Respondus

Respondus is a Windows-based authoring tool that makes it easy to create and manage exams for
Blackboard.

Respondus must be installed on your computer. If you wish to install it, contact bbadmin@gvsu.edu and
you will be added to an organization on Blackboard called Respondus. In this organization you will be able
todownloadthelatestversionof Respondusandfindallthelogininformationthatyouneedtosetupthe
program on yourcomputer.

Installing Respondus

Install Respondus 4.0 on your computer.

Make your choice on Installing the Equation Editor

Locate the Respondus lcononyourdesktop

Fillinthe registration information based on the data givenon

the Respondus BBsite.

ClickLLicense

Itisyourchoiceifyouwouldliketosignupforthe Respondus newsletter.
Forthe course management systemchoose6.03-9

Click OK

DownloadRespondus4.exefromthe Respondus BB sitetoyourWindowsmachine. E
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Yourfile mustbe saved atPlain TextorRich TextFormat. Closingthefile andreopeningittomake sure
allis A-Okay after you convertitto RTF or TXT.
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Open a Respondus file.
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Create a new Respondus file.
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Locate a publisher test bank and select questions for
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Import questions from a text file

1. Select the file to Import
Type of file:  |Plain Text ~| Hep |
File name:  [Class sample of test txt Browse '

Image Folder [C:\.L_lseis\ba_n_icks_\D?cm\ents\bb Browse l
2. Choose where to add the new Questions:
" Append the questions to the current document.
@ Create a new document, named: |Sample Tes{
Type of file to create: & Exam ¢ Survey

I~ Use "stem" plus question number to create title, e.g. |
*'ch01-" stem becomes "'ch01-001", "'ch01-002", ...

3. Use the Preview button to check for problems: Preview

4. Press the Finish button to complete the process. Finish
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Click Preview

***Check for problems and fix the original file. If problems found, upload again.
Onceyouarereadyto upload yourexamto Blackboard, selectthe “Publish Wizard” from the “Preview
andPublish”taskbarinRespondus.

Preview & Publish to
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Revie v the publishing options and click “Next”.

1. Type of Publish - Local File, Single Course, or Batch Publishing
(¢ Publish to single course
(" Batch Publish to multiple courses
" Save pool to local file for manual uploading

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

Blackboard Server: | - add new server - ;]

Settings: Server: bb edu » Edit Settings
Server Port 80 [ |
User: bamicks

The AddNew ServerSettings screenwillappear.SelecttheNo.lwanttoenterthe serversetting
manually buttonand click Next.

Add New Server Settings

Preconfigured server settings may be available for:
Grand Valley State University

" Yes, check for preconfigured server settings

& No. | want to enter the server settings manually

You will be prompted to enter your server information:

Inline 1, you should copy and paste the URL ofthe GVSU Blackboard Login page—https://mybb.gvsu.edu.
Forline2,simplyclickonthe Blackboard course youwishtoaddthetesttoandcopythe URLintoline 2.
Clickthe Extract>>buttononitem 3toautopopulate therestofthefields.

If Login page remains empty, copy line 1 into the empty field.

Next, add GVSU Server into the Description field.

In the Username and Password fields type in your myBB log in information.

***Makesuretheinformationonyourscreenisasitisshownonthe screenshotbelowwiththeexception
ofyour course URL and your username and password. You may wantto checkthe Remember Me box.
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Blackboard Server and Course ﬂ_'

To automatically set the server information for your institution: 0K

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

(If you type your name & password into a small grey popup window, leave the box blank.] =
elete

di

|https: //mybb.gvsu.edu

2. In your browser go to a course you have instructor rights to, then copy the Address into
the box below

I:teZZFlauncher°/o3Ftype°/o3D CourseZ26id%3D_181055_12%26ul*%3D

3 Press Extract Server name, e.g. "bboard1.univ.edu" Course ID,e.g. " 2 141"
. | |mybb. gvsu.edu _181055_1
Login type Login page Institution code
IJSP-1 LI |htlps:.-".o"mybb. avsu.edu IU
Server Port |443 Secure Server? W Yes, HTTPS:// always
Login Port: ID IEHTTPS used only for login, otherwise set to 0
LDAP & Kerberos logins may need to manually set Type=PL-1, Login port= 443

The information below must be entered manually:

Description |GVSU Server Version l"-."'ersicun 79 LI

[text to display in the server selection list, e.q. "My Bb server")

Jser name |m0hamema Password Ixxxxxxa1

™ Remember my User Name and Password (save them on this computer) -
If this is a shared computer, un-check this box!

You can now select which course the exam should be published in.

1. Choose Course to publish to

IBARRKZKS Your Practice Test Course _v_j

2. Create or Replace Exam/Survey or Pool

Exam/Survey

(" Create new Exam |Sample Test1

" Replace existing Exam [ l]
Pool

' Create new Pool is"m Test1

" Replace existing Pool ! _'J

w

Addtional options for Exam/Survey

[V Apply Random Blocks to Exam

[V Apply Settings to Exam

[V Link Exam to Content Area and make available

<Back | Net> | cancel | Hep |

Onceyou have enteredthe information and clicked Next a status windowwill informyou thatthe examis being

uploaded to Blackboard.
Publish Wizard

1. The status window below will update after each step of the Publish process.

Respondus 4.0.5.00 May 17, 2012
- Start Blackboard 9x Publish -

Exam/Survey: Sample Test 1
Uploading Questions

Linking Exam to Content
Applying settings

Completed successfully

Click Finish.Youcannow review yourexam in Blackboard. Please make sure that you make itavailable
in Blackboard to your students. Also specify the question types you have uploaded through Respondus
on Blackboard.
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