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Using Respondus 3.0

Respondus 3.0 functions as a companion to Web@Bpdéhdus can be used to build quizzes, create
surveys, or expand question databases. Responillupad the questions and the quiz or survey to
WebCT. Respondus also has the ability to retrgpuestions from WebCT and use questions from a text
file (such as a quiz created in Microsoft Word)esBondus follows a five-step procedure. The five
sections are:

Edit Settings " Eheeien | & Ropers

» Start * Preview & Publish

o Edit * Retrieval & Reports

e Settings
Start
The Start menu contains five options: Open Crdatam Wizard, Import Questions, and Archive
Wizard.

A. Open
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C. Exam Wizard

The Exam Wizard allows the user to go through theestion database and create an exam
based on any combination of questions chosen. UBedhis document is an overview of the
software, intended for beginning users, this featsinot described in detail here. To learn more
about the Exam Wizard use the Respondus Help Menu.



D. Import Questions

It is possible to import questions from a text {geich as a quiz created in Microsoft Word) to a

Respondus file.

Note: if aquiziscreated in Word or Word Perfect, it must be saved in text file format in order to work asan
Import file.

To import questions from a text file (once the files been properly prepared):

1. Click on thd mport Questions button.

2. Choose the type and name of the file to be iteplor

3. Choose whether the question will be importedrt@xisting document or if a new document is
needed. If a new file is to be created specifytiveit is a Quiz or a Survey.

4. Choose whether or not to create a title forni@orted questions using a “stem” and a
number. Check the box to do this and enter the stebe used. For example, if you enter the
text “Chapterl-,” the title for the first questionported will be “Chapter1-001,” the title for
the second will be “Chapter1-002,” and so on.hi$ bption is not selected, Respondus will
automatically create a title for each question gisime first 20 characters of the question itself.

5. Click Preview. The questions will appear in tReeview Results field at the bottom of the
dialog box.

6. Then clickFinish.

E. Archive Wizard

Archive Wizard creates a compressed file of allsgjoas, media, and equations. This file can
then be downloaded and saved. Because this dotusreamoverview of the software, intended
for beginning users, this feature is not describetktail here. To learn more about the Exam
Wizard use the Respondus Help Menu.

Edit

After Start, the next section is Edit. This functiallows the user to add new questions, manipulate
existing questions, and search for questions iatabdise. The Edit screen is split into sections
according to the type of question that is beingegddThere are seven sections: Multiple Choice,
True and False, Paragraph, Matching, Short AnsMeltiple Response, and Calculated.
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1. Enter the Short Name for the Question.
2. Then enter the Question Wording.

3. Type in the answer options.

4. Select the correct answer.

5. Give the Question a point value.

6. Click Add to End of List orInsert Into List.

Each section of the question screen has numbespd 8tat guide the user through the process of
creating a question. Also, the user has sevehnal @ptions includingpell Check, Preview, and
Search.

(Figure 4)
Spe” Check _ ) _ ) R’ Respondus - Respont
To Spell Check the file, click thgpell Check File button that is located Fie Edt | view Help

on the toolbar near the top of the screen. Itdodbar is not visible, %
open it by selectind oolbar from theView menu at the top. IE@ 20

AT
Preview
To Preview a question:
1. First select the question to be previewed lgkiig on the blue-linked title in the
guestion list.
2. Then click theéPreview button that will appear in the lower right sidetloé box that
comes up.
3. When finished, click th®K button to close the preview window.

Keyword Search (Figure 5)
Click theKeyword Sear ch button, on the bottom left of the screen, in T3 Tshost fmwer
order to search for a question. A dialog box adpear. 15 | Matching

1. Enter the word to be searched for. coword Search ) 7

2. Then select the type of search to be made.

3. Finally, click theOK button.

4. An abridged question list will open in a new daomv showing only those questions that
were matched with your search options.

Settings
Following the Start and Edit sections is a sectialledSettings. This section is broken in to four
parts:Question Sets, Basic & Availability, Security & Submissions, andResults.

Question Sets
Question Sets can be used to groups from a papladtions. For example, if a quiz is to contain
10 questions, a set of 10 or more questions candaged and then set to display only 10
guestions from the set. The questions can thearmomized when the quiz or survey is
uploaded into WebCT. To create a Question Set:

1. Click on theQuestion Setstab.

2. Then Click on thQuestion Sets button.

3. A dialog box will pop up. Fill out each of thields.

4. Click OK.
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Basic and Availability

Basic and Availability Settings are like those usedvebCT. On this screen, the instructor has
the ability to manipulate the presentation of questand the quiz as a whole, such as when the
quiz is released and how long it is released. défault settings may be changed by clicking
Use as New Defaults. To turn this feature off clicRestor e Default Settings.

(Figure 6)

WebCT Settings Basic & Availability (%

The quiz zettings may be determined prior to publishing a file to 'w'ebCT Server [this step iz

e " optional]. When a file is published to WebCT Server. the "dpply settings' option must be
Question Sets zelected in order to implement the quiz settings.

Basic & Availahility

Security & Submissions

Basic Settings
Question Titles: ™ Show question titles [short names) when students view the quiz.

Results . )
Question delivery: % Deliver all the questions at once,

' Deliver questions one at a time, where questions can be revisited.
Use as New Defaults . . . .
_ ' One at a time, where students cannot revisit answered or skipped items.
s PR EEiEs Guiz Duration: Iunlimited 'l ™ Disallow submission if time has expired.
Attemnpts Allowed: |1 'l Separation, a minimum of I I 'l

Availabhility
MWD HH:MM WebCT servers use "UTC" date & time

Available After: I [Mo limitz if you leave all boxes blank)
Available Until I

[T Allow access as soon as the quiz is published.

Selective Release
Settings for Selective Releaze must be changed on the \WebCT server uging your browser,

Note: Select only the settings that are necessary. Not all the boxes
need to befilled for the settings to work.

Security and Submissions

The Security and Submissions screen allows theuictstr to increase a quiz’s level of security.
A Proctor password can be set so students mustthayessword in order to take the quiz. The
IP mask setting gives the instructor the optiohdwge a quiz accessed only from a specific
location. The Submissions message will appear #ifeestudent has submitted the quiz. In
addition, the instructor has the option to receimee-mail containing each student’s submission.

(Figure 7
Settings RSN D Eﬁnr;::ﬂs -.

WebCT Settings Security & Submissions {f

Security
Question Sets Leawve the Password and IP address bowes blank to dizable those features.

Basic & Availahility Proctor password: Students must enter the password I to gain access.

Security & Submissions IP addrezz mask: Only allow machines that match I . I . I . I

Results
Submissions

Meszage: Dizplay thiz mezzage to the student after completing the quiz or survey:
Usze as New Defaults _I
-
Restore Default Settings
[

Email: Send a copy of each student's submission via e-mail to:
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Results

The Results screen controls how quiz results de@sed to the students in WebCT. This screen
allows the instructor to choose which score willused in the gradebook (if multiple attempts
are allowed), control the release of the studesastes, make the scores available in the
students’ MyGrades area, and decide how thosesuwollisplay for the students.

(Figure 8)

Results 7 |
Student score) IF multiple attempts are allowed, use this scone: IFirst 'I

Scorereleaze) ¢ Release the score once the quiz has been submitted.

” Release once submitted AMD all the questions have been graded.
¥ Felease the score once the availability period haz ended *

" Releaze once availabilty ended AMD all questions graded =

" Do not release the score.

Releaze column;

[~ Releasze Quiz column sa students can see their grade in MyGrades *

(Bezults dizplayed to Student;

v 3] Show the guestion test for each guestion.

!

W b] Show the student's responze for each question.  [requires: a
[T ¢l Show evaluation of student's response only.  [a,b; not d)
v dj Shaw the full evalustion of each question.  [a.b; nat &)
¥ &) Show the comect answer for each question. (k)
¥ f) Show the feedback for each question.
¥ g) Show the student's score for each question,
¥ k) Show all the grader comments for the quiz.

[V il Show the student's total scare for the quiz.

* thiz setting cah only be used for WebCT 3.8 and higher.

Note: Also, on this screen the user is ableto revert back to or set the
Default Settings. This means that preferred settings will be retained
and will appear each time the screen is opened.

Preview and Publish
The Preview and Publish section contains four afeges/iew, Publish to WebCT, Add WebCT Self-
Test, and Print Options. The most commonly usdtiede four are Preview and Publish.

Previe_w o N _ (Figure 9)
To Pre\{lew an existing Qw_i:llck on thePreview tab. —— Preview 2]
Then click thePreview the File button. Publi
ublish
H Preview Preview
Publish to WebCT Publish to WehCT; ‘P the File
After the file has been previewed the next common Add WebCT Self Test

action is to publish the entire file and its sejtirio (Printoptions.
WebCT. To begin this process, click on fglish to
WebCT tab and click théublish Wizard button. Then:
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1. Select th@ublish to single cour se radio button.

2. Choose a WebCT server from the drop-down mEmgufe 11). If a server has not yet

been set up, choosdd new server.

A dialog box will appear that should b PressEsact | Server name. &0 Twebet] univ edu”
filled out as follows: _Estectyy | | rebetinieds
a. Typewebctlsuedu in the Lagity Part: ID Server Port ISD
Server Name teXt bOX. Secure Server? | Yes, HTTPS:// uzed on all pages
H L "Login Port'’ et to 0 unlezs th hiowes hittps:™ |
b. Entefgoas thﬁ ngm POFf)t- o e b e e
C. nter as the Server Port.
d. Type the name that Respondus4. Enter a name to describe this WebCT server [e.q. "My WebCT Server']
should use to save this Description |Mr. Joe Meets WebCT
information' 5. User name Isnowioe Password I **********
e. Enter your WebC-User Name ™ Remember my User Mame and Passward [save them o this computer] -
and Passvvor d . If thiz i & shared computer. un-check this bosl
f. Click Next.

3. After the WebCT server has been chosen, Resggonidl connect to WebCT. In the
Select Courseto Publish to field a list of all your courses will appear. @se the desired
course from the drop-down menu.

4. The next option allows Category selection. Wit quiz is uploaded to WebCT, the
guestions can be added to an existing categorynemaone can be created to hold the
assessment.

5. Checking various boxes in Section 3
(Figure 12) directs Respondus to perform
certain functions when it transfers the data
into WebCT. Select the first check box to
Create a new exam or Edit an existing &
exam within WebCT (which may be £ Use enaising ctesery | =
selected from the drop-down menu). The 3 ceseousse0u suve caiona

next set of check boxes allows the user tg ¥ “=e et

Apply Question Setsto thequiz that € Usesisigqiz | =
have already been created in Web®&dd o
point valuesto thequiz andApply @ dddpontishes 0 gie

Settingsto thequiz. This last option

saves the settings for the quiz or survey
made in the earlier screens and uploads = o |
them to WebCT, saving the user from

Publish Wizard x|

1. Select Course to publish to:

I[DHEW1 02) DREW102, Leaming about me! [Tennile Houston) j

2 Cat tions

|Chaptaﬂ )

 Createnewouz  |Chapterd

Iv Apply Settings to quiz

4. Press [Mext] to publish to server

Cancel Help

having to set them again from within the course.
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Publish Wizard

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

- Start WebCT Publish -
Guiz: Chapter! 8
Categony: Chapter1B

Preparing Quiz

Preparing Categary - 1

Preparing Categary

Preparing Category - 2

Uploading Questions

Uploading Questions - 2
Freparing to add Questions
Adding Questions to Quiz/Survey
1dding Points and/or Settings

Completed successfully

Cancel

< Back I Finizh I

Help

Retrieval and Reports

6. To publish the questions and or
quiz/survey, click thé&lext button (Figure
12) andwait for the processto run
completely before trying to do anything
else. The Status bar display will indicate
when the process is complete.

The final section is called Retrieval and Repoiitkis section allows the user to extract questions
from WebCT and to access reports on student peaiocethrough the Respondus interface.
Because this is an introductory document, this ereat discussed here. For further training conta

the ITRC or use the Respondus Help Menu.
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