Creating your Exam Using Respondus

Three options for creating your
exam/survey

= Make sure you have the Blackboard
6/Vista 4 personally selected
before you begin creating your quiz

= Create a new file

= Exam Wizard provides the easiest
way to create an exam

= Import Questions from a text file

Step 1 Using the Exam Wizard

1. Select your option — click on Next
2. Provide name for Exam
3. Follow onscreen instructions

NOTE: Similar options are found in the
Start tab
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Step 1 Continue

4. Select manual or automatic
question import
5. Select Edit option to review exam

Respondus [xam Wizard - Select Questions
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Step 2 Using the Edit Tab to create
question

1. Select the desired question type on
the left side of the screen. The
entry form on the right side of the
screen will change accordingly.

= Enter question title, it can be up to
64 characters

= Respondus will use the first 20
characters from the "Question
Wording" if title is left blank.

2. Enter Question, enter question
choice, select correct answer, set
point value and select the Add to
End of List button when question
has been completed

Note: Use PageDown/PageUp to move
through the Answers section of the
Window
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Step 3 Edit a Question

1. Click on drop-down arrow to edit
desire question on Question List
e Drop-down options include
include Preview, Edit, Delete,
Move to etc.

2. Press “Save Changes” after you

have modified your question. P"'
6 SseChanges | Cancel Changei | Con Fom | Poeview

Step 4 Insert Graphics

1. Select Insert Picture or File Icon
2. Follow Media Wizard prompt
3. Select Picture and click on Open
e Include Alt-Text and Image size
in Step 4.

Respondus*

Media
Wizard

Note: images, audio clips, video clips,
and attachments (e.g., spreadsheets)
can be added to exams
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Note: Make sure you include an image
description using the Alt+Text option.
Also include a picture size when prompt.
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Step 5 Settings Tab - Question Sets

= Blackboard supports the creation of
“question sets,” which are
groupings of questions that are
randomly selected during an exam.
Before creating question sets in
Respondus, it is important that
questions intended for question
sets be organized and grouped
properly.

NOTE: In order for question sets to be
included with the quiz when it is published
to Blackboard, you must select the
checkbox on the wizard window.

Step 6 Settings Tab - Basic &
Availability

Note: For the purpose of compiling
question statistics, only the first quiz
attempt is recorded.

Step 7 Settings Tab — Results

Note: Only fully graded quizzes are used
in the score calculation. Quizzes that are

not graded or are partially graded are not
included in the calculation.
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“Add Question Sets to Quiz” on the
Publish to Blackboard menu. Conversely, if
you do not want question sets included
with the quiz when it is published to
Blackboard, leave this box unchecked.
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Step 8 Preview and Publish Tab

Select Publish to WebCT

Click on Down-Arrow under
WebCT Server

Select add new server

Select the No setting. Follow
instructions on the WebCT 6 ver
Information window
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Importing File

1. The first step is to select the type
of file that will be imported
use the [Browse] button to locate
and select the file to be imported

2. Specify whether the questions
should be added to the currently
open file or whether to create an
entirely new file.

3. Click the [Preview] button to
preview the file being imported and
to see if there are any warning
messages.

If you are satisfied with how the results
look in Preview, click [Finish] to complete
the import.

CSULA —eLPS

8/3/2009

Web(T & Server Information

2 Copythe "Addess”™ of the page rom the betwier 10 the bow below The sddren
should logk: somethirg ke “hop://wh mpcollege. com/webct !

Dete |

|t cabbal 0T 1600 1p

3 Proes Exdract
Extiact 33 [l i vtoct catt el wciu. [server domar]

A Pressthe b the k this v, han select
e o the pulbdown st

Dy | [csans =l

Choes  [ESULA

5 The informtion below mutt ba entated manusly. then prest the OK buliort
Descrpton [NIS 1D Tt b iy in e smrvers et g "LACSD) logn]

Lhse name [FIS 100 [— —

Howmn
I thes it showed compute. unchack the bod

Note: NIS ID and password
recommened under step 5.

Publish Wizard X
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2. Category to assign to Questions

& Create anew category | Respondus Trairing
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3. Create or update & Quiz / Survey [optional)
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W Apply Question Sets to quiz

¥ Apply Settings to Quiz
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4. Press [Next] to publish to server
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Cancel | Help

Note: Select course from Setup 1 using
the down-arrow. Press Next when
complete. The following window will
show uploading status
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Printing Quiz - Adding Header

Should you consider print your Respondus
file.
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Note:

If the exam being printed has
matching questions, be sure to select
the "Matching, randomize answers"
label. Also, if you have sequential
questions that refer to the same image
or graphic, you will likely want to
select the “Suppress Repeated
Images” button so that the image is
not repeated with each question.
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Top of Page Contents (Headers)

Type in the text that you wish to appear at the top of the first page and on
subgequent pages. Blank lines will not be printed.
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Left bargin - firet page -

- subsequent pages -

Note: Click the [Edit Headers] button
to enter the information you want to
appear at the top of each page.
Different information can be entered
for the second and subsequent pages
too.

Cancel

Right Margin [right-justified]

W Border around headers
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Back-Up Respondus File Py L&Y
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Note: Back-up your Respondus File e | N
(filename.rsp) after you have created i "":_M_
a quiz. The path to find these files is §L"‘..¢ B i
C:\Respondus Projects\your quiz Lt A
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storing media type.
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