
Import Formatted Questions File to Respondus

Introduction
Respondus facilitates upload of an exam or question pool to Blackboard. This handout provides 
instructions for uploading a properly formatted file to Respondus. Once you have uploaded the file, see 
the handout Upload Respondus Questions File to Blackboard.
 
 
Upload formatted questions file to Respondus
 

1. Click Import Questions.  
NOTE: Close the text file on your computer before attempting to import it.

2. Follow the instructions in the figure below.
 

When Finish is clicked, a dialog box that says File Saved will display. Click OK. 
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Tips
There are multiple warnings you might get in the Warnings and Note box above.
 
Warnings you can ignore

● X duplicate question titles were changed by adding a ‘2’ (or 3,4...). 
(This means that there are multiple identical question stems. Respondus can handle this.)

 
Warnings you must correct in the text file

● These questions had no answer (so answer set to ‘a’): 7 
(This means that question 7 was not assigned a correct answer.)

● Question(s) were missing (left out of number sequence), invalid, or type ‘matching’ 
(Question number skipped, space lacking between question or answer period and text.)
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