Ewxtract //Sﬁar hame. £.9. "'bboard]. univ. edu' Course |0, eg. "2 141"
IIearn.vccs.edu |_34?E4_1
Login type Login page Imztitution code
IJSF‘-1 j Ia’webappsflngin?new_lu:u:=22Fwel:uapp IEI
Server Port IEU Secure Server? | e HTTPS: A always
Login Part; IEI [FHTTPS uzed only for login, otherwize st to 0
LOAR & Kerberos logine may need to manually zet Tepe=PL-1, Login port= 443

The information below must be entered manually:

Desc:riptin:-nl Yersion I"-.-"ersiu:un E.OE2 j

[tewt to dizplay in the zerver zelection list, e.g. "Mu Bb zereer]

I1zer name I Paszward I

™ Femember my User Mame and Password [save them on this computer] --
IF thiz iz a zhared computer, un-check thiz boxl




9) Type in GCC Blackboard in the Description Field.

Blackboard Server and Course

T o automatically set the zerver information for your institubion: 0k

Ilﬁ

1. Open your Browszer, go ta the Blackboard "Login' page where gou type in yaur name
¥ pazzword, copy the “Addrezs" of the page from the browser tothe box below, Cancel

[If pou type your name & pazeword into a zmall grey popup windaw, leave the box blank. ]

di

Delete

Ihttp: Hleamn. voos edudwebapps/portal/frameset. jzp

2. In pour browser go to the course you want to ugze, then go to the "Control panel'' page
and copy the Address into the box below

It.isp?taI:u=|:Durses&url=£bin£u:u:ummu:una’|:u:uurse.pl?cn%e_id=_34?l34_1

3 Press Ewxtract Server name, e.q. 'bboardi .%iv.edu" Course |0, eg. "2 141"

Exhract 55 | IIearn.vccs.edu |_34?54_1
Login page

Login type

[nztitubion code

IJSF‘-1 j Ia’wel:u peflogin?new_loc=3%2Fwebapp IEI
Server Paort Secure Server? [ Wes HTTPS:/ always

Login Part; [FHTTPS uzed only for login, otherwize st to 0

LOAR & Kerbergs logine may need to manually zet Tupe=FPL-1, Login port= 443

The information below must be enta:rzé:l rnarually:

Description [GCC Blackboard Wersion  [\ersion B.0-6.2 =

[tewt to dizplay in the zerver zelection list, e.g. "Mu Bb zereer]

I1zer name I Paszward I

™ Femember my User Mame and Password [save them on this computer] --
IF thiz iz a zhared computer, un-check thiz boxl




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

Blackboard Server and Course

To automatically zet the server infarmation faor your instituikion:

1. Open your browszer, go to the Blackboard "Login' page where you type in your name
¥ pazsword, copy the "Addrezs"" of the page from the browser to the box below.

[If you bppe your name & password into a small grey popup window, leave the box bla

Ihttp: Hleam voos eduSwebapps/portal frameset. jzp

2. |n your browzer go to the courze pou want o uge, then go to the "Control pa
and copy the Addrezs into the box below

It.isp'?ta|:|=|:cuur$es&ur|=£bin.-"u:u:ummu:un;"u:u:uurse.pl?u:u:uurse_id=_34?l34_1

2 Press Extract Server name, &.9. "bboard] . univ.edu' En){se 0 eg " 2 14 I

i 5 | IIearn.vccs.edu 4764 1
[nztitution code

Login type Login page
IJSF‘-'I j I.-"wel:-apps.-"l-:ugin?new

c=22Fwebapp IEI
Server Port IBEI Securd Server? | Tes, HTTPS: 4/ falways
Login Port; IEI 1

LOARP & Kerberos loging may

TPS uzed only for login, othenmige set to 0

ed to manually zet Tepe=FL-1, Login port= 443

T he information below must be entered manually: /

Dezcription IGEE Blackboard 3/ Yersion I‘-.-fersicun E.D-E.Ej j
[text to dizplay in the zerver zelection list, e.g/" My Bb server

Ulzer name IDibEEEE Pazaward I’“‘“mﬂ

[ Bemember rmy User Mame and Password [zave them on thiz computer] -
[f thiz iz a shared computer, un-check this boel




11) Click OK

Blackboard Server and Course

To automatically zet the server infarmation faor your instituikion:

1. Open your browser, go to the Blackboard "Login' page where you type in your name

¥ pazsword, copy the "Addrezs"" of the page from the browser to the box below. Cancel
[If you bppe your name & password into a zmall grey popup window, leave the box blank. ]
Delete
Ihttp:a"a"learn.'-.ﬂ:cs.edu;"webappss’pu:urtala"frameset.isp 4|

2. |n your browezer go to the courze pou want o uge, then go to the "Control panel' page
and copy the Addrezs into the box below

It.isp'?ta|:|=|:cuur$es&ur|=£bin.-"u:u:ummu:un;"u:u:uurse.pl?u:u:uurse_id=_34?l34_1

2 Press Extract Server name, &.9. "bboard] . univ.edu' Course |0, &g, "'_2_ 141"
i 5 | IIearn.vccs.edu |_34?E'-4_1
Login type Login page [nztitution code
I.JSF'-‘I j I.-"wel:-apps.-"I-:ugin?new_lu:u:=féEFwel:uapp IEI
Server Port IBEI Secure Server? | Tes, HTTPS: 4/ always
Login Port; IEI [FHTTPS uzed only for login, othenmize set to 0
LOAP & Kerberoz loging may need to manually set Tppe=PL-1, Login port= 443

T he information below must be entered manually:

Dezcription IGEE Blackboard Yersion I‘-.-fersicun B.OE2 j

[text to dizplay in the zerver zelection list, e.q. "My Bb server”

Jzer name IcibEEEE [ Ixxxxxxx>1

[ Bemember rmy User Mame and Password [zave them on thiz computer] -
[f thiz iz a shared computer, un-check this boel




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

1. Tupe of Publizh - Single Courze or B atch Publizhing

Blackboard Server: [{E{nl=] = qset= s

Sethings: Server learn. voos edu ;I Edit Settings |
Server Port; 30

IJzer cb2622

[Ueer/Pazeword will not be zawved.]

3. Press [Mest] to connect to server

< Back I Hest » I Cancel Help

12) Click Next



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

x|

Publish Yizard

1. Choose Courze to publizh to

Blackboard 101 for Students [CJ] (GC297-BE-101-00C)-5P0E)

2 |GCC- RCC Techrology Surmrmit
Germanna Diztance Learning Staff
Practice Courze for Jessica Pomeroy [GC237-Practice-M533]

Training Courge [GE297-T rainingllilc:urse-ﬁ POE]

o LIEdIE TTEYW T AT TR T T T

" Feplace exizting Exam I j
Poaol

" Create new Pool

IThis iz atest

" Feplace existing Poal I

3. Additional optionz far ExamdSurvey
¥ &pply Fandom Elocks to Exam
¥ &pply 5ettings to Exam

¥ Link Exam to Content &rea and make available

< Back I MHest » I Cancel Help




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

Publish Yizard

1. Choose Courze to publizh to

Blackboard 101 for Students (CJ] (GC237-BB-101-00C):

2. Create or Replace Exam/Survey or Pool

Ewam/Survey

IThis iz my Test's Name

" Feplace exizting Exam I j
Fiocl

" Create new Pool IThiS I & test

" Feplace existing Poal I j

3. Additional optionz far ExamdSurvey
¥ &pply Fandom Elocks to Exam
¥ &pply 5ettings to Exam

¥ Link Exam to Content &rea and make available

< Back I MHest » I Cancel

Help




15) Click Next

Publish Yizard

Blackboard 101 for Students (CJ] (GC237-BB-101-00C)-5P0E] | |

\T his iz my Test's Mame
AN

I




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

Publish Yizard

Click on the area or folder to link. to, then press [Hest]

|f wour want to create a nes folder to link the exam to, you must choose [Cancel] and
folder using pour browser, then prezs [Publizh] again.

N rontert Areas = m Content &reas /

I:l Ares ar Folder

l D h-'lu:n:lule 'I Hardware atd Software
& Module 2 - Mavigation in Blackboard
- Module 3 - Blackboard Communication Part 1
&L Module 4 - Blackboard Communication Part 2
i &2 Module 5 - Student Toals and General Tips
(. Module £ - Finishing Lp

l D Azsignments

(1] Extemal Links

-] Books

#-] Tests & Quizzes

< Back I MHest » I Cancel Help




17) Click Next.

Publish Wizard

Click an the area or foldeNto link to, then press [Mext]

|f oL want ta create a new folder ta link the exam to, you must choose [Cancel] and create the
folder wuzing wour broweser, thel press [Publizh] again.

as| Content Areas
(23 Ares or Folder

Hardware and Software

M avigation in Blackboard

- Blackboard Communication Part 1
- Blackboard Communication Part 2
- Student Tools and General Tips

- Finizhing Up

F-{_7 Books
F-C Tests & Quizzes

- - -

Help




18) The Publish Wizard uploads your Assessment and should return a Completed
Successfully message, as in the window below.

Publish Wizard

1. The status window belowvs will update after each step of the Publizh processz.

- Start Blackboard B.x Publish -

EwxamnsSurvey: Thiz iz my Test's Ma
Ilploading Questions
Creating exam

Adding Questions
Linkirg Exarn to Cantent
Applying zettings
Completed succeszsfully

< Back I Firizh I Cancel Help

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.




