Step 2 – Importing a test into Respondus

Once your test has been properly formatted for importing into Respondus (see Step 1 handout) you are ready to actually import the test questions.
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Open Respondus
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(There may also be a Respondus icon on your Desktop.)
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Click on the Import Questions button:

Fill in the top options in the form:

Type of file is Rich Text.

Browse to the .rtf file for your test (the one you formatted for importing)

Type in a name for your exam.

Click on the Preview button to see if there are any errors in your test:
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  Common errors are forgetting to have the answers at the end of the file;  missing periods and spaces after question numbers (this causes two questions to blend together); don’t worry about errors relating to question titles—titles aren’t required.  If you have errors, click Cancel, fix the errors in your .rtf document, and try importing again.
Once you’ve corrected your errors, you will see a screen something like this:
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Then click Finish.  Your questions will quickly import into Respondus and you’ll see:
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You’re ready now for Step 3 – Publishing your test from Respondus into Blackboard.

