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Directions 
 
 
1. Start with a properly 
formatted MS Word 
Document. 

 

 

 

 

 

 

 

 

2. Open Respondus and set 
the current personality to 
WebCT 6-8/Vista 4-8. 

 

3. Click Import Questions. 

 

 

4. Select the proper file type 
and the File Name  from your 
computer. The Image Folder 
will automatically be 
included. 
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5. Chose where to add the 
new question. Usually you 
will be creating new test, so 
select Create a new 
document, named: 

 

 

6. Click Preview 

 

7. You should see a 
message indicating ‘No 
Warnings’ or if there are 
warnings such as a question 
without a correct answer, it 
will be listed here. 

 

 

7. Click Finish 

 

 

8. Click OK. 

 

 

 

 

 

 

 

 
 

 
 
 
 

 
 

 
 
 

 
 
 

 
 
 
 
 
 



Importing Questions from MS Word to Respondus  Step-by-Step 2/26/2009 

ALL RIGHTS RESERVED Copyright © 2009. The contents of this document, or any part thereof, may not be reproduced or transmitted in any form or by any means, 
electronic or mechanical, including photocopying, recording, storage in an information retrieval system or otherwise, without prior written permission of the 
copyright holder. Contact the Office of Educational Development, University of Arkansas for Medical Sciences for permissions. 

9. Your questions will 
appear in the queue under 
the Edit Tab. 

 

 

10. Congratulations the quiz 
has been successfully 
imported into Respondus. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 


