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Respondus

Creating Questions in Word | Other Question Formats | Importing Questions to Respondus
| Publishingto D2L | Export QTI XML option

Creating the Questions in Word

The most commonly published question type is Multiple Choice which is demonstrated below. To prepare other
guestion types for Respondus publishing, please click the “Formatting Questions” link above.

1. Each question must be numbered and the correct answer marked with an asterisk.

1. When was the Declaration of Independence signed?

a. September 11, 2001 Make sure to place a space
between the letter and the

b, December 7, 1941 answer an asterisk in front
B of the correct answer with
; c. July 1, 1863 no space between it and

: *d. July 4, 1776 the letter
_—

Note: You may need to disable ‘auto formatting’ in Microsoft Word. Alternatively, save your Word file
as a Plain Text file.

Your question document may be saved as a .docx, .rtf, or plain .txt file.
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Import Questions into Respondus

1. Launch Respondus.

D Respondus - Untitled S ] x
2. Click import questions. [rie et view Help ,
ERA Media Power Zdit | @
Start Edit Settings Preview + Publish Retrieval D2L Brightspace
Introduction Open or Create @
Cpen or Create I .
Current Personality: | D2L Brightspace i

&= o
Open a Respondus file

Create
Create a new Respondus file

L1 Test Bank Network

Locate a publisher test bank and select questions for an exam

m

ﬁ Exam Wizard
Create an exam by copying items from other Respondus Files
ﬁ Import Questions
Import questions from a text file

? Archive Wizard
Create a Respondus archive file so that guestions, media, and
equations are stored as a single, compressed file

Import Questions 4

1#Gelect the file to Import; x
- .

2. Select the document file type from the drop- Typecffile | Microsoft Word (00Q)
down menu. File name: 1-clickbrowsetochoose- I Browse |
3. Click Browse to navigate to your file.
" . . | Fald Brows
4. Name your file and click Preview. If any mage ol | =
problems arise with your documents, a dialog box & Chane et to ol ihe v Onc e
. . . pe . A d th i h d !
will appear. Other warning and notifications may (e it aimit s i cmenl oo .
. . (®) Create a new docurnent, named: INE me your f||e I
present themselves in the bottom box. Warnings e
. i X X YpE Of THE To Create: am UTVEY
regarding duplicate ‘question titles’ can usually be []se e’ posqusinmumberto gttt 5. [ |
ignored "ch(1-" stem becomes "ch01-001", "ch01-002", ...
5. Click Finish. A box that says File Saved will pop e s e PR R ook e i “—
up. CIle OK. 4, Press the Finish button to complete the process, F'

Help

REEFII'JFIC'LIS X Preview results
| # [Tte [ QuesiionWording £
| File Saved: - Your questions will appear in this box.
_'I .
If there are any problems, a dialog box will appear.
Other little notifications will appear in this box.
Back to Top
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Publishing to D2L
1. Click on the Preview/Publish tab.
Start Edit Settings Preview + Publish Retrieval D2L Br;gh‘tspace
Multiple Choice Multiple Choice @
2. Click on the Publish side tab. Select the Publish Wizard.
Start Edit Settings Preview + Publish Retrieval D2L Brightspace
Preview Publish to Brightspace @
| Publish Wizard
Print Options L Use this option to publish the currently open document to a Brightspace
Server,
1. Select your Publish option
2. Under ‘Choose and existing server”, select “
’ 2 [ .
add new server’ (if needed), and click the 1. Type of Pubish
‘ . . ’
Edit Settings’ button. 1 0©Pubnsmo single course
3. Select ‘Yes, check for preconfigured server () Batch Publish to muliple courses
settings’ at the next screen and click NEXT. O Export QT XML for manual upload to Brightspace
2. Choose an existing server, or "add new server” to add settings information for a new server
Brightspace Server: - add new server - ~
A € EMVEr o€ Settings:  |Ch "add " it i i
ab:\(::e ai NEW server or an existing server
Preconfigured server settings may be available for:
Pennsylvania State System of Higher Education
(®) Yes, check for preconfigured server settings
() No, | want to enter the server settings manually 3. Press [Next]to connect to server
e ¢ < Back Next > Cancel Help
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Back to Top

4. Choose ‘Clarion University’ in the drop-down and click OK.

P X
i
1. Tvoe of Publish
Add New Server Settinas %
| (
¢ Preconfigured server settings may be available for:
{ Pennsylvania State System of Higher Education
2.4 (®) Yes, check for preconfigured server settings
b (choose Server >
Muore than one learning system is used at your institution. Please select the
appropriate system from the list below
I Clarion University | w
3§
Back Mext Cancel Help
< Back MNext = Cancel Help
5. Enter a ‘name’ for your : : :
: . Preconfigured Server Settings Wizard >
configuration and then select to

Sklp the connection test. Click Success! The server settings have been downloaded faor:

Next. Pennsylvania State System of Higher Education
1. Enter a name to describe this Brightspace server (2.g. "My Brightspace Courses”)
6. Click Finish at the next [y CU D2L courses |
prompt.

2. Enter your login information for this Brightspace server

. . (not used) (not used)
7. Your Respondus connection is e e

confieured and now vou will [] Save my User Name and Password on this computer.
g y . (K this iz a shared computer, dont select this box!)
follow the prompts to log in.
3. Respondus can run a connection test using the above settings
to make sure it can communicate with your online course

(®) Skip connection test |

Back to Top
Back Cancel Help
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8.
9.

10.
11.

12.

e.

1. Choose Course to Publish to

Create/Replace Assessment Type
Ciuiz

Click Next to connect to server. Click OK at the first prompt to continue.
Click the Clarion login button to be re-directed to the Brightspace Authorization screen; enter your CU
credentials, then click ‘OK’ again at the prompt.
In the ‘Publish Wizard’ screen, choose the course you wish to publish to. Wait for Respondus to ‘respond’.

Choose assessment type — usually quiz or library section. Note: Choose library section if you will be creating
a question pool (random section quiz).
Click Next.

h @ (20145FRINGAH101.W05V) AH.101. W05V Medical Teminology (2014 SPRING) ~

i

H 1 Quiz

|ID Create new quiz
i) Replace existing quiz

Self Assessment

() Create new seff test |E]H 1 Quiz

(") Replace existing seff test

|Guestion Librany Section

(®) Create new section |EIH 1 Quiz

i) Replace existing section

3. Additional Options for Assessment Type

Apply Settings

Apply Random Sections

4. Press [Mext] to publish to server

< Back

Mext =

Cancel Help

13. A screen will appear and tell you the status of the questions. When the

guestions are all successfully exported and published, click Finish.

14. In your D2L course, navigate to Assessments > Quizzes to locate your quiz or select the

15. Proceed with your quiz settings.

CLARION
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Publish Wizard *

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

Respondus 4.0.8.05 Aprl 8, 2015
Desire2lLeam IPR 1.1 September 2015

- Start Brightspace Publish -

* Exporting library section settings...
* Settings successfully exported.

* Creating new library section...

* Exporting library section questions. ..

* 5 questionis) successfully exported. When the guestions are
* Publishing library section questions... SUCCESSfU"V EKDOT‘tEd and
st iy published, click Finish.

« Back Cancel Help

Back to Top
Formatting Questions

Respondus desktop software for Windows allows you to import a variety of question types from a

text (.txt) or rich-text (.rtf) file. This page explains how to format questions for import.

Once you've formatted your questions (as described below), save as a MS Word (.doc or .docx), rich-text
(.rtf) or plain text (.txt) file, and import the file to Respondus.

The Standard Format for Importing

Write your questions in a word-processing application (e.g., MS Word) or a text editor such as Notepad
(Windows) or Text Wrangler (Macintosh), and format as follows:

Respondus will import multiple choice, true-false, paragraph, short answer, matching, and multiple
response questions from a text document. The plain text, rich text, or MS Word file must be organized in
the “Standard Format”.

The Standard Format for multiple choice questions has required elements and optional elements, each of
which is described below. This is followed by an explanation of the formatting required for true-false,
paragraph, short answer, matching and multiple response questions.

Multiple Choice | True/False | Paragraph | Short Answer | Matching |
Multiple Response | Adding Images

"
CLARION LTC
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Format Multiple Choice Questions

Number Each Question (required)
Each question must begin with a question number, followed by either a period “.” or a parentheses “)”.
Examples:

3)

3
The question wording must follow the question number. (Note: at least one space should be between
the question number and the question wording.) Examples:

3) Who determined the exact speed of light?
3. Who determined the exact speed of light?

Each answer choice (distractor) must begin with a letter (A-Z) followed by a period “.” or a parentheses “)”.
Example:

3) Who determined the exact speed of light?

Albert Einstein
Albert Michelson
Thomas Edison

o 0 T o

Guglielmo Marconi

Provide a Title (optional)

A Title can be imported with each question. If a title is not provided for a question, the first 20 characters
from the question wording will be used as the question title. Titles must be placed at the beginning of a
guestion and begin with “Title:” followed by the actual text for the title. If the title exceeds 20
characters, the remaining characters will be dropped during the import. Example:

Title: Speed of Light
3) Who determined the exact speed of light?

a. Albert Einstein
b. Albert Michelson

"
CLARION LTC
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¢. Thomas Edison
d. Guglielmo Marconi

Mark the Correct Answers (required for quizzes)

For questions being imported to an Exam file, correct answers can be indicated in two ways:

First, you may place an asterisk (*) directly in front of the answer choice (do not put a space between the
asterisk and the answer choice).

Example:

Title: Speed of Light
3) Who determined the exact speed of light?

a. Albert Einstein
*b. Albert
Michelson
¢. Thomas Edison
d. Guglielmo Marconi

The second option is to place a list of correct answers at the end of the file. The list must begin with the
word “Answers:” and the answers should start on the following line (no blank lines are allowed). Note that
any text after the answer list will be ignored.

Example:

Answers:
1. A
2. C
3. B

If neither method is used to select a correct answer, Respondus will automatically select the letter “A” as
the correct answer. Don’t worry, you will be warned if a question does not have an answer selected for it
prior to completing the import. (Note that survey files should not have “correct answers” selected. If you
are importing questions into a survey file, any correct answer designations will be ignored.)

Provide Feedback (optional)

With an Exam file, feedback for individual answer choices can be imported by placing the feedback
immediately after the answer choice and by beginning the line with the @ symbol. There must be at
least one space between the @ symbol and the feedback text. Example:

Title: Speed of Light
3) Who determined the exact speed of light?

a. Albert Einstein

"
CLARION LTC
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@ No. Albert Michelson determined the exact speed of light.

*b) Albert Michelson
@ Yes. Albert Michelson won the Nobel Prize for Physics for determining the exact speed of light.

c) Thomas Edison
@ No, Thomas Edison did not determine the exact speed of light.

d. Guglielmo Marconi
@ No. Marconi did not discover the exact speed of light, but he did win the Nobel Prize for Physics for
his work with radio waves.”

General Feedback can be imported in a similar way, but it must appear immediately after the question
wording and before any of the answer choices. The line must also begin with the @ symbol, and there
must be at least one space between the @ symbol and the feedback text. Example:

Title: Speed of Light

3) Who determined the exact speed of light?

@ Albert Michelson was the first American to win the Nobel Prize in Physics (1907) for his measurements of
the speed of light. His experiments laid the groundwork for Einstein’s Theory of Relativity.

a. Albert Einstein
@ No. Albert Michelson determined the exact speed of light.

*b) Albert Michelson
@ Yes. Albert Michelson won the Nobel Prize for Physics for determining the exact speed of light. etc.
As shown in the previous example, both types of feedback can be used within a single question.

Format True/False Questions

The process of importing a “true/false” question is similar to that used for importing multiple choice

guestions (see above).

Order Must Be True, then False

It’s important to note that the “True” (or “T”) answer choice must be listed above the “False” (or “F”)

answer choice in order for Respondus to recognize it as a true and false question type. (If “False” appears

first in the list, the question will be imported as a “multiple choice” question.)

Mark the Correct Answer (required)

Both of the following examples are valid ways to format a true and false question for importing purposes.
Examples:

3) Albert Michelson determined the exact speed of light?

*a)

"
CLARION LTC
UNIVERSITY Tez sy, )

Center for Computing Services | Clarion University of PA b



Learning Technology Center | FAC-Respondus | Jan. 20,2021
10

Back to Top

Tru
e
b)
Fal
se

3) Albert Michelson determined the exact speed of light?

*a. T

b

F
You can also designate a correct answer for a true and false question by placing a list of correct answers at
the end of the file.
The list must begin with the word “Answers:” and the answers should start on the following line--no blank
lines are allowed. The correct answer for a true and false question can be designated in three ways: (1)
using the complete words “True” and “False,” (2) using the letters “T” and “F,” or (3) using the
alphabetical letters “A” (for true) or “B” (for false). For example, the formatting of each of the following
answers is acceptable for true and false questions in which all of the answers are “true”: Example:

Answers:
1. True
2. T
3. A

Provide a Title
To include a “title” or “feedback” with the true and false question, follow the same formatting rules
described above for multiple choice questions.

Example:

Title: Light speed
3) Albert Michelson determined the exact speed of light?
@ Correct. Albert Michelson won the Nobel Prize for Physics for determining the exact speed of light.

*a. True
@ Yes. Albert Michelson won the Nobel Prize for Physics for determining the exact speed of light.

b. False
@ The correct answer is True. Albert Michelson determined the exact speed of light and won the 1907
Nobel Prize for Physics for his efforts.

"
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Format Paragraph Questions

The logic for importing paragraph questions (also known as “essay” or “open-ended” questions) is similar
to what is described above for multiple choice questions. The primary difference is that the first line of
formatting must begin with “Type: P”. This is followed by the “Title” (which is optional), the question
number, and the question wording.

Example:
Type: P

Title: Michelson-Morely experiment
4) How is the Michelson-Morely experiment related to Albert Einstein’s theory of relativity?

Provide feedback (optional)
If you are importing a paragraph question into an exam file, you can supply an answer two different ways.
You may provide an answer immediately after the question wording, in which the answer begins with

“a.” or “a)” (without the quotes).
Example:

Type: P
Title: Michelson-Morely experiment

4) How is the Michelson-Morely experiment related to Albert Einstein’s theory of relativity?

a) In 1887, Albert Michelson and Edward Morely carried out experiments to detect the change in speed
of light due to ether wind when the Earth moved around the sun. The result was negative. They
found the speed of light is always the same regardless of Earth's motion around the sun. Scientists
were puzzled with this negative result, and they didn't know how to explain it. Albert Einstein came
up with the answer in his famous second postulate in theory of relativity: that the speed of light (in
vacuum) is always constant and absolute, regardless of its source's motion and observer's
movement.

The second way to supply an answer for a paragraph question is to place it in the list of correct answers at
the end of the file. As described above with multiple choice questions, the list must begin with the
heading “Answers:” and must be positioned at the end of the file. A paragraph answer should begin
with the corresponding question number, followed by either a period “.” or a parentheses “)”. This is
then followed by a space and then the answer itself.

Back to Top
"
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Example:

Answers:
1. A
2. C
3. B

4. In 1887, Albert Michelson and Edward Morely carried out experiments to detect the change in speed

of light due to ether wind when the Earth moved around the sun. The result was negative. They
found the speed of light is always the same regardless of Earth's motion around the sun.
Scientists were puzzled with this negative result, and they didn't know how to explain it. Albert
Einstein came up with the answer in his famous second postulate in theory of relativity: that the
speed of light (in vacuum) is always constant and absolute, regardless of its source's motion and
observer's movement.

5. B

Format Short Answer Questions

To import a Short Answer question, the first line of formatting must begin with “Type: S”. This is followed
by the “Title” (which is optional), the question number, and the question wording.

Example:
Type: S

Title: Who invented television?
5. Who is known as the "father of television”?

Provide Possible Correct Answers
Respondus allows you to import only one correct answer per question, but it does permit you to enter
multiple forms of that answer.

Example:

Type: S
Title: Who invented television?
5. Who is known as the "father of television"?

a. Zworykin
b. Vladimir Zworykin
c. Vladimir Kosma Zworykin

Back to Top

"
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Answers can also be placed at the end of the file, using a format similar to multiple choice questions. The
only difference is that you can enter multiple forms of an answer by repeating the question number.

Example:
Answers:
1. A
2. C
4. C
5. Zworykin

5. Vladimir Zworykin
5. Vladimir Kosma Zworykin
6. B

Back to Top
Format Matching Questions

The process of importing a “matching” question is similar to what is described above for importing multiple
choice questions, but there are some key differences. The first line of formatting must begin with “Type:
MT”.

This is followed by the “title” (which is optional), the question number, and the question wording. Each
answer (which consists of both portions of a correct match) must begin with a letter (a-z) followed by a
period “.” or a parentheses “)”. The two parts of the match must be separated with an “=" symbol and
there should not be any hard returns or blank lines within either parts of the answer. Example:

Type: MT
Title: Scientific discoveries

4) Match the correct name to the discovery or
theory. a. Michelson-Morely = Speed of light

b. Einstein = Theory of Relativity

¢. Marconi = radio waves

“w_n

Spaces before or after the “=" symbol are optional, but it is important that an answer only uses the =
symbol for the purpose of separating the two parts of the match. If you plan to list correct answers for
other questions at the bottom of the document, simply skip the number for all questions that are of the
matching variety.

"
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Format Multiple Response Questions

The logic for importing multiple response questions is similar to what is described above for importing
multiple choice questions. (Multiple Response questions are, essentially, multiple choice questions in
which more than one correct answer can -- and generally should -- be selected by the student). The
primary difference is that the first line of the formatting must begin with “Type: MR”. This is followed by
the “Title” (which is optional), the question number, and the question wording. Correct answers are
designated with an asterisk.

Example:

Type: MR
3) Which of the following individuals are credited with determining the exact speed of light?

a. Albert Einstein *b.
Albert Michelson
c.
Thomas
Edison
*d. Edward Williams Morley

Back to Top

Provide Titles and Feedback
To include a “title” or “feedback” with multiple response questions, follow the same formatting
rules described above for multiple choice questions. For instance,

Example:

Type: MR

Title: Determining Speed of Light

3) Which of the following individuals are credited with determining the exact speed of light?

@ Albert Michelson and Edward Williams Morley collaborated on a series of experiments that
eventually led to the exact determination of the speed of light.

a. Albert Einstein
@ No. Albert Michelson and Edward Williams Morley collaborated on a series of experiments that
eventually led to the exact determination of the speed of light.

*b) Albert Michelson
@ Yes. Albert Michelson is one of the two persons credited with determining the exact speed of light.

Note: The example above illustrates how to include both “General Feedback” and answer-specific
feedback. In most cases, you would include only one type of feedback.

"
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A second way to designate correct answers for multiple response questions is to place them in a list of
correct answers at the end of the file. The list must begin with the word “Answers:” and must be
positioned at the end of the file. If a question has been designated as a Multiple Response type using
“Type: MR”, then correct answers can be shown in a list in one of three ways: (1) placing a blank space
between the letters representing the correct answers, (2) placing a comma between the letters
representing the correct answers, or (3) placing a comma and a blank space between the letters
representing the correct answers. For example, the formatting of each of the following answers is
acceptable for multiple response questions. Example:

Answers:
1. BD
2. B,D
3. B,D

Back to Top

Include Images in Questions

Images embedded in MS Word files will import automatically. However, it is possible to import images
with rich-text or txt files using an alternate method. First, be sure that the images in gif, jpg, or jpeg format
and are contained in a separate folder. Then place the following tag at each place where an image should
appear: [ img: “filename.jpg” ]. The word “filename.jpg” should be replaced with the actual file name.
Example:

3) The interferometer, shown here [img: “interferometer.jpg”], was used by which of the following
scientists.
a. Albert Einstein *b.
Albert Michelson
c.
Thomas
Edison
d. Vladimir Zworykin

To include alternative text for ADA-compliant screen readers, place the desired text in a second set of
quotes immediately following the quotes that contain the file name: [ img: “interferometer.jpg” “Picture
of an interferometer” ].

b
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All images that are being imported must be placed in a single folder. During the import process, the
location of the image folder must be specified in the first step. After the import is complete, the images
will appear inline with the question text. Save the Question File

Once the import file is organized to the specifications described above, it should be saved to MS Word
(.doc or .docx), rich-text (.rtf) or a text (.txt) file. It is then ready to be imported by Respondus.

Export questions as QTI XML

Exporting questions as QTlI XML Option creates a .zip file which can be uploaded into your D2L course. This
is useful if the Passhe server is offline, or you want to save the question file for use in other courses/terms.

Follow the instructions below:

1. From the Publish Wizard > choose Export QTI XML for manual upload > Next

Publish Wizard ==
1. Type of Publish
(_\- i i Ll
Fublish to single course Make sure EXDCII'T aTl
" Batch Publish to multiple courses XML" is the {]ptit]ﬂ selected.
{* Export QTI XML for manual upload to Desire2Leam
2. Choose an existing server, or "add new server” to add settings information for a new server
Desire2Leam Server: | AprlPragle _j
Settings: A claron.edu
Uszer {fempty)
{User/Password will not be saved)
3. Press [Mext]to continue
Click Next \
< Back Mext = Cancel Help

2. Select Assessment type - the default selection is quiz. Optionally, select Question library if using
publisher test bank questions for randomizing questions on a D2L quiz.

"
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3. Select "Save as" > Browse to a location for saving the resulting Desire2Learn Export file (Zip) > Click
"OK" at the Respondus Save confirmation screen.
4. Select "Finish."

IMPORT the file into Desire2Learn using the following steps:

Login as an instructor and select the desired course.

Select the "Edit Course" link.

Click "Import/Export/Copy Components."

Choose "Import Components" > “Start”.

Next, click “Upload” and then browse to the zip package saved previously. Click ‘Open” .
Click “Import All Components”

The imported questions will be available from the Quizzes or Question Library area of the course
depending on the Export selection.

No ok wDNBR

Back to Top

b
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