
 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 
Ɂ1ÌÚ×ÖÕËÜÚƗƙ"ÈÔ×ÜÚȭÌßÌȭɂɯ#ÖÜÉÓÌɪÊÓÐÊÒɯÛÏÌɯŗÓÌɯÛÖɯÙÜÕɯÐÛȭ

• �Once installed, start Respondus and enter the Institution 
Name and Activation Password provided by your institution.

To install the Single-user version of Respondus:
Ɉɯ�#ÖÞÕÓÖÈËɯÛÏÌɯ1ÌÚ×ÖÕËÜÚɯÚÖŜÞÈÙÌɯÍÙÖÔɯÞÞÞȭÙÌÚ×ÖÕËÜÚȭ

com.
Ɉɯ�+ÖÊÈÛÌɯÛÏÌɯŗÓÌɯËÖÞÕÓÖÈËÌËɯÈÕËɯËÖÜÉÓÌɪÊÓÐÊÒɯÐÛɯÛÖɯÚÛÈÙÛɯÛÏÌɯ

setup program.
Ɉɯ� ŜÌÙɯÐÕÚÛÈÓÓÈÛÐÖÕȮɯÚÛÈÙÛɯ1ÌÚ×ÖÕËÜÚɯÛÖɯÖÉÛÈÐÕɯÛÏÌɯ/ÙÖËÜÊÛɯ(#ɯ

number.
• �Return to the Respondus web site to obtain a 30-day 

activation password or a permanent activation password.
Ɉɯ�$ÕÛÌÙɯÛÏÌɯÈÊÛÐÝÈÛÐÖÕɯ×ÈÚÚÞÖÙËɯÐÕɯÛÏÌɯ1ÌÚ×ÖÕËÜÚɯÚÖŜÞÈÙÌɯÈÚɯ

prompted.

 THE STArT MENU

u �Personality - select the course management system being 
used with Respondus.

v OpenɯɪɯÖ×ÌÕɯÈÕɯÌßÐÚÛÐÕÎɯ1ÌÚ×ÖÕËÜÚɯŗÓÌȭ

w CreateɯɪɯÊÙÌÈÛÌɯÈɯÕÌÞɯŗÓÌȭ

x �Exam Wizard - create a new exam by copying questions 
ÍÙÖÔɯÖÛÏÌÙɯ1ÌÚ×ÖÕËÜÚɯŗÓÌÚȭ

y �Import Questions - import questions from MS Word,  
Rich Text, QTI and other formats.

z �Archive WizardɯɪɯÊÙÌÈÛÌɯÈɯáÐ×ɯÈÙÊÏÐÝÌɯÖÍɯÈɯ1ÌÚ×ÖÕËÜÚɯŗÓÌȮɯ
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).

ƕȭɯɯ�ȹ(ÕÚÛÙÜÊÛÖÙÚɯÖÕÓàȺɯ.×ÌÕɯÈɯÉÙÖÞÚÌÙɯÈÕËɯÎÖɯÛÖɯÏŲ×ȯɤɤÞÞÞȭ
respondus.com. 

2. � �Locate the area for the Respondus Test Bank Network.
3. � �Search for and select the textbook adopted for the course.
4.  �Submit the request form, including your textbook adoption 

information.
5.  �The publisher will email you a File Code and Password 

within 1-3 days.
6.  �When the File Code and Password is received, start 

Respondus and select the Open task.
7.  Click the Download Test BankɯÉÜŲÖÕȭ
8.  �Enter the File Code and Password provided by the publisher 

and click the DownloadɯÉÜŲÖÕȭ
9.  �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).

 ImPOrTING QUESTIONS FrOm OTHEr FOrmATS
$ßÐÚÛÐÕÎɯØÜÌÚÛÐÖÕÚɯÊÈÕɯÉÌɯÐÔ×ÖÙÛÌËɯÍÙÖÔɯÖÛÏÌÙɯŗÓÌɯÍÖÙÔÈÛÚȮɯ
such as MS Word.
1.  �From the Start menu, select Import.
2. � �Select the Type of File being imported (MS Word, Rich Text, 

CSV).
Ɨȭɯ�ɯ�,ÈÒÌɯÚÜÙÌɯÛÏÈÛɯÛÏÌɯŗÓÌɯÛÖɯÉÌɯÐÔ×ÖÙÛÌËɯÍÖÓÓÖÞÚɯÛÏÌɯÍÖÙÔÈŲÐÕÎɯ

guidelines provided in the online help (very important).
4.  BrowseɯÛÖɯÈÕËɯÚÌÓÌÊÛɯÛÏÌɯŗÓÌɯÉÌÐÕÎɯÐÔ×ÖÙÛÌËȭɯ
5. � �Preview the import results to check for errors, then click 

Finish to complete the import.

 USING THE EXAm WIZArD
Use the Exam Wizard to create a new exam by copying questions 
ÍÙÖÔɯÖÛÏÌÙɯ1ÌÚ×ÖÕËÜÚɯŗÓÌÚɯȹÚÜÊÏɯÈÚɯ×ÜÉÓÐÚÏÌÙɯÛÌÚÛɯÉÈÕÒÚȺȭ
1.  From the Start menu, select the Exam Wizard.
Ɩȭɯ�ɯ�2ÌÓÌÊÛɯÛÏÌɯŗÙÚÛɯÖ×ÛÐÖÕɯÛÖɯCreate a new exam and copy questions 

to it. Click Next.
Ɨȭɯ�ɯ�$ÕÛÌÙɯÈɯÕÈÔÌɯÈÕËɯËÌÚÊÙÐ×ÛÐÖÕɯÍÖÙɯÛÏÌɯÕÌÞɯŗÓÌȭɯ"ÓÐÊÒɯNext.
Ƙȭɯ�ɯ�2ÌÓÌÊÛɯÛÏÌɯ1ÌÚ×ÖÕËÜÚɯɁÚÖÜÙÊÌɂɯŗÓÌÚɯÍÙÖÔɯÞÏÌÙÌɯÛÏÌɯÌßÈÔɯ

questions will be copied. Click Next.
ƙȭɯ�ɯ�%ÙÖÔɯÛÏÌɯ×ÜÓÓɪËÖÞÕɯÓÐÚÛȮɯÚÌÓÌÊÛɯÖÕÌɯÖÍɯÛÏÌɯÚÖÜÙÊÌɯŗÓÌÚɯÍÙÖÔɯ

the previous step.
6. � �Select either the Automatic Selection or Manual Selection 
Ö×ÛÐÖÕɯÈÕËɯÛÏÌÕɯÚÌÓÌÊÛɯØÜÌÚÛÐÖÕÚɯÍÙÖÔɯÛÏÌɯÚÖÜÙÊÌɯŗÓÌȭɯ

7. � �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.

Ɲȭɯ�ɯ�3ÏÌɯÕÌÞɯŗÓÌɯÏÈÚɯÉÌÌÕɯÊÙÌÈÛÌËȭɯ"ÏÖÖÚÌɯÍÙÖÔɯÛÏÌɯÖ×ÛÐÖÕÚɯ
shown and click Finish. 
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