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

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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1. Select the file to Import:

Type of file: lMiu:n:ustt Whord 2007 [DOCK) VI
IDuestiDn Farmat with Images. docy

File name:

Image Folder
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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.

2. Choose where to add the new Questions;

" Anpend the questions to the current document.
I & Create a new document, named: |TESt Huestion I
fe Euam

[ Use "stem" plus guestion number to create title, e.q.
"chi1-" stem becomes "ch01-001", “ch0?-002", .

Type of file to create: " Survey

—

3. Uze the Preview buttan ta check for problems:

Preview | <
Finizh
Preview results

& | Titla et e -
3 | Who deterrine Who determined the exact speed of light?

4. Presz the Finizh button to complete the process.

‘ Mo warnings.

4. Press the Finizh button to complete the process.
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9. Your guestions will

" Settings 3

/" Preview /" Retrieval

. & Publish & Reports
appear in the queue under
. 7 7 WapTe Chotee
the Edit Tab. EditGuestions 1. Title of Question |
] 1 1 P
LC UL ol T AL o | L AR | Ll L. | prgn'gﬁ|

[uestion List
# | Title Format Qp.estionWoxdi.tg_

1 | Who determined the bult. Choice

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

Whoe ﬂ.etermmed the exact speed of light?
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