Import Questions into Respondus & Publish a Test to
Canvas Last updated 9-6-2016

1. Launch the Respondus program and with the Start menu selected (default after opening),
click the “Import Questions” button as seen below:
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Archi Create a Respondus archive file so that questions, media,
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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.

Import Questions @

1. Select the file to Import:
| Type of fle: | [Flain Text ~| Help

Plain Text
File name: Rich Text , Browse
Microsoft Word (DOC

Microsoft Word 2007 [DOCX)

Tab/Comma Delimited [CSY)
StudyMate Class format [ZIP, XML

£ (0 U NS REW DTESTD

Image Folder

Browse

3. Next click Browse to locate the test file to import to Respondus.

1. Select the file to Import:

LN TS 1 icrosoft Word 2007 (DOCK) v ‘
File name: | - click browse to choose - Browse |
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4. Under #2 be sure, “Create a new document named:” is selected and type a name for your test.

2. Choose where to add the new Questions: ,
" Append the questions to the current document.

% Create a new document, named:  |World_History_Test

Type of file to create: & Exam Survey

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.

3. Use the Preview button to check for prow Preview |

6. Now under #4 click “Finish.”

Import Questions [ZJ

1. Select the file to Import: Cancel |
Type of file: IMicrosoft Word 2007 [DOCX) LI Help |

File name: lworldhist_formatted. docx Browse |

Image Folder l\\.psf\Home'\Desktop\DesktopData\H Browse

2. Choose where to add the new Questions:
" Append the questions to the current document.

(* Create a new document, named: |World_History_Test

Type of file to create: & Exam ¢ Survey
7 Use "stem" plus question number to create title, e.q. I
"ch01-" stem becomes "'ch01-001", “ch01-002", ...
3. Use the Preview button to check for problems: Preview I

4. Press the Finish button to complete the process. Finish Ip

Preview results

# | Title | Question Wonding -
. 1 Who was the sc .Vﬂm was the sculptor of Bacchus, Sleeping Cupid, Madonne
2 | This German cc This German composer is known for the following works: Mc
L Who authored { Who athored Summa theologica?

4 | Machiavelli is t Machiavelli is the author of [T Principe, which describes the x

5 | Newton's three Newton's three famous laws of motion inchude these concept: j

No warnings. h
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7. The next screen that appears is the Edit tab in Respondus where you may edit and preview
your questions.

. : Preview Retrieval
Edit Settings " g'publish & Reports

Edit Questions Multiple Choice 2|
1. Title of Question  [fho was the sculptor

Multiple Choice 2. Question Wording I” Randomize answers

Who was the sculptor of Bacchus, Sleeping Cupid, Madonna of the
Stairs, and David?

True and False

—
Essay / Short Answer,

e
Matching

T 2 Answers (PageDown moves to next answer) General Feedback | I~ Feedback
Ordering

T — ;
Filllin the Blank A Donatello :‘

T R e
Multiple Answers

—_———

Calculated
[ore > BRI
(c;
o Mmoo

B Leonardo da Vinci

_—
4. Select Correct&nswer |D 5. PointValue [1.00 P
E. Save Changes | Cancel Changes | Clear Form | Preview

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.

Question Lis

# P Title | Format | Points | Question Wording

1 P I Who was the sculp Mult. Choice ; 1.0 Who was the sculptor of Bacchus, Sleeping Cupid, Mad;
2 p Preview 1.0 This German composer 1s known for the following works
3 P Edit h 1.0 Who amthored Sunena theologica?

4 | P 32':;10 . 1.0 Machiavelli is the suthor of If Principe, which describes |
5P Use As Basis For Mew Item 1.0 Newton's three famous laws of motion inchide these cond
[ P Copy Items From Another File 1.0 Who discovered the vaceine for smallpox?

7 | 2| Properties 1.0 Who is credited as discovering the antibacterial medicine
2 P g Who is considered Mult. Choice 1.0 Who is considered to be the founder of psychoanalysis?
9 P é Who are the first 1 Mult. Answer 1.0 Who are the first two European manners credited for sa
10 P VE, Who 1s credited as Mult. Choice 1.0 Who is credited as being the first person to reach the So
[ Search | Advanced Search I
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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

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

[ Start Edit

Canvas option on the left of the screen.

(Stat " Edit

Settings '

/" Retrieval
& Reports

Preview
& Publish

Preview

jo
~

Preview &
Publish
Preview
"Publish to Blackboard
/Update Settings

Print Options

2]

Preview
the File

N

Before publishing your Respondus file to the server, it is
recommended that you "preview' the file. In the preview mods
the Respondus file remains on your hard drive and an Internet
browser-like window is used to view it.

If you want to make changes to the Respondus file, click the
"modify item' button from within the preview task. You will be

Preview &
Publish

Preview

Publish to Canvas

returned to the preview task once the change has been made

Settings :

Preview
& Publish

Publish to Canvas

Publish
Wizard

2]

Use this option to publish the currently open document to a Canvas server.

-

{ Print Options

10. Ifyou have not set up a “server” for Canvas at CWU, choose “Add new server” and click next.

Publish Wizard P

1. Choose an existing server, or "add new server" to add settings information for a new server
| df—
- Edit Settings |

Canvas Server: Add new server

Settings: Choose "add new server” or an existing server

above

2. Press [Next] to connect to server

Next > Cancel Help
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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.”

Add New Server Settings @

Preconfigured server settings may be available for:
Central W ashington University

I * Yes, check for preconfigured server se!!ings/

" No, | want to enter the server settings manually

4

I Next I Cancel | Help |

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.”

« loginServerSettings.PNC

b | Q| @ Laf 5 K4

Preconfigured Server Settings Wizard R

Success! The server settings have been downloaded for:
Central Washington University

1. Enter a name to describe this Canvas server (e.g. "My Canvas Courses")

IMy Canvas Courses

2. Enter your login information for this Canvas server

User name Ichinn Password I

I~ Save my User Name and Password on this comput Do not select this
(If this is a shared computer, dont select this box!) option.

3. Respondus can run a connection test using the above settings
to make sure it can communicate with your online course

¢

Back | Ned | Cancel | Help |

" Run connection test
o Skip connection test
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13. After receiving the following confirmation screen click “Finish.”

Preconfigured Server Settings Wizard @

The new server settings have been added or updated.
Click [Finish] to exit the Wizard and continue with the original task.

| Help |

14. On the next screen accept the default Canvas server you created previously or select it and
click next:

Publish Wizard =

1. Choose an existing server, or "add new server" to add settings information for a new server

Canvas Server: IMyCanvas LI

Settings: Server: canvas.cwu.edu - Edit Settings |
Type: Standard
User: (empty)

Secure Server: Yes, Hitps always
(User/Password will not be saved.)

2. Press [Next] to connect to server

| Next > | Cancel | Help |
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15. Continue with the Publishing Wizard to fill in the required fields below:

Publish Wizard

1. Select assessment type
% Graded Quiz
ol
" Question Bank
-~

2. Specify server action and item name

% Create |Canvas Run

" Replace ({the name of the existing server item does not change)

3. Other options

[~ Apply Question Groups (not supported for surveys & question banks)
I~ Apply Settings (not supported for question banks)

4. Press [Next] to choose a location on the server

<Back | Net> | Cancel | Help

16. Next, you will be asked to enter your Canvas username and password.

V N
Enter login information

Because the "remember my user name" oK. |
box was not checked, you must type in
your user name and password each time. B |

User name l

Password I

Office of Multimodal Learning - Central Washington University

7



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.

Publish Wizard S

1. Select assessment type
{+ Graded Quiz
" Practice Quiz
" Question Bank
" Survey

2. Specify server action and tem name

% Create ICanvasRun

" Replace ({the name of the existing server item does not change)

3. Other options

I~ Apply Question Groups (not supported for surveys & question banks)
|~ Apply Settings (not supported for question banks)

4. Press [Next] to choose a location on the server

< Back Next > Cancel Help

17. Choose a course to publish to and type the name of the exam. Click “Next.”

~

E
Publish Wizard X

1. Click on the area or folder to publish to, then press [Next]

E-{_] server: "MyCanvas"

{1 course: "Library 101_MASTER"

{1 course: "template_MASTER"

{1 course: "Student Orientation - Canvas"
Only existing graded quiz {0 course: "Hypothetical 101_MASTER"
items will be displayed. {1 course: "Balloon Animals 101 - Master”

2] server tem
D Area or Folder

For this server, graded
quiz items can only be
published to course
areas.

<Back | Net> |  Cancel | Hep |
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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/4152/1/41475-what-options-are-available-for-quizzes

Publish Wizard X

1. The status window below will update after each step of the Publish process.

- Start Instructure Canvas Publish -
Respondus 4.0.5.04 November 27, 2012

* Export option discovery in progress...

* Validating discovery options and setting export parameters...
* Export option discovery succeeded.

* Export in progress...

* Inttializing and checking options...

* Creating export folder...

* Writing QT files and resources...

* Creating zip package...

* Finalizing...

* Export succeeded.

* Publishing assessment to server...done.

~— Publish Completed Successfully -

Finish Cancel Help

Office of Multimodal Learning - Central Washington University

9





