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INTRODUCTION  
Respondus is a windows-based program that makes it easy to create and manage exams for 
eCollege and other course management systems.  It is a tool for creating and managing exams 
that can be printed on paper or published directly to eCollege.  Exams can be imported from 
documents formatted as plain text (.txt), rich -text (.rtf), Microsoft Word 2003 or earlier (.doc), 
Microsoft Word 2 007 (.docx), or tab/comma delimited (.csv) file formats.  

THE START TAB  
This tab is used to Set the Personality for the exam, Open a previously created Respondus File, 
Create a New File, and Import Questions from a text file.  The Exam Wizard is used to create an 
exam from an existing set of questions.  The Archive Wizard allows the user to archive an exam, 
including all media components and equations, with a single click.  In order to move to any of 
the other tabs in Respondus, an exam file must be open. 

Set the Personality to eCollege  
Before an exam can be created and published to eCollege, the eCollege Personality must be 
specified.  This option should be set before the exam is created or imported. 
Z Click the Start tab. 
Z Click the Open or Create link in the left frame, if necessary. 
Z In the Current Personality  list, select eCollege. 
Z Respond to any prompts that may appear. 

Open an Existing  File 
Z Click the Open  button on the Start Menu . 
Z The Open Respondus File  box will display (see illustration below).  

Z Select the exam project that is to be opened by clicking it once. 
Z The table below, provides an illustration and explanation of the buttons in the Open 

Respondus File window.  

Button  Explanation  

Up One Level  This button is used to move up one folder level.  

Create New Folder  To create a new folder to store a group of exams, click this 
button.  
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Button  Explanation  

Create New File  Use this button to create a new exam file.  When the button is 
clicked, the Create New File window will open.  

General Information  When this button is click ed, information about the selected file, 
such as number of questions, will appear in the Selected File 
pane.  This is the default display when the Open Respondus 
File window is opened.  

Item List  Click this button to see a list of the questions in the selected 
exam. 

Delete File  This button is used to delete one of the exams from the list.  
When the button is clicked, a confirmation window will 
display.  

Create Archive File  Use this button to create an archive copy of an exam.  When 
the button is clicked , the Create Respondus Archive window 
will display.  

Help  To obtain help with the different features in Respondus, click 
this button.  

Projects When this button is clicked, a list of the exam projects that 
have been created will display. 

Archive  Click this button to display a list of archived files.  

Browse This button is used to locate a Respondus file that is stored in 
other areas on the computer hard drive.  Once the file is 
located, it can be copied to the Respondus Projects folder. 

Download Test  
Bank 

To download test banks from textbook publishers, click this 
button.  Hundreds of textbook companies have test banks that 
are available in Respondus format. 

Open After an exam project is selected, click this button to open the 
exam. 

Cancel Use this button to close the Open Respondus File window 
without opening an exam.  

Search This button is used to search a file before it is opened.  This 
option is only available when the Item List button has been 
clicked. 

Z After all the options have been chosen, click the Open  button.  

Create a New File 
Z Click the Create button on the Start Menu . 
Z The Create New File  window will display (see illustration on next page).   
Z In the Name box, input the File Name  for the exam. 
Z In the Insert a description box , input a short  description of the exam. 
Z Only Exam questions can be created in the eCollege personality, so that is the only option 

available. 
Z Click the OK  button.  
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Z The Edit Questions  page will display (see illustration below) with a list of question types on 
the left side. 

Z The default  question type is Multiple Choice . 
Z Select the type of question that is to be created from the list on the left. 
Z In the Title of Question  box, input a title for the question.  
ø This is optional.  
ø If a title is not input, the program will select  the first 20 characters in the question text for 

the title. 
ø The Title  can be up to 64 characters. 

Z Input the information for the question.  
Z Click the Add into End of  List  button to add the first question to the Question List . 
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Z The question will be added at t he end of the window.  
Z After the first question is inserted, the Insert into List  button can be used to add questions. 
ø When this option is chosen, a window will appear asking where the question is to be 

inserted (see illustration below).  

ø This box explains the process for inserting the number. 
ø When the information has been inserted, click the OK  button.  

QUESTION TYPES 
All question types must have a title.  However, if a title is not entered, Respondus will select the 
first 20 characters of the question text.  A Question Title can be up to 64 characters.  All 
questions have a question wording section which is where the main body of the question is 
added.  Four buttons appear at the bottom of Edit Questions  form:  
ø Add to End of List ð This option adds the question to the end of the Question List .  This 

is the option that should be chosen when the first question is added. 
ø  Insert into List ð Use this option to insert a question into the Question List  at a specified 

location. 
ø Clear Form ð To remove all the data that currently shows in the form, click this button.  
ø Preview  ð Click this button to open a browser -like window that allows you to view how 

the question will appear in the final exam.  Feedback and scoring information is also 
shown in this window.  This button  can be selected at any stage of the editing process. 

Question Type  Explanation  

Multiple Choice  This type of question can have up to 26 answer choices, but only one 
correct answer can be selected.  A point value must be supplied for each 
question.  The easiest way to navigate between the Answer fields when 
setting up these types of questions is to use the Page Up or Page Down 
keys. 

True/False These questions are self-explanatory.  To create the questions, enter the 
statement in the question wording field and select either True or False 
for the answer. 

Essay Students are allowed to complete sentences or paragraphs for their 
answer when this type of question is used.  A correct answer can be 
entered for feedback/explanation purposes. The answer must be graded 
manually when the questions are uploaded to eCollege. 

Short Answer  These questions are identical to Essay questions except that the answer 
field is smaller when displayed during the exam.  
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Question Type  Explanation  

Matching  With this type of question, students are required to m atch items from 
two columns.  When the question is created, the correct match for the left 
column must be placed in the field immediately to its right.  The answers 
in the left column will be displayed in the order they were entered.  The 
answers in the right column will be scrambled when the student takes 
the exam. The easiest way to navigate through the answer choices is to 
use the Page Up or Page Down keys.  To move through the Correct 
Match field,  press the Page Down key twice. 

Fill -in -the-Blank  With t his type of question, students are required to enter a word, short 
phrase, or string of characters for the answer.  This type of question is 
automatically graded by the computer.  Therefore, students must give an 
answer that exactly matches one of the answers provided by the 
instructor.  The instructor is allowed to enter multiple forms of the 
correct answer.                                                                                                                          

Multiple  Answer  This type of question is very similar to a Multiple Choice question except 
that students can select more than one answer.  In the column on the left 
side of the Answer area, place an asterisk (*) next to the correct answer. 
The easiest way to navigate through the answer choices is to use the 
Page Up or Page Down keys.  To move through the Correct Match field, 
press the Page Down key twice.  eCollege will give full credit only when 
all correct answers have been selected.  Partial credit is not given. 

Algorithmic  These questions require students to apply a mathematical formula to 
answer the question.  They are designed using variables.  Random 
values area which area based on a specified range, are automatically 
generated for each variable in the question.  These questions can be 
unique for each student.  Because this type of question is published to 
eCollege as a Multiple Choice that links to a Flash object, students must 
have FlashPlayer 7.0 or higher installed on their computer.  Additional 
information on working with this type of question can be found in 
Respondus Help. 

IMPORT  QUESTIONS  
With Respondus, it is possible to import multiple choice, true -false, essay, short answer, fill-in-
the-blank, matching, and multiple answers  type questions.  The questions must be organized in 
a format that is acceptable to Respondus.  The file must be stored in Plain Text (.txt), Rich-Text 
(.rtf), Microsoft Word 2003 (.doc), Microsoft Word 2007 (.docx). or tab/ comma delimited (.csv) 
format.  

Information on formatting questions for im porting into Respondus can be found in the next 
section of this document.  Additional information on formatting questions for importing into 
Respondus can be found in the Respondus Help Menu in the Standard Format for Importing 
Documents.  For information on importing CSV files, see the document on Importing 
Tab/Comma Delimited Files (CSV) links  under the Start Menu option.  Once in the Start Menu 
option click the Importing Questions menu option.   To Import the file:  
Z Click the Import Questions  button on the Start Menu . 
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Z The Import Questions  window will display (see illustration below). 

Z Select the type of file that will be imported from the Type of file  list. 
ø The Standard Format for organizing questions is the same for Plain Text, Rich Text, and 

Microsoft Wor d files. 
ø Files that are in Rich Text and Microsoft Word format retain some of the formatting such 

as bold, italic, underline, superscript, and subscript.  
ø Embedded graphics can only be imported if the file is in Microsoft Word format.  
ø An alternative method is available for importing graphics in Plain Text and Rich Text 

format.  
Z Click the Browse button at the end of the File Name  box. 
Z The File to Import  window will display.  
Z Select the file that is to be imported. 
Z Click the Open  button.  
Z Under Choose where to add the new question s, select one of the two options.  
ø Append the Question to the Current Document  ð This option would be used when the 

question are to be added to an exam that is currently opened. 
ø Create a New Document Name  ð To complete a completely new exam from the 

Imported File, click this option.  
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Z Click the Preview  button to display a list of the questions in the Imported File and to see if 
there are any warning messages. 
ø The question will appear in the Preview Results  area. 
ø Any warning messages will appe ar in the box at the bottom of the window.  
Í Some of the warning messages can be ignored such as 2 duplicate titles were changed 

by adding 2, 3, or 4. 
Í This indicates that two of the question titles for the file being imported are identical.  
Í This happens when a title has not be specified for the question. 
Í Since two questions cannot have the same title, a number is added for those titles that 

are identical. 
Z Click the Finish  button to complete the import.  
ø When the Finish button is clicked, the file is either app ended or created depending on the 

option chosen earlier. 
ø To modify the file, switch to Edit Mode.  
ø Click the Preview  tab to view the file in a browser -type window.  

STANDARD FORMAT FOR IMPORTING QUESTIONS  FROM M ICROSOFT WORD  
In Respondus it is possible to import Multiple Choice, True -False, Essay, Matching, Short 
Answer, Fill -in-the-Blank, and Multiple Answer questions.  In order to import the questions, the 
questions must be formatted in plain text, rich -text, or Microsoft Word format. The file must be 
organized in a Standard Format before it can be imported into Respondus.  This document 
describes how to format the questions in these three formats ith the required elements.  The 
questions can contain optional elements.  However, the optional elements such as titles do not 
upload to eCollege so are not included in this document.  When creating an exam keep the 
following in mind:  
Z It is best not to insert any lines between each of the questions. 
Z It is a good idea to leave a blank line at the beginning and the end of the exam. 
Z If there isnõt a blank line at the beginning, sometimes the first and last question will not 

import into the exam.  

Multiple Choice  
Z Each question must begin with a question number, followed by either a period or 

parentheses. 
Z The question wordi ng must follow the question number.  
Z A space or a tab must be included between the question number and the question wording. 
Z Each answer must begin with a letter (A -Z) followed by either a period or a parentheses. 
Z A space or a tab must be included between the answer letter and the answer wording.  
Z An asterisk (*) must be placed to the left of the letter for the correct answer. 
Z Examples: 
ø With Tabs between the Number or Letter and the Text  
Í 1) Who was the first president of the United States?  

(1) A) Abraham Lincoln  
(2) *B) George Washington  
(3) C) Herbert Hoover  
(4) D) John Adams 
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ø With a Space Between the Number or Letter and the Text  
Í 1. Who was the first president of the United States?  

(1) a. Abraham Lincoln  
(2) *b. George Washington  
(3) c. Herbert Hoover  
(4) d. John Adams 

Z The letters for the answers in this type of question can be either caps or lower case. 
Z The periods could be replaced with parentheses and vice versa.  It doesnõt matter which you 

use after the number. 
Z The important thing to remember is to put either a tab or space after the number and the 

chosen punctuation. 

True -False 
Z The process is similar to importing multiple choice questions.  
Z The True answer choice must be listed prior to the False answer choice. 
Z If False appears first in the list, the question will be imported as a mult iple choice question. 
Z An asterisk (*) must be placed to the left of the letter for the correct answer. 
Z Examples: 
ø With Tabs between the Number or Letter and the Text  
Í 1. Thomas Jefferson was the first president of the United States?  

(1) A. True 
(2) *B. False 

ø With a Space Between the Number or Letter and the Text  
Í 1. Thomas Jefferson was the first president of the United States?  

(1) a) T 
(2) *b) F 

Z The letters for the answers in this type of question can be either caps or lower case. 
Z The periods could be replaced with parentheses and vice versa.  It doesnõt matter which you 

use after the number. 
Z The important thing to remember is to put either a tab or space after the number and the 

chosen punctuation. 

Essay 
Z The logic for importing Essay questions is similar to what is used for multiple choice and 

true-false questions. 
Z The first line of the formatting must begin with Type: E. 
Z When importing Essay questions: 
ø The answer can be provided immediately after the question wording.  
ø The answer must begin with a letter followed by a period or a parentheses and a tab or 

space (a. or a). 
Z Example: 
ø Type: E (This must be included when creating an Essay question.)  
ø 4. Explain the process for electing the president of the United States.  
ø a. The instructor would input the answer to the question in thi s space.  This is for 

checking purposes.  The student will not see this answer.  
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Short Answer Questions  
Z The process of importing this type of question is almost identical to how an Essay question is 

imported.  
Z The answer field presented to students during an exam is smaller when a Short Answer 

question is specified. 
Z The first line of the formatting must begin with Type: SA  in order for the question to be 

classified as a Short Answer. 
Z When importing Short Answer questions:  
ø The answer can be provided immediately after the question wording.  
ø The answer must begin with a letter followed by a period or a parentheses and a tab or 

space (a. or a). 
Z Example: 
ø Type: SA (This must be included when creating a Short Answer question.)  
ø 4. Provide a list of the qualifications f or someone to become president of the United 

States. 
ø a. The instructor would input the answer to the question in this space.  This is for 

checking purposes.  The student will not see this answer.  

Fill -in -the-Blank  
Z The first line of the formatting must begi n with Type: F. 
Z If is only possible to have one answer per question. 
Z It is possible to enter multiple forms of the answer.  
Z Every possible variation that a student could enter should be included as part of the answer.  
ø The computer will check all the answer when checking the exam. 
ø Answers not included in the list will be marked as incorrect.  

Z Each answer must begin with a letter followed by a period or a parenthesis and a space or a 
tab. 

Z Example: 
ø Type: F (This must be included when creating a Fill -in -the-Blank  question.)  
ø 5. Who is the current president of the United States?  
ø a. George W. Bush 
ø b. George Bush 
ø c. Bush 

Matching  
Z This process is similar to what is described for importing Multiple Choice questions.  
Z The first line of formatting must begin with Type: MT . 
Z Each answer must consist of both parts of a correct match. 
Z Each answer must begin with a letter followed by a period or parentheses. 
Z The two parts of the match must be separated with an equal (=) symbol. 
Z There should not be any hard returns or blank lines  within either part of the answer.  
Z Spaces before or after the equal (=) symbol are optional. 
Z It is important that an answer only use the equal ( -) symbol for the purpose of separating the 

two parts of the match. 
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Z Example: 
ø Type: MT  (This must be included w hen creating a Matching  question.)  
ø 4) For the following statements on the left, select the best choice from the list on the 

right.  
Í a. Shrinks a window to a button on the taskbar = Minimize Button  
Í b. Shows the name of a window or program = Title Bar  
Í c. Graphic representation of a program = Icon  

Multiple Answer  
Z The logic for importing this type of question is similar to importing Multiple Choice 

questions. 
Z The first line of the formatting must begin with Type: MA . 
Z Correct answers are designated with an asterisk. 
Z Example: 
Z Type: MA  (This must be included when creating a Multiple Answer  question.)  
ø 3. Which of the following individuals served as president of the United States?  
Í *a. Woodrow Wilson  
Í b. Albert Einstein  
Í *c. John Quincy Adams  
Í d. Henry Kissinger  

EXAM WIZA RD  
This wizard helps familiarize new users with the basics of Respondus.  This is also the best way 
to create an exam using questions contained in one or more Respondus files.  The Wizard can be 
used to randomly select from files.  Point values can be assigned across the entire question type. 

Copy Questions from Existing Exams  
This option is used when other Respondus files are to be used to create the exam.  It allows you 
to select the Respondus files from which the questions will be copied. 
Z Click the Exam Wizard  button on the Start Menu . 
Z The Respondus Exam Wizard  window will display.  
Z Select the Create a new exam and then copy questions to it from a question bank or 

Respondus file  option . 
Z If the textbook you are using has a Respondus formatted test bank, click the Search for Test 

Banks button to locate the test bank. 
Z Click the Next  button to move to the second step in the wizard.  
Z Input a name for the exam. 
Z Input a brief description of the exam.  
Z Click the Next  button to move to the third step in the wizard.  
Z Hi ghlight the file from which the questions are to be selected. 
Z Continue this process until all the files from which the questions are to be selected have been 

specified. 
Z Click Next  to continue. 
Z The Select Questions window will display.  
Z In the Source Files list, select the exam for which questions are to be selected. 
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Z Click one of the following options.  
ø Automatic Selection  
Í With this option, the current number of questions for each question type is displayed 

in the Available to Select  column.  
Í In the Number to  Select column, enter the number of each type of question to select. 
Í In the Points per Question  column, enter the points for each question type. 
Í When all the entries are selected, click either the Add to End of List  or Insert into List  

button.  
Í Repeat the same process for each source file. 

ø Manual Selection  
Í This option allows the questions for each file to be viewed before they are selected. 
Í Individual questions can be viewed by clicking the title of the question.  
Í To search the entire list of questions, click the Keyword Search  button.  
Í When all the selections have been made, click either Add to End of List  or Insert Into 

List . 
ø The Automatic and Manual Selection options may be combined  
ø Once questions have been added to the list at the bottom of the window, the point values 

may be edited. 
ø To remove a question from the list, click the blue area and then click Delete . 
ø To move the question to a different location in the exam, click the Move  button and input 

the area where the question is to be inserted. 
Z Click Next  to move to the last step in the wizard. 
Z Select one of the options under the specified categories. 
Z Click the Finish  button to complete and save the exam. 

Create a New Exam 
This option should be selected if each of the questions is to be added manually to the exam.  
When this option is chosen, there are only two steps to the wizard. 
Z Click the Exam Wizard  button on the Start Menu . 
Z The Respondus Exam Wizard  window will display.  
Z Select the Create a new exam in which all questions will be entered manually  option.  
Z Click the Next  button to move to the second step in the wizard.  
Z Input a Name for the exam. 
Z Input a Description  for the exam. 
Z Click the Finish  button.  
Z The exam Edit  window will display.  
ø This window is used to add questions to the test. 
ø For information on cr eating different question types, go to the Question Type  section of 

this document.  
ø For information on formatting questions in Word, as plain text, or in a rich text format, 

go to the Standard Format for Importing Questions  section of this document. 

Open an Existing Exam File  
Z Click the Exam Wizard  button on the Start Menu . 
Z The Respondus Exam Wizard  window will display.  
Z Select the Create a new exam in which all questions will be entered manually  option.  
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Z Click the Next  button to move to the second step in the wizard.  
Z The Open Existing Exam  window will display.  
Z Select an exam from the list that appears on the left side of the window. 
Z Click the Select button.  
Z Click the Next  button to move to the next step in the wizard.  
Z Select one of the available options from either of the categories. 
Z Click the Next  button to move to the last step in the wizard.  
Z Choose one of the available options.   The window that appears at this point in the wizard is 

determined by the option chosen in the previous window.  
Z Click the Finish  button.  What happens at this point will be determined by the options 

chosen in this step of the wizard. 

ADD  IMAGES , M EDIA , AND ATTACHMENTS TO QUESTIONS  
With Respondus it is easy to add media files and attachments to exams.  Media content can be 
included i n question wordings, answer choices, and feedback.  When images or attachments are 
added to questions in Respondus, they can be viewed offline.  Everything is automatically 
uploaded to the server when the exam is published to eCollege. 

Add an Image 
Z Open the exam in Edit  mode, if necessary. 
Z Select a question from the Question List . 
Z Click the blue area (Title) for the question. 
Z The Properties  window will display.  
Z Click the Modify  button.  
Z The question will appear in the Edit  window.  
Z Position the insertion p oint at the place in the question where the media item is to be added. 
Z Click the Insert Picture or File  button on the toolbar (see illustration at left).  
Z The Select Image or Audio/Video File to Add  window will display (see illustration 

below). 

ø The default File Type  setting will display only bitmap, gif, jpeg, png, pcx, and emf files.  
ø To display wav, avi, and other audio/video files, select the Common Audio -Video  

option by clicking the list arrow for Files of Type . 
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ø To display other media file types or atta chments (spreadsheet, word processor 
documents), select All Files  from the Files of Type  list. 

Z Once the file has been selected, click Open  to insert the file into the question.  
Z The Text Description of Message  window will display (see illustration below). 
ø This text is used by screen readers to help the visually impaired know what is on the 

screen. 
ø When a text reader reads the information on the screen, the text inserted into this 

window will be read instead of the file name of the image.  
ø The information put  into the text box will display when the mouse pointer is moved over 

the image. 
ø To prevent this window from displaying in the future, click the check box for Show this 

screen each time an image is added to clear the box. 

Z Click OK  to exit this box. 
Z The Edit  window will display.  
Z The image will be copied to the Respondus Projects folder.  

Add an Attachment  
Z Open the exam in Edit  mode, if necessary. 
Z Select a question from the Question List . 
Z Click the blue area (Title) for the question. 
Z The Properties  window wi ll display.  
Z Click the Modify  button.  
Z The question will appear in the Edit  window.  
Z Position the insertion point at the place in the question where the media item is to be added. 
Z Click the Insert Picture or File  button on the toolbar (see illustration at le ft). 
Z The Select Image or Audio/Video File to Add  window will display (see illustration 

top of next page). 
Z To display file types such as spreadsheets or word processor documents, select All Files  

from the Files of Type  list. 
Z Once the file has been selected, click Open  to insert the file into the question.  
Z The Audio/Video ðLink or Embed  window will display.  
Z Click the Linked Object  option button.  
Z Input the text you want the student to see in the text box.  
Z Click OK  to insert the attachment. 
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Add an Audio/Vid eo File 
Z Open the exam in Edit  mode, if necessary. 
Z Select a question from the Question List . 
Z Click the blue area (Title) for the question. 
Z The Properties  window will display.  
Z Click the Modify  button.  
Z The question will appear in the Edit  window.  
Z Position the insertion point at the place in the question where the media item is to be added. 

Z Click the Insert Picture or File  button on the toolbar (see illustration at left).  
Z The Select Image or Audio/Video File to Add  window will display (see illustration bottom 

of previous page). 
Z To display wav, avi, and other audio/video files, select the Common Audio -Video  option 

by clicking the list arrow for Files of Type . 
Z The Audio/Video ðLink or Embed  window will display.  
Z Click the Embedded Object  option button.  
Z In the Standard Player  list, select the type of player for this file.  
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Z Input the height and width for the file, if desired.  
ø If a size is not specified, the size will be determined by the userõs browser. 
ø The size is measured in pixels. 

Z Click OK  to insert the media file. 

NOTE:  When a media object or attachment has been added, a string of characters representing 
the object will appear in green text.  An image placed in the question wording will have a string 
of <PIC_1>.  An <AV_1> tab will represent other file types.  

Delete a Media Object or Attachment  
Z Click somewhere within the object tag.  
Z Click the Insert Picture or File  button (see illustration at right).  
Z The Add, Replace, Delete  window will display (see illustration below).  

Z Click the Delete  option button.  
Z In the bottom box, click the object that is to be removed. 
Z Click OK  to exit the window and remove the object.  

Preview  an Object 
When media objects or attachments are inserted into a question, only the tags will show in Edit 
Mode.  In order to view the objects, the question has to be previewed.  All questions can be 
previewed by clicking the Preview  button.  It is recommended that all questions containing 
media objects be previewed before they are uploaded to eCollege. 

POWER EDITOR  
This feature provides additio nal features for formatting questions , including a table editor, 
bulleted lists, the ability to change fonts, the ability to change justification, and the ability to add 
different font attributes.  
Z Open the exam in Edit  mode, if necessary. 
Z Select a question from the Question List . 
Z Click the blue area (Title) for the selected question. 
Z The Properties  window will display.  
Z Click the Modify  button.  
Z The question will appear in the Edit  window.  
Z Place the insertion point into the area of the question that is to be edited. 
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Z Click the Power Edit  button on the toolbar (see illustration at right).   
Z The Power Edit  window will display (see illustration below). 
Z The buttons on the toolbar are explained and illustrated in the table below. 
ø The buttons in the top row are described first as displayed left to right.  
ø The buttons in the bottom row are described next as displayed left to right.  

 

Button  Description  

Show or Hide Preview  This button is used to display how the question will display in 
eCollege or another course management system. 

Cut   To remove text or an object from a question and place it on the 
clipboard, select the text and then click this button.  

Copy   Use this button to make a copy of selected text and place it on the 
clipboard.  

Paste  Click this button to pl ace the text from the clipboard into the 
question. 

Undo  This button is used to undo an action that has been completed, such 
as removing text from the question.  

Redo When the Undo button has been clicked, this button will reverse the 
action. 

Find  To locate text within a question, click this button.  The Find  dialog 
box will display where text can be inserted.  

Equation Editor  This editor is used to add equations to a question.  For information on 
how to accomplish this, access the Help Menu. 

Insert Pictu re or File  To insert a media image or an attachment into a question, use this 
button.  Information on how to accomplish this can be found earlier 
in this document.  
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Button  Description  
Web Links  This button is used to insert media from a different Web server into a 

question.  For information on how to accomplish this, please see the 
Help Menu.  

HTML Editor  Use this button to insert HTML code into a question.  

Subscript  To insert a word, number, or letter that will appear slightly below 
and smaller than normal text, click this  button.  

Superscript  Click this button to insert a word, number, or letter  that will appear 
slightly above and smaller than  the normal text, click this button.  

Insert Table  This button is used to insert a table into a question.  When the button 
is clicked, the Insert Table window will display.  

Font Type  To change to a different type of fond, click the list arrow and click on 
the type of font to be used. 

Font Size Click the list arrow for this option to change the size of the font for 
selected text. 

Bold To apply bold formatting to selected text, click this button  

Italic  To italicize selected text in the question, click this button 

Underline  Use this button to underline selected text in a question. 

Align Left  This button is used to align the question text to the left. 

Align Right  Click this button to align the question text to the right.  

Center Use this button to center the question text. 

Numbers  To create a numbered list, click this button.  Once the button has been 
clicked a number will appear to the left of the text.  Each time the 
enter key is pressed a new number will be added. 

Bullets  This button is used to insert a bulleted list into a question.  When the 
button is clicked a bullet will appear to the left of the selected 
paragraph.  Each time the enter key is pressed a new bullet will be 
added. 

M ODIFY , REARRANG E, AND DELETE QUESTIONS  
Z Open the exam in Edit  mode, if necessary. 
Z Select a question from the Question List . 
Z Click the blue area (Title) for the selected question. 
Z The Properties  window will display  (see illustration on next page). 
Z Click the OK  button to close the window.  
Z Click the Modify  button to return to the Edit  window.  
Z Click the Delete  button to delete the question from the exam. 
Z Click the Move  button to move the question to a different location in the exam. 
Z To use the question as a starting point for a new question, click the Use as Basis for New 

Item  button.  
Z Click the Preview  button to view the question as it will appear in the exam.  
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USE A QUESTION AS THE BASIS FOR A NEW QUESTION  
Z Open the exam in Edit  mode, if necessary. 
Z Select a question from the Question List . 
Z Click the blue area (Title) for the selected question. 
Z The Properties  window will display (see illustration above). 
Z Click the Use as Basis for New Item  button.  
Z The Edit  window will display.  
Z The Title  for the original question will be modified, probably with a number at the end.  
Z Modify the Title  for the question. 
Z Make any other changes you like to the question. 
Z Click either the Add to End of List  or Insert Into List  button.  

OVERVIEW OF THE PREVIEW AND PUBLISH M ENU  
This menu lets the user determine what to do with the exam file.  
Z Preview  ð Use this feature to exam the contents of the file. 
Z Publish to eCollege  ð This feature connects Respondus to the eCollege server.  Once 

connected, the exam can be transferred to eCollege. 
Z Print  ð Select this feature to format and print the exam directly from Respondus or to export 

the exam into a word processing program such as Microsoft Word for further enhancement 
and printing.  

Previ ew a File 
This feature is similar to the option that appears in the Edit window.  The primary difference 
between the two is that in this window it is possible to scroll easily from one question to the 
next.  

This window shows how the question wording an d answer choices will appear to students 
when they take the exam.  The feedback and correct answer for the question are displayed at the 
bottom of the window.   This information will not display when the students view the questions.  

Questions can be edited in the Preview window by clicking the Modify Item button.  When this 
button is clicked, the screen will change to the Edit window.  The question will be displayed in 
the editor.  Once the required changes have been made, click the Save Changes button. 
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Z Click the Preview and Publish  tab at the top of the Respondus window.  

Z Click the Preview  button, if necessary. 
Z Click the Preview the File  button.  
Z The Preview  window will display (see illustration bottom of previous page). 
Z To navigate to a specific question: 
ø Input a number into the text box to the left of Go To . 
ø Click the Go To  button.  

Z To move from one question to another, click the Next  button.  
Z To return to a previous question, click the Previous  button.  
Z To make changes to the question, click the Modify Item  button. 
Z To exit the Preview  window, click the Close button.  

Publish to eCollege 
This feature guides a user through the steps of publishing an exam to the eCollege server.  In 
order to do this, the user must already have an eCollege account and password.  

Step 1 
Z Click the Preview and Publish  tab at the top of the Respondus window . 
Z Click the Publish to eCollege  button.   In order to complete this process, you must be 

connected to the Web. 
Z When you first publish the exam in Respondus, you will have to set up the options for access 

to eCollege. 
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ø In the eCollege Server list , click  the Add New Server  option (see illustration below).  

ø The eCollege Server Information  window will display (see illustration below). 
Í In the Copy the Address  box, input http://sienaonline.org . 

or 
Í Open the Siena Web page (www.sienaheights.edu ). 
Í Click the eCollege link at the top of the page. 
Í Copy the Web address for the eCollege site. 
Í Paste the Web address into the Copy  box in Respondus. 

ø Click the Extract button.  
ø The eCollege address will appear in the Extract box and will be removed from the Copy  

box. 
ø Input a Description  for the site, such as eCollege. 
ø Input your User Name and Password.  This is required. 
ø Click the OK  button to return to the Publish Wizard . 

Z eCollege should now appear in the eCollege Server box. 
Z Click Next  to continue to the next step in the Wizard . 
ø You may be prompted to enter your User Name and Password. 
ø The Windows hour -glass will appear momentarily . 

Z If the connection is successful, the next window in the Wizard will display (see illustration 
top of next page). 

Z In the Choose Course to Publish to  list, select the course that the exam is to be published to. 
ø Only the courses that you are an instructor in will display.  
ø Make sure that you select the course from the correct term. 

http://sienaonline.org/
http://www.sienaheights.edu/
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ø The Windows hour -glass will appear again. 
ø This process may take a few seconds. 
ø Once the above process is completed, the course title will appear in the Choose Course 

box. 
Z Click the Choose Unit/Chapter  list arrow.  
Z Select the Unit/Week/Chapter  to which the exam is to be published. 
Z Under Choose Exam Options , select one of the following: 
ø Create New Exam ð This option should be chosen to publish this exam as a new one in 

eCollege.  When this option is chosen, input a name for the exam.  This is the name that 
will appear for the exam in eCollege.  

ø Replace Existing Exam ð Use this option to replace an exam that has already been 
published to or created in eCollege.  For this option, click th e list arrow and select the 
exam that is to be replaced. 

Z If Question Pools were created for the exam, they can be uploaded by selecting the Question 
Pools option. 

Z To apply the settings that were selected for the exam, make sure the Apply to Exam  check 
box is checked. 

Z Click Next  to publish the exam to eCollege. 
ø A status report will appear during the process.  
ø A typical exam should take 20-40 seconds to publish to eCollege. 
ø Exams with a large number of media files could take up to five minutes to publish.  
ø The amount of time it takes to publish the exam will depend on the speed of the server 

connection. 
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Z Once the exam has been published to eCollege, the Completed Successfully  message will 
appear in the status window.  

Z After the exam is published, it is a good idea to access the exam in eCollege and confirm that 
everything appears as expected. 

Z Click the Finish  button to complete the process. 

PRINT  OPTIONS  
In Respondus, it is possible to format and print exams or surveys directly from the program.  It 
is also possible to save the exam or survey in Microsoft Word format for further enhancement 
and printing.  
Z Click the Preview and Publish  tab at the top of the Respondus window.  
Z Click the Print Options  button.  
Z The Print Options  window will display (see illustration on  next page). 
Z Under Select Format, click one of the option buttons. 
Z Click the Settings  button to specify what items are to be included on the printout.  
Z Click the Edit Headers  button to open the Headers window.  
ø This window is used to specify what should appe ar in the header of the exam. 
ø Headers can be specified for the left and right margins of the page. 

Z To specify other print options, click on the appropriate options under Other Options . 
Z Click the Print Preview  button to see what the exam will look like when  it is printed.  
Z Click the Save to File button to save the exam so that it can be opened in Word. 
Z Click the Send to Printer  button to print a hard copy of the exam.  

RETRIEV E AN EXAM FROM E COLLEGE  
With Respondus it is possible to retrieve an exam from an eCollege course.  The process is 
similar to publishing an exam, except you choose the Retrieval Tab instead of the Preview and 
Publish tab. 
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Z Click the Retrieval tab in Respondus. 
Z The Retrieve Questions  window will display (see illustration bottom of next page). 
Z Click the Choose Server list arrow and choose server that you set up earlier. 
Z The eCollege Server Information  window will display (see illustration bottom of next 

page). 
Z Input your User Name and Password. 
Z The rest of the information should all be comp leted. 
Z Click OK  to move back to the Retrieve Questions  window.  
Z Select the course from which the exam is to be retrieved from the Choose Course list. 
Z A Windows hour -glass will appear. 
Z When the hour-glass disappears, click the Choose Unit/Chapter  list arrow.  
Z Select the Week/Unit/Chapter  from which the exam is to be retrieved.  
Z Click the list arrow for Choose Exam to select the exam that is to be retrieved. 
Z In the Enter a Name for the New File  box, input the name for the exam. 
Z Click the Retrieve  button.  
Z A message will appear in the Status box. 
Z A File Saved message will appear when the process is complete. 
Z Completed  will appear in the Status box. 
Z Click the Finish  button to complete the process. 


