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Respondus 4.0 Campus wide:  Test Building Software for 
LMS (Blackboard)

A quick Guide by Kat Flies, CNM (kflies@cnm.edu)

Last update: March 15, 2020 (This is not a perfect guide.  I had to put this 
together pretty quickly)

Respondus 4.0 Campus Wide: 
 Is a Test builder that allows you to import questions and answers you typed up in a word 
processor, create sets of questions (if you so desire), rearrange and more, and format 
settings.  You can then push the test into one Blackboard section or multiple sections all at 
once.
 It is not the same thing as Respondus Lockdown which locks students into a browser 
during a quiz 
 It is not the same as Respondus Lockdown Monitor which locks students into a browser 
and video tapes them via web cam while completing test.

step 1: Prep
1.  Let's practice with a MC question.  You can use all kinds of other question formats with 

Respondus Campus 4.0.  Use the Help link in Respondus to learn how to set them up.
2.  Use the sample MC quiz below to create a .txt file (you can export from Word to a .txt file).  

A .txt file works best.  OR….
3.  Grab a multiple exam question or 2 from your files and format  exactly like this in Word 

(but export file to a .txt format) or a text editor (such as TextEdit on a Mac) and again, make 
sure it is a .txt file.  

4.  Set these questions aside for a bit.

1.  A living room has the following furniture:
a) fridge
*b) couch.
c)  bath tub
d) toilet

2.  My dog is a:
*a) poodle



b) beagle
c)  schnauzer
d) greyhound

step 2: Download
1.  Log into Blackboard
2.  Find the shell for faculty called :  CNM Learn Jump Start for Faculty
3.  Click on Learning Modules
4.  Click on Respondus products
5.  Click on Respondus 4.0 Test Generator (It is actually called Respondus 4.0 Campus once 

you install it).
6.  Grab all the password information (copy and paste it somewhere)
7.  Install the software

step 3: Add password
1.  Open up the Respondus Campus 4.0 program
2.  Copy and paste password info 

step 4: Updates
1.  Click on Help (top menu):

1.  download updates/patches 

step 5: Import 
1.  Return to Respondus > Open and Create > Import
2.  Select your .txt file from your computer.
3.  Complete the rest of the steps:

1.  you can precede each question with a prefix; very handy: e.g. SP20-EX1-  or 
something along like this.  This “stem” will precede each one of your question 
numbers.

2.  Hit Preview:
1.  If you did not format questions correctly, you will be warned.   My most common 

mistakes:
1.  forgot to indicate answer
2.  added too many or too few spaces somewhere

2.  If you cannot figure out why a question won’t import, quickly retype the question 
as if you were adding it for the first time to the previous question. More than 
likely, this will take care of business.

4.  Notice that you can import test bank questions from your publisher’s textbook via the 
Import option as well.



 
step 6: edit in respondus

1.  To edit a question, you must use pull-down menu next to each question. No bulk delete. 
For major edits, best to go back to word processor. 

2.  Expanded View (see mid right):
1.  gives you nice overview of questions
2.  can order according to format, points, alphabet etc… 
3.  Power Edit from top menu requires you to be inside question box.

Step 7: Random Blocks:
1.  To create sets of questions:

1.  Requires some planning and preparation before importing.  You might just want to do 
this inside of Blackboard itself.

2.  Availability:
1.  works like Blackboard 

3.  Other Settings:
1.  Works like Blackboard

4.  This is also where you can opt to Randomize Questions

step 8: Preview 
1.  Click on Preview and Publish in top menu.  Always Preview your test :

1.  Click on “Modify Item” to make corrections. 
2.  Be sure to always save any edits you make.
3.  Look for weird html coding, or answers that are jumbled together.

Step 8: Publish
1.  Click on Preview and Publish in top menu;  
2.  Select  Publish Wizard:

1.  Edit Settings
2.  Under Blackboard Server, select Add New Server

1.  Select No, and follow steps to grab the correct internet addresses
3.  Add your username and CNM password:

1.  important:  Each time you change your CNM password, you will need to update 
it here in “Edit Settings”.

4.  Hit “Next”:
5.  Select the course or multiple courses in which you want to upload.
6.  If you have a Learning Module or Folder into which the quiz needs to appear, be sure 

to select “Link Exam to Content Area…” (bottom of page)
7.  Your quiz will start uploading into your selected Blackboard course. Leave it alone 



until it tells you it is completely finished, but don’t let your computer go to sleep.
1.  If you receive an error message:

1.  You might need an update 
2.  Your password is outdated 
3.  You’re dropped from wifi 
4.  Your computer went to sleep
5.  Try again

8.  Check and make sure the exam uploaded in the Learning Module in Blackboard.

step 9: hard copies
1.  Stay in Preview and Publish

1.  Select Print Options: 
1.  Great way to:

1.  Create multiple versions of an exam especially if you created random blocks
2.  Have hard copy of all questions

step 10: retrieval & reports
1.  Click on Retrieval and Reports (top menu):

1.  Select Retrieve Questions
1.  Proceed to download a test in one of your Blackboard courses:

1.  To then import into new course or pass on to colleague 
2.  To create hard copy
3.  To have record of all your quiz questions in sets


