Converting Word Doc Exam into Online
Exam

Software that can convert a Word doc into a file that can be integrated into an online
format for ECampus is called Respondus and is available through TAMU'’s software
store for $0.

https://ai.tamu.edu/Systems-Software/Respondus

Respondus 2019-2020
Respondus®
StudyMate

Respondus 2019-2020

Price: $0.00

Details

Respondus Instructions

You will receive an email with the link to download Respondus Software. Double Click the
“‘Respondus4Campus” application in the folder that opens and select “Extract All”

Answer the prompts, and when it asks for your institution name, open the PDF file in the pop up
folder “Respondus Activation Key for 2019-2020” as it has the information to fill in the Institution,
Contact Name and Install Password.

When prompted, select Blackboard from the dropdown list.

You should now have a screen like this:
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Moving to your exam, please make sure it follows the guidelines in the “Guidelines for Exams to
Respondus”.

AKA it should be that each question has a number and then a period or parenthesis and that
each letter choice has those as well, and that the answers are indicated:

kample Test

1. Isrespondus a good software?
A) Yes

B) No

C) Help

D) Me

2. Is this exam going to work?
A)

B) Really

C) Hope

D) So

3. Should I convert this to plain text?
A) Yes
B] Mo

Answers:

== =

1.
2.
3.

= O &

You will need to save your doc file into plain text format by going to “Save As” and switching the
save file format to “Plain Text”. The default settings should be fine to just click “OK”, below.
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File Conversion - Sample Test.txt ? X
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p) [ Insert line breaks Western European (150)
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|:| Allow character substitution
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3. D) Me
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You will need to close your open exam in the doc form to complete the save to plain text.

You can now upload this text file into Respondus. Open the software and click “Import
Questions”.
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Open a Respondus file

Create
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ﬂ Test Bank Network

Locate a publisher test bank and select questions for an exam

ﬁ? Exam Wizard
Create an exam by copying items from other Respondus Files

” Import Questions
Import questions from a text file

? Archive Wizard
Create a Respondus archive file so that questions, media, and
equations are stored as a single, compressed file

Select Plain Text for type of file.
Click Browse and select your plain text exam file, e.g. “Sample test.txt”

It will ask you to Create a new document , named: X €< You have to type something here



Hit Preview

Import Questions >
1. Select the file to Import: Cancel
Type of file: Plain Text o Help
File name: lick browse to choose - Browse
Image Folder needed if using IMG: for graphics - Browse

2. Choose where taigdd the new Cuestions:
() Append the questions to the current document.

(®) Create a new document, named: | h

Type of fileto create: (@) Exam () Survey

[ ]Use "stem" plus question number to create title, e.q. | |
"chi1-" stem becomes "ch(01-001", "ch01-002", ..

3. Usethe Preview button to check for problems: Preview h

4, Press the Finish button to complete the process, Finish

Preview results

# | Title Question Wording *

It will fill in Preview results for each of your questions. If it pops up with errors, try playing around
with your formatting to make it more simple. If that doesn’t work, give McKensie an email or call
mlefevre@bio.tamu.edu, 979-845-7752.



mailto:mlefevre@bio.tamu.edu

Import Cuestions

x
1. Select the file to Import: Cancel
Type of file: Plain Text e Help
File name: |Samp|e Test.txt Browse
Image Folder |D:\Users\mdaughErtg,riDeslctnp Browse

2. Choose where to add the new Cluestions:

() Append the questions to the current document.

(®) Create a new document, named: | sample Test |

Typeof fileto create: ™ @ Exam O Survey

[[]Use "stem" plus question number to create title, e.q. |
"ch01-" stem becomes "ch01-001", "ch01-002", ..

3. Use the Preview button to check for problems:
4. Press the Finish button to complete the process, Finish P

Preview results

# | Title Question Wording L]
1 | Isrespondusils respondus a good software?

2 | Isthis exam gi |5 this exam going to work?

3 | Should | conv Should | convert this to plain text?

- W

Mo warnings.

When everything looks good hit Finish.

This will pop up with your questions in edit mode on the software. You can add or edit questions

here if you like, or you can move right along to Preview + Publish. Note: You can add other
types of questions too, like short answer or essay in the edit page.
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File Edit View Help
B | Media Power Edit | @
Start Edit Settings Preview + Publish Retrieval + Reports
Preview | Preview 9
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Print Options
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Before publi

ing your Respondus file to the server, it is recommended that

you "preview the file. In the preview mode, the Respondus file remains an
your hard drive and an Internet browser-like window is used to view it.

If you want to make changes to the Respondus file, click the "modify item"
button from within the preview task. You will be returned to the preview task

once the change has been made.

By clicking Preview the file, you will get this screen where you can preview each question.




B Preview

Changes made in Edit will not appear until you 5ave the document.

< Prevy 1ofd Mext = Item: I:l Go Meodify ltem Close

Question 1 Mult. Choice . Save
1.00 points e

|5 respondus a good software?

() Yes
O No
() Help
O Me

Feedback
100.0% a.
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0.0% d.

Once satisfied with editing, hit Publish on the left side of the page and click “Publish Wizard”.

@ Respondus - Sample Test.rsp
File Edit View Help

ERd | | | K
Start Edit Settings Preview + Publish Retrieval + Reports
Preview Publish to Blackboard @
Publish
Hae 4  Publish Wizard
Print Options e Use this optiop to publish the currently open document to a Blackboard server.
You can sen e document as either a questions pool or as a complete exam
or survey.

The following pop-up will appear and you can choose whether to publish to one or more courses
(Hint: Publishing it this way does NOT publish it for your students. It should publish as hidden
until you activate it in ECampus, as we will do later in this document.)

Choose the “Add New Server” from the “Blackboard Server” drop down menu, then hit next.



Publish Wizard

1. Type of Publish - Local File, Single Course, or Batch Publishing
1 (®) 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 far a new server

Blackboard Server:

R

Settings: Choose "add new server” or an g server Edit Settings
above

3 Press [Mext]to connect to server

Back Cancel Help

The following pop up will appear, click the Yes button, then Next:

Add Mew Server Settings >

Preconfigured server settings may be available for:
Texas AM University

(®) Yes, check for precorfigured server settings

(") No, | want to enter the server settings manually




Choose “eCampus” from the dropdown Menu

a0 Preconfigured server settings may be available for:
Texas AM University

(®) ‘Yes, check for preconfigured server settings
28

Choose Server 4

Maore than cne learning system is used at your institution. Please select the
appropriate system from the list below

eCampus w

QK Cancel

For the next pop-up, give the test a name, and click “Run Connection Test”, then Next



Preconfigured Server Settings Wizard >

an Success! The server settings have been downloaded for:

Texas AM University

1. Enter a name to describe this Blackboard server (2.0. "My Bb Courses")
Test

Enter your login infarmation for this Blackboard server

(not used) (ot used)

[ ] Save my User Name and Password on this computer.
(If this iz a shared computer, dont select this box!)

3. Respondus can run a connection test using the above settings
to make sure it can communicate with your online course

(®) Bun connection test
() Skip connection test

= Back Caneel Help »

[ TatR TERT e TTER

The pop-up will appear and ask that you log in to eCampus, click “OK”

>

1l
en The status window below will update after each step of the connection process:

—~ Server Connection Test -
Texas AEM University

2.1 |Server:tamu hlackhoard com

Senf Respondus X
| Lse|
Log
Logi
Inst | Log into Blackboard using the browser window, then close
Sec| the window and click OK to continue,

Logi

Log

y | Back Next Cancel Help ¥V

Click “OK” to start the Download



The status window below will update after each step of the connection process:

— Server Connection Test -
Texas AAM University

219 Server: tamu blackboard com

SEF\.I Dk, A48T

| User:| Helper Tool Download b4
Login
Login
Institu

5
L,SE;" Downlnad Progress: 47040k of 59655k

Respondus needs to download a helper tool for browser authentication.

Login K, Cancel

Back Mext Cancel Help T

This will cause a pop up of eCampus, log in now using your howdy username and password.

m 1 Blackboard Authorization - o X

Cancel Close After Login

T @

Campus i o

............ Keep in touch...an the go.

Powered by:
Instructional Technology Services

&

Blackboard

After you've logged in you can close the window using the “Close after login” button on the top
right.



— | pod

Cancel || Close After Login <(mmmm—

Mckensie Daugherty

The Publish Wizard will pop back up, and you can choose the course you are wanting this
course in from the drop down. The rest of the settings are default, and you can leave them
alone. Hit Next.

Publish Wizard ot

1. Choose Course to publish to

e

2. Create or Replace Exam/Survey ar Pool

Exam/ Survey

(®) Create new Exam |Sample Test |

i) Feplace existing Exam W
Poal

i) Create new Pool |S‘3'T'F'|E Test |

i) Replace existing Pool

3. Additional options for Exam./Survey
[+] Apply Random Blocks to Exam
Apply Settings to Exam
Link Exam to Content Area and make available

Back Cancel Help

Here you will click on Content and choose which folder you want the exam to go in onECampus,
shown below, then hit Next.



Publish Wizard 4

Click on the area or folder to link to, then press [Next]

1 if you want to create a new folder ta link the exam to. you must choose [Cancel] and create the
folder using your browser, then press [Publish] again.

[52] Cortert Areas Bl:'ﬂ Contert Aretas ~
= Fold {7 Information

s o Foke =
& Learning Module {27 Gene structure and function

*-{Z7 Agrobacteria

117 Gene Expression

H-{Z7] RNAseq

{3 Reverseforward genetics
11-{Z3] Exam problem sets

B-{ Student Presentations

j -{Z7] Light perception and signaling
t|-{Z7] Floral intigtion and development
E1-{23] GMOs, agricutture and society
G177 Etmdana

Back Cancel Help

If it's your first test it will ask you to update, this is okay and go ahead and do it by clicking “Get
Update”.

ish 1l 1. The status ¥ < g vare Update Available *

men Respondus 4 X . . . 7
- Start Blackf A updated version of this software is now available. It may fiz problems,

update server connection information, and/or add new features.

El’;‘lac:l:::l?l:lgwgz Update Infarmation

Linking Bxam|  [yersion: 4.0.8.08 Febriary & 2020 ~
Applying settil | gjze; 5265 K.

Completed su Importance: 6 [medium)

Info:
Fixes for Blackboard and Canvas, General improvements and bug
fines

More Details:
v s A s s el A e e A A bl Alebes]

More Information [opens browser]

Update Later will remind you about the update at a later time. Don't Update
will require you ta uze "Check For Update on the Help menu, or download
from the Respondus website.

| Download Progress: -not downloading-

Back Finish Cancel Help



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

n Respondus 4.0.8.05 Aprl 8, 2019
— Start Blackboard 9.1 SP10+ Publish -

Exam/Survey: Sample Test
Uploading Questions
Linking Exam to Content
Applying settings
Completed success| | Respendus »

| Closing program to complete update process

Back Finish Cancel Help

Once it's done updating your exam should successfully have been added to eCampus.

Go to your course in eCampus and open the folder you sent the exam to under Content.

Gene structure and function

Build Content « Assessments Tools Partner Content

Gene structure and function (updated])

Awvailability: Itemn is hidden from students.

Your exam should be there, and hidden from students for now. Click the Test name and select
“Edit the Test Options”.



Gene structure and function (updated)

c.&  Sample Test

Availability:  Ite -
. Edit the Test

Edit the Test Options
Make Available

Adaptive Release

Adaptive Release: Advanced
Add Alignments

Set Review Status(Disabled)

Metadata
Statistics Tracking (On/Off)

User Progress
Move

Item Analysis

Change Due Date

Here you should be able to control things like the day of the exam, when it is due, how much
time the exam is, etc. Read on for our suggested settings.

Test Options

Test options control the instructions, availability, due dates, feedback, self and pr ion of the test. More Help

Ticates a required field.

TEST INFORMATION

Choose Color of Name . Black

Content Link Description

T T T Anal v osazy v T E - R Eixy
Path: p Words:0
Test Description Respondus

Show test description to students before they begin the test

Open test in new window Yes @ No



Test Options

Test options control the instructions, availability, due dates, feedback, self-assessment and presentation of the
test. More Help

* Indicatesa re quired field.

TEST INFORMATION

<= Name Problem Set test

Choose Color of Name . Black

Content Link Description

T T T T Paragraph - Arial * 3(12pt) cZEL-iE-T-#2-83 i 3 A
¥ 0 0Q =S E=E = T T. g — — g

@ (Ca DF £, oMashups -~ [ & @ @ s || EE HTHL LS5

Path: p Words:0 4
COpen test in new @ Yes = Mo

window

TEST AVAILABILITY

Make the link available g Yes = Mo ﬁ
Add a new @ Yes ) No h

announcement for this
test

You must make the link available here for the students to be able to see the
assignment. If you would like it to appear on a particular date, check this box, and then
use the “Display after” function below. Adding a new announcement sends an alert to
the student when the



link for the problem set becomes available.

In the Test Availability section, you will want to set the time and day the exam will be
available.

a. You need to make the test available to students (check “yes”)

b. You need to check force completion if you want your students to complete the
exam in one sitting (synchronous delivery).

c. If you would like them to have limited time (ie. a class period) set the time in the
“Set Timer” section. If you are limiting time, you also should enable “Auto
Submit”.

d. Set the “Display After” day and time to the day and time you wish to deliver the
exam. It will not be visible to students until this time.

TEST AVAILABILITY [

liaie mailable o sludents & Yex () Mo

Add B naw annouescemant Yeu v Mo
1his taml

] Mudtpla Attempls
Alicww Unlimiled Alermpis
Murmsss of Attemnpls

- Display Ador (Goeoe:30

7 Display Until (A3 22020 SRR

2. Set the Due Date. This is the day and time that the exam ends.

3. Under “Self Assessment Options”, check the box to “Include this Test Score in
Grade

center Calculations”. This will make a column in the eCampus gradebook and display
the grade, if so desired.
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4. Show Test Results and Feedback to Students. You may want to leave this blank,
tsr(l)at students are not receiving feedback on each question as they work through the
?ﬂ:der “Test Presentation”, select “One at a Time”, and “Randomize Questions”.
\a/l\lllgw backtracking so that if students want to change an answer, they may go back and
g.OVI;[/.hen everything is set, click “submit”.

| highly suggest you post a test exam, with silly/serious questions, just to make sure all
of your students are able to access a test and can work through it.



