Importing a Test from Microsoft Word to Respondus 4.0
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1. Open the test you wish to import in Microsoft Word.
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2. Ensure the test questions and answers are formatted correctly
for Respondus. (See Test Question Formatting for Respondus
Import tutorial.)
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3. Open the Respondus 4.0 software and click on the Import N s
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4. From the new dialogue box (shown below), choose the type of
file the test is saved as. (Hint: If you use Microsoft Word 2007
or newer, the file type is most likely Microsoft Word 2007(DOCX).)

5. Click the Browse button and navigate to where the original Word document is saved on your computer.
6. Give the new test a name or choose to add these questions to the currently opened test.
7. Click the Preview button to ensure all of the test questions are showing up correctly. Questions can be seen in

the Preview Results box at the bottom of the window. Any questions that return problems should be shown just
below the Preview Results.
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8. The new test has now been saved in Respondus
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- Additional materials referenced in this tutorial can be
) found at http://uca.edu/idc/techresources.
Last Updated: June 2015
Respondus 4.0 is a powerful tool for creating and managing exams INSTRUCTIONAL

and surveys that can be published directly to Blackboard and/or printed. DEVCEES;’%ENT


http://uca.edu/idc/techresources

