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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. 
 Click the Start tab. 
 Click the Open or Create link in the left frame, if necessary. 
 In the Current Personality list, select eCollege. 
 Respond to any prompts that may appear. 

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

 Select the exam project that is to be opened by clicking it once. 
 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. 

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 clicked, 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. 
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Button Explanation 

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. 

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


