
Respondus for Desire2Learn 
Important: Remove all Respondus versions from your desktop 
before installing the new version. 

1. From the Control Panel of your Windows desktop, click on 
Add/Remove Programs. 

2. Locate Respondus 3.5 Campus Wide, and remove the software. 
3. Also, remove the Respondus Equation Editor 4. 

You will need to be sure all other apps are closed, and you may 
even need to Restart your system to remove this properly. 
 
 
Respondus can now be located on the My Mansfield Page 
 
1. Login to My Mansfield 
2. Go to the box on the left side of the screen titled 

“MyMansfield” 
3. Click on the Faculty Information Link 
4. The Respondus Folder should be the first one on the screen 
5. Click on the Respondus Folder, then click the link for 

Respondus 4.0.2 
6. Click on Run.  If you select  Save, rather than Run, you may 

want to save the file to the desktop to make it easier to locate, 
and install later. 

7. When running the program it should take you to the 
InstallShield Wizard for Respondus, click next at the bottom, 
then click on the circle with “I accept the terms of this license 
agreement”, and click on next 

 



8.  The next screen will display where the file will automatically go. It should be 
placed in C:\ProgramFiles\RespondusCampus4.  Click next to go to the next 
page. You do not need to change this setting. 

 

9.  The next page will say where your documents will be stored. It is suggested 
that you change this folder to “My Documents” to keep your data stored in the 
same area as other documents on your hard drive.  The default is c:\Respondus 
Projects, and that is fine, as long as you make sure to routinely include this folder 
in your hard drive backups.  

 

10. The next screen will ask you if you would like to begin to install the 
program. Click install. 



12. After the installation completes a screen will pop up asking if you would 
like to install Respondus Equation Editor.  Exit all Windows programs before 
you click yes. After exiting all programs, click yes. 

If you have other programs running, and the Equation Editor doesn’t 
install, you will need to close all open programs, and restart the 
Respondus4Campus.exe.   

 
The “Repair” option is selected for you by default.  Leave this selected, and 
click Next.  This should take you to the Equation Editor installation. 

 

13.  Another screen will then come up with an option to Install or Remove. 
Make sure Install is selected and the destination file is set as C:\Program 
Files\Respondus Equation Editor. If all the settings are correct, click OK. 

 

 

 



 

 

14.  A screen will then come up to view the Read Me instructions that will 
guide you through the program to help you get familiar with it.  

 

 

 

The installation is complete now.  

 
 
 

Respondus can be accessed from Start - Programs in Windows 
 
The following information is required on installation 

Institution Name: Pennsylvania State System of Higher Education 
Local Support Contact(s): Kathleen Howley khowley@passhe.edu Robert Hails 
rhails@passhe.edu 
Installation Password:   Please login to the D2L interface for the password. It will be posted in 
D2L on the “My Home” page in the widget – MU Faculty Resources. Please be aware that the 
password expires annually, and it will be updated in the widget. 

Once you have input the license information, click OK to update your version of 
Respondus. If you are not prompted to update, select Help - "Check For Update" 
on the Respondus toolbar.  
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This is what Respondus looks like when installed:

 

 

Now that the Respondus program is working, follow these steps: 
 
1. Change the Current Personality to Desire2Learn. 

 
2. Click on the Create button to type up a new exam. 

 
3. Type a name for your exam file. 
4. Type a brief description then click OK. 
5. Choose the type of question on the left side, then: 



a) Titles of Question- create a short descriptive title, then you can 
perform keyword searches on this title; it is also useful when using 
test pools. 

b) Question Wording- type the actual question. 
c) Answer- type the correct answer/s and other incorrect answer/s. 
d) Select the Correct Answer. 
e) Point Value- enter a value or keep it at 1. 
f) Save changes and preview. 

 
 

If you open a Quiz/Exam that was created by Respondus for Bb, you 
should see the following message: 

You can Replace the Current File or save it with a new file name. 

 
 

Now you can publish your exam to Desire2Learn 
 
1. Click on the Preview & Publish tab 
2. Select Publish – Publish Wizard 



3. Click on the down arrow in the area for the Desire2Learn Server, and 
select Add New Server.  If you use something generic, like D2L 
Connection, you should be able to reuse this server info each time. 

 
4. Select “No, I want to enter the server settings manually.” 

 



5. Access D2L, enter your course, and copy the URl into the next screen: 

 
6. Click on the Extract button, and the server information will appear 

automatically. 
7. Type a Description for your quiz or exam. 
8. Enter your D2L Username & Password, and click on the Next button. 

Note:  This is your email account information – same as D2L login. 

 
9. The default setting is correct, if you are publishing to one course. 

 



If your Username & Password are correct, you should see the following 
screens: 

10.  Make sure the correct course is listed in the “Choose Course to Publish 
to” box. 

 
If you haven’t used Respondus Settings or Random Sections, then none 
of these will be transferred into D2L. 
   
Once the questions are transferred into D2L, you should see a message 
that the process has completed successfully. 
 
Click Finish, and check your course in D2L. 
Note:   Access using “Quizzes” on the Navigation in your D2L course. 



 
 
 
Follow these steps to retrieve an exam from D2L 
 

1. Click on the Retrieval Tab, then click on the Retrieve Questions button 

 



2. On the drop down menu, select -add new server-, on the screen that pops 
up select No, I want to enter the server settings manually. Hit next.

 
 

3. Copy the Address of the course homepage in the space for #2, and then 

press   to make the server domain and port appear. Fill in the 
quiz/survey description, and your username and password (you can opt for 
Respondus to remember them in the little box), then click OK.

 
 

4. Click Next on the screen that pops up (it just restates your server settings). 
Choose which course you want to retrieve from in the drop down menu, 
and then click the circle next to what you want to retrieve from the course 
(a quiz, survey, self-assessment, or section of the question library).  



 
5. Now select what exam you want to retrieve by clicking the drop down 

menu, enter a description for the exam being retrieved, click next.

 
 

6. A status window will pop up and will tell you if your exam was retrieved 
successfully. If so then click Finish.

 
 

7. Now you can edit the exam and put it back into D2L, change the settings, or 
save it to your hard drive. 
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