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Getting Started with Respondus 4.0  (v 1.2) 

What is it? 

Respondus 4.0 is a tool that allows faculty to create quizzes and exams. Exams can be stored, 
modified, printed or published directly to Canvas.  

Faculty can use Respondus to: 

• Create exams with multiple question types (e.g., multiple choice, True or False, essay) 
• Create a test question databank, which can be accessed anytime 
• Create exams that can be scored automatically 

Note: Respondus 4.0 is a Windows-only program and will not work on a Mac computer.  

Downloading & Installing Respondus  

Downloading Respondus 

If you do not already have Respondus installed to your computer, you will need to download 
the software and install it. To access the download file for Respondus 4.0, follow these steps:  

1. Log in to Canvas and then click on Help in the left-hand sidebar.  

 

https://canvas.wayne.edu/
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2. From the options that appear, choose Faculty: Links & Downloads. This should open a 
new tab in your browser.  
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3. At the bottom of the new tab under Downloads you will see the link for Respondus 4.0 
(Test Creation & Upload Software). Click the link and the download will begin 
automatically.  

 
Installing Respondus  

1. Once you download the .exe file, double-click on it and follow the steps to install the 
program.  

a. If you receive an error or need Admin Access when attempting to install the file, 
please submit a ticket to the C&IT HelpDesk.  

https://tech.wayne.edu/forms/desktech
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2. Once you have successfully installed Respondus, you will need to enter the License Info 

to access the program. The License Info you will need is listed on Faculty Downloads 
page in Canvas. 

 

Creating Exams and Quizzes within Respondus 

Once you have downloaded Respondus 4.0, the Instructor Quick-Start Guide provides 
information about how to navigate the program, how to use the Exam Wizard tool, how to 
import questions from other formats (such as MS Word), and how to publish and exam.  

https://canvas.wayne.edu/courses/85098
https://web.respondus.com/wp-content/uploads/2019/08/Respondus40QuickStartGuide.pdf
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Importing Questions into Respondus to Create Exams or Quizzes 

Respondus allows you to import multiple choice, true-false, essay, fill in the blank, matching 
and multiple answer questions from a file. The questions must be organized in a format that is 
acceptable to Respondus and the file must be stored in one of the following formats:  

• Plain text (.txt),

• Rich-text (.rtf),

• MS Word (.doc and .docx),

• Tab/comma delimited (.csv) format,

• StudyMate Class format (.zip and .xml).

The standard format for importing questions into respondus guide can help you prepare word 
or text file for import.  

Starting the Import 

To start the import, select the Import Questions task from the Start menu. 

https://otl.wayne.edu/teachanywhere/standard_format_for_importing_questions_guide.pdf
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Step 1 – Selecting the File Type  

The first step is to select the type of file that will be imported.  

 
Note: The Standard Format for organizing questions is the same for Plain Text (.txt), Rich 
Text (.rtf) files, and Microsoft Word (.doc and .docx) files. Files that are in rich text (.rtf) 
and MS Word (.doc and .docx) format will retain some of the enhanced question 
formatting such as bold, italic, underline, superscript, and subscript. Embedded graphics 
can only be imported if the file is in Microsoft Word (.doc) format, although an 
alternative method is available for .rtf and .txt files (see Importing Images).  

Next, use the Browse button to locate and select the file to be imported.  

 
Note: Images embedded in MS Word files will import automatically. However, if images 
are being imported with csv, rich-text, or txt files (see Importing Images with Questions), 
browse to the folder that contains those images. 

Step 2 – Append Questions or Create New File?  

Specify whether the questions should be appended to the currently open file or whether 
to create an entirely new file. If you select the second option you will need to enter the 
name of the file to be created. 

mk:@MSITStore:C:%5CProgram%20Files%20(x86)%5CRespondusCampus40%5CRespondusIC.chm::/Respond_rtf/START_Import_Standard.htm
mk:@MSITStore:C:%5CProgram%20Files%20(x86)%5CRespondusCampus40%5CRespondusIC.chm::/Respond_rtf/START_IMPORT_IMAGES.htm
mk:@MSITStore:C:%5CProgram%20Files%20(x86)%5CRespondusCampus40%5CRespondusIC.chm::/Respond_rtf/START_IMPORT_IMAGES.htm
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Each question being imported will have a "title". If you don’t specify a title for each 
question in the text file itself (discussed below), Respondus will automatically use the 
first 20 characters of the question wording as the question title.  

Alternatively, titles can be based on a specific "stem" (or string of text) which will then 
be followed by consecutive numbering starting with 001. For example, if you select the 
"Use stem..." checkbox and enter the text "Chapter1-", the title for the first question 
being imported will be Chapter1-001, the title for the second question will be Chapter1-
002, and so on. (You are not required to enter a stem phrase--this feature is entirely 
optional.) 

Step 3 – Preview Your Questions  

Click the Preview button to preview the file being imported and to see if there are any 
warning messages.  

 
If warning messages are shown at the bottom of the screen, you need to determine 
whether to make changes to the text file or whether to continue with the import.  

Note: Some warning messages don’t actually require you to make a change to the file 
being imported. For instance, Respondus will generate a warning message if two 
questions being imported have the same title (Respondus will place the number "2" at 
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the end of the second title to make it distinct from the first). But if you don’t care about 
this issue, you can ignore the warning message. 

Step 4 – Finishing the Import Process  

If you are satisfied with how the results look in Preview, click Finish to complete the 
import. The file has now been created or appended.  

 
Once you’ve imported your questions, switch to the Edit menu to modify the file, or go 
to the Preview tab to view the file using a browser-like window.  

Additional Support Tools  

YouTube Guides for Using Respondus 

1. Importing Questions with Respondus 4.0 
2. Creating and Formatting Questions in Respondus 4.0 
3. Publishing to Canvas 

 
Tips for Creating Effective Online Exams and Quizzes  

Here are some tips provided by Brown University for administering effective exams online:  

1. Create complex questions that require deep, analytical thinking skills to complete  
a. Consider Bloom’s Taxonomy when developing questions  

2. Use time limits for the exam availability to maintain students’ focus during the exam 
3. Allow students multiple attempts (e.g., 2) to allow for troubles with internet 

connectivity  
4. Randomize questions to maximize academic integrity 

mk:@MSITStore:C:%5CProgram%20Files%20(x86)%5CRespondusCampus40%5CRespondusIC.chm::/Respond_rtf/EDIT_Intro.htm
mk:@MSITStore:C:%5CProgram%20Files%20(x86)%5CRespondusCampus40%5CRespondusIC.chm::/Respond_rtf/PREVIEW_Intro.htm
https://www.youtube.com/watch?v=Avjt3R8r62k
https://www.youtube.com/watch?v=Avjt3R8r62k
https://www.youtube.com/watch?v=c1wXmxeuv0M
https://dld.brown.edu/teaching-continuity-guide
https://www.thoughtco.com/constructing-a-blooms-taxonomy-assessment-7670

	What is it?
	Downloading & Installing Respondus
	Downloading Respondus
	Installing Respondus

	Creating Exams and Quizzes within Respondus
	Importing Questions into Respondus to Create Exams or Quizzes
	Starting the Import
	Step 1 – Selecting the File Type
	Step 2 – Append Questions or Create New File?
	Step 3 – Preview Your Questions
	Step 4 – Finishing the Import Process


	Additional Support Tools
	YouTube Guides for Using Respondus
	Tips for Creating Effective Online Exams and Quizzes




Accessibility Report


		Filename: 

		respondus_4_0_guide (1).pdf




		Report created by: 

		Krystal Tosch

		Organization: 

		




 [Personal and organization information from the Preferences > Identity dialog.]


Summary


The checker found no problems in this document.


		Needs manual check: 0

		Passed manually: 2

		Failed manually: 0

		Skipped: 3

		Passed: 27

		Failed: 0




Detailed Report


		Document



		Rule Name		Status		Description

		Accessibility permission flag		Passed		Accessibility permission flag must be set

		Image-only PDF		Passed		Document is not image-only PDF

		Tagged PDF		Passed		Document is tagged PDF

		Logical Reading Order		Passed manually		Document structure provides a logical reading order

		Primary language		Passed		Text language is specified

		Title		Passed		Document title is showing in title bar

		Bookmarks		Passed		Bookmarks are present in large documents

		Color contrast		Passed manually		Document has appropriate color contrast

		Page Content



		Rule Name		Status		Description

		Tagged content		Passed		All page content is tagged

		Tagged annotations		Skipped		All annotations are tagged

		Tab order		Passed		Tab order is consistent with structure order

		Character encoding		Passed		Reliable character encoding is provided

		Tagged multimedia		Passed		All multimedia objects are tagged

		Screen flicker		Passed		Page will not cause screen flicker

		Scripts		Passed		No inaccessible scripts

		Timed responses		Passed		Page does not require timed responses

		Navigation links		Passed		Navigation links are not repetitive

		Forms



		Rule Name		Status		Description

		Tagged form fields		Passed		All form fields are tagged

		Field descriptions		Passed		All form fields have description

		Alternate Text



		Rule Name		Status		Description

		Figures alternate text		Passed		Figures require alternate text

		Nested alternate text		Passed		Alternate text that will never be read

		Associated with content		Passed		Alternate text must be associated with some content

		Hides annotation		Passed		Alternate text should not hide annotation

		Other elements alternate text		Skipped		Other elements that require alternate text

		Tables



		Rule Name		Status		Description

		Rows		Passed		TR must be a child of Table, THead, TBody, or TFoot

		TH and TD		Passed		TH and TD must be children of TR

		Headers		Passed		Tables should have headers

		Regularity		Passed		Tables must contain the same number of columns in each row and rows in each column

		Summary		Skipped		Tables must have a summary

		Lists



		Rule Name		Status		Description

		List items		Passed		LI must be a child of L

		Lbl and LBody		Passed		Lbl and LBody must be children of LI

		Headings



		Rule Name		Status		Description

		Appropriate nesting		Passed		Appropriate nesting






Back to Top
