Using Respondus to create question pools, surveys, and

tests in Blackboard

Respondus is an application that allows you to create anew exam/survey or import an
exam/survey written in Microsoft Word (or Notepad, Write, as well as any .TXT, .RTF, or .DOC
file) and publish that exam/survey to a file for import into Blackboard. For this tutorial we will
open a Respondus file (Respondus Information) to create our exam for upload. You can use

Microsoft Word to write an exam just keep in mind that you need to mark the correct answer

for each question with an asterisk (*) before the answer choice.

If you haven't done so already, install Respondus from the Faculty Knowledge Base within
Blackboard and theninstall the Updater also located within the Faculty Knowledge Base.

Open Respondus
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For this tutorial, we will forgo the import questions option and choose

Open a Rezpondus file.

Select Respondus Introduction from the list and click Open




You are now brought to the Edit Questions section of the program. Fromhere you can view the
questions of the exams, add more questions, remove excess questions, or adjust answers.
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For this tutorial, we will make no changes to the exam questions.

Click on the FPreview & Fublish tab to the right of Settings. Click on the Fublish to Blackboard
option on the left (see below). Now click on the Publish Wizard button.
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e Choose Save pool to local file for manual uploading
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You will how be brought to the "Save As ..." window. Complete the following:
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e C(lickonthe"Save As ..." button and give this exam/survey a name. Remember where you
are saving this file to your local computer. (For the demo use the default name)

e Choose whether youwant it as apool or Test. Keep in mind options 2 & 3 are of no use
to us as we are on Blackboard &. (For the demo choose the 4th option)

Once you are satisfied with your selection, click Finish.

If all goes well, and it should, you will receive the confirmation window (see below)
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Click Ok and exit.



Uploading your newly created Respondus file to Blackboard.

So you created a Respondus exam/survey or pool. Now what? You have to upload it to your
Blackboard course in order to use it. How do we do this? We will go over the steps below.

1. Openyour web browser and log-in to Blackboard &
a. Gotohttps://portal.cuny.edu/portal/site/cuny/index.jep?epi-content=LOGIN
b. Enter your username & password
c. Click the"LogIn"button
d. Click the "Blackboard &.0" link from within the Blackboard Gateway
2. Frominside Blackboard &, click on your desired course under Courses you are teaching:

o

Enter the control panel of the course.

4. Youhave options here. If you created a question pool (from which you can create an
exam), you will need to enter the ool Manager. If you created an exam, you can import
it using the Test Manager link.

Assessment

Test Manager Grade Center

Survey Manager Performance Dashboard
Pool Manager Early Warning System

Course Statistics

O

For this demo, we created an exam, so click on the Test Manager link
©.  Click on the Import button

Add Test [® Import

7. Click Browse and navigate to the Respondus exam we created (Respondus
Introduction.zip). Double left-click on the file to bring it into Blackboard.
&.  Click Submit

9.  Youshould receive a confirmation receipt

E Test Import Complete

The package has been processed. The log file is below.

May 13, 200% 12:57:10 BM - Status: The operation import has completed.

10.  Click OK to return to the Test Manager.

Now you need to deploy the exam. Deploying the exam means placing it into a content area where
you students will go to take the exam. Content area selectionis up to you.



1.

12.
12.

14.

Go back to the Control Panel of your course and select a content area to place the
exam. For this demo, Assignments area

Click the +Test button

Choose Respondus Introduction (or whatever name you gave your exam) and click
Submit

Click OK

You can now edit the options of the Test in order to make it available. This is much the same as

if you created the exam question by question inside of Blackboard.

15.
1e.

17.

18.
19.

20.

21.

Click on Modify the Test options

Section 1is the Test Information (Name, Color of Name, Description, and do you want
it to openinaseparate window).

Section 2 is Test Availability (making the link available, adding an announcement, # of
attempts, completion, timer, dieplay dates, and password). Keep in mind, test timer
is a measuring tool used to gauge how long it took a student to complete the exam.
The timer will not "kick them out" of the exam.

Section & is self-assessment

Section 4 is Feedback (score, submitted answers, correct answers, and feedback
dieplayed to the student).

Section Dis Test Presentation (all at once or one at a time)

Section © is to Submit the changes.

Make your selections accordingly and click Submit to post your changes. You can go back at any

time to adjust the test options. Click Ok to return to the Control Panel of your course.

Congratulations! You have just successfully used Respondus to import an exam writtenin

Microsoft Word, or Notepad, or any .txt, .doc, or.rtf file.



