
Respondus 4.0
for EASE workshops

Extended Learning 
manages an institutional 
license for this tool that 
simplifies the creation of 
online tests, quizzes, and 
surveys.

http://extendedlearning.unm.edu/about-us/service-catalog-items/respondus.html



Acquiring Respondus 4.0 
• Access to the software is granted to any faculty member or course 

designer who makes the request.

• Requests can be made 24/7. Request processing depends on staff 
availability: Monday - Friday, 8 AM - 5 PM. The tool itself is a software 
product that is installed on the end user's computer.

• The request form for the Respondus software is available 
at http://webctinfo.unm.edu/faculty/request-respondus.

• There is no fee for faculty use Respondus to create quizzes in their 
courses.

• Contact UNM Learn Support at (505) 277-0857, Fastinfo, or via the Faculty 
Help and Student Help links on the UNM Learn home page.

http://extendedlearning.unm.edu/about-us/service-catalog-items/respondus.html

http://webctinfo.unm.edu/faculty/request-respondus
https://learn.unm.edu/
https://fastinfo.unm.edu/prod/index.php
https://learn.unm.edu/


After you request Respondus, 

It will appear in your learn 

account within 1 day. Click on 

the link, this will direct you to 

the link to download 

Respondus. 



Follow the instructions provided on the

website. 

Note: The installation password is 

provided

at the end of the page.

For detail information on the installation 

Process go to:



Source 
Assessment Files

Go to the link  shown 
below to obtain the 
Respondus files for the 
EASE workshops

http://stemgateway.unm.edu/workshops/ease-workshops/ease-for-instructors.html

http://stemgateway.unm.edu/workshops/ease-workshops/ease-for-instructors.html


Click on Workshops  EASE Workshops  EASE for Instructors



Go to Assessments within LEARN



To download the assessment, click on the workshops you desire to implement



Uploading  
Assessment

http://extendedlearning.unm.edu/about-us/service-catalog-items/respondus.html



Open Respondus and

select Open.



This will open the Open Respondus File window. At this time 
you will not have the file under the Projects section yet. 



Click on Browse to go 

to downloads and 

select the Respondus

files that was recently 

downloaded.



This will copy the file to 

the folder Projects. At 

this time you can open 

the file. 



The file will open

Under the Edit tab 

where you can do 

changes to the files.

Move to the Preview 

& Publish tab. 



Under Preview & Publish 

select Publish to Blackboard 

on the side options.

Click on Publish Wizard.



You can select 

different publishing 

options. Either into 

a single course or 

multiple at a time.

The image shows 

the process for a 

single course 

publication. 



Select the course 

you will add the 

assessment to and 

click on Next.



Select the course 

you will add the 

assessment to.



You will have the 

option to Create a 

new exam or 

replace an existing 

exam.



Make sure you go 

over the additional 

options so that 

you get what you 

want. Most of the 

time the default 

selections are 

okay.  Click next.



You can create a 

new folder or 

incorporate the 

quiz in an already 

present folder. 



Wait until the window 

says Completed 

successfully then 

click Finish.



At this time you should be able to see the 
quiz on blackboard learn for the course you 
selected. 

For additional assistance, please contact blackboard 
support:

Albuquerque: 505-277-0857

Toll-Free: 1-877-688-8817


