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1. Launch	
  the	
  Respondus	
  program	
  and	
  with	
  the	
  Start	
  menu	
  selected	
  (default	
  after	
  opening),
click	
  the	
  “Import	
  Questions”	
  button	
  as	
  seen	
  below:

2. The	
  next	
  screen	
  that	
  appears	
  will	
  first	
  require	
  that	
  you	
  select	
  the	
  file	
  type	
  that	
  the	
  test	
  was
saved	
  in.	
  	
  In	
  this	
  case	
  we	
  will	
  select	
  (DOCX)	
  but	
  note	
  the	
  other	
  options	
  available,	
  as	
  well.	
  It	
  is
to	
  be	
  the	
  format	
  your	
  file	
  was	
  saved	
  in.

3. Next	
  click	
  Browse	
  to	
  locate	
  the	
  test	
  file	
  to	
  import	
  to	
  Respondus.
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4. Under	
  #2	
  be	
  sure,	
  “Create	
  a	
  new	
  document	
  named:”	
  is	
  selected	
  and	
  type	
  a	
  name	
  for	
  your	
  test.

5. For	
  number	
  #3	
  click	
  the	
  “Preview”	
  button	
  to	
  check	
  for	
  any	
  problems	
  with	
  the	
  format	
  of	
  your
test.	
  	
  If	
  problems	
  exist	
  you	
  will	
  see	
  warnings	
  in	
  the	
  small	
  window	
  at	
  the	
  bottom	
  of	
  the	
  page.

6. Now	
  under	
  #4	
  click	
  “Finish.”
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7. The	
  next	
  screen	
  that	
  appears	
  is	
  the	
  Edit	
  tab	
  in	
  Respondus	
  where	
  you	
  may	
  edit	
  and	
  preview
your	
  questions.

This	
  is	
  the	
  lower	
  part	
  of	
  the	
  same	
  screen	
  showing	
  the	
  context	
  sensitive	
  menu	
  where	
  you	
  may	
  
select	
  Edit.	
  	
  The	
  magnifying	
  glass	
  icon	
  allows	
  you	
  to	
  preview	
  the	
  question.	
  This	
  preview	
  
option	
  shows	
  you	
  how	
  the	
  question	
  will	
  appear	
  in	
  Blackboard.	
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8. After	
  previewing,	
  editing	
  and	
  saving	
  your	
  questions	
  it	
  is	
  now	
  time	
  to	
  publish	
  your	
  test	
  to
Canvas.	
  	
  To	
  do	
  so	
  click	
  the	
  “Preview	
  &	
  Publish”	
  tab	
  as	
  seen	
  below	
  then	
  click	
  the	
  Publish	
  to
Canvas	
  option	
  on	
  the	
  left	
  of	
  the	
  screen.

9. Now	
  the	
  Publish	
  Wizard	
  button	
  is	
  available.	
  	
  Click	
  it	
  to	
  begin	
  the	
  publishing	
  process.

10. If	
  you	
  have	
  not	
  set	
  up	
  a	
  “server”	
  for	
  Canvas	
  at	
  CWU,	
  choose	
  “Add	
  new	
  server”	
  and	
  click	
  next.
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11. You	
  will	
  be	
  prompted	
  at	
  this	
  point	
  to	
  have	
  Respondus	
  use	
  preconfigured	
  server	
  settings.
Leave	
  it	
  on	
  “Yes”,	
  the	
  default	
  and	
  click	
  “Next.”

12. Now	
  fill	
  in	
  the	
  information	
  as	
  requested	
  in	
  the	
  screen	
  below.	
  	
  Note	
  that	
  the	
  username	
  and
password	
  are	
  the	
  same	
  as	
  for	
  your	
  Canvas	
  login.	
  	
  Do	
  not	
  select	
  the	
  option	
  to	
  “Save	
  Username
and	
  Password”.	
  	
  Skip	
  the	
  connection	
  test	
  under	
  #3	
  and	
  click	
  “Next.”
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13. After	
  receiving	
  the	
  following	
  confirmation	
  screen	
  click	
  “Finish.”

14. On	
  the	
  next	
  screen	
  accept	
  the	
  default	
  Canvas	
  server	
  you	
  created	
  previously	
  or	
  select	
  it	
  and
click	
  next:
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15. Continue	
  with	
  the	
  Publishing	
  Wizard	
  to	
  fill	
  in	
  the	
  required	
  fields	
  below:

16. Next,	
  you	
  will	
  be	
  asked	
  to	
  enter	
  your	
  Canvas	
  username	
  and	
  password.
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17. The	
  next	
  screen	
  asks	
  that	
  you	
  1)	
  select	
  the	
  assessment	
  type,	
  2)	
  Specify	
  sever	
  action	
  and	
  item
name	
  and	
  3)	
  Other	
  options	
  which	
  can	
  be	
  ignored	
  and	
  configured	
  later	
  in	
  Canvas.	
  Click	
  Next
to	
  continue	
  with	
  the	
  wizard.

17. Choose	
  a	
  course	
  to	
  publish	
  to	
  and	
  type	
  the	
  name	
  of	
  the	
  exam.	
  	
  Click	
  “Next.”
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17. A	
  message	
  in	
  the	
  status	
  window	
  should	
  show	
  that	
  the	
  process	
  was	
  successful.	
  Click	
  Finish.
Check	
  for	
  your	
  test	
  in	
  Canvas	
  in	
  the	
  course	
  you	
  published	
  it	
  to,	
  under	
  Quizzes	
  in	
  course
navigation.	
  	
  Follow	
  the	
  steps	
  to	
  set	
  quiz	
  options	
  and	
  publish	
  it	
  in	
  the	
  tutorial,	
  	
  “What	
  options
are	
  available	
  for	
  Quizzes?”	
  at:

http://guides.instructure.com/s/2204/m/4152/l/41475-­‐what-­‐options-­‐are-­‐available-­‐for-­‐quizzes	
  




