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Uploading a quiz to Moodle using Respondus

If you have quiz questions in Word format then these can be uploaded to Moodle
using Respondus. There are 4 steps involved:

Create the questions in a Word document

Convert the text file to Respondus file format

Setup a Respondus connection to Moodle (for first time users)
Publish the Respondus file to Moodle
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1. Create the questions in a Word or text file

If you have the questions in Word format then put a * next to the correct answers and
structure the questions as shown below:

Title: Sky Colour

1) What colour is the sky?
a. Green

*b. Blue

c. Yellow

d. Red

Title: Grass colour

2) What colour is grass?
*a) Green

b) Red

c) Blue

d) Pink

Title: Sun colour

3) What colour is the sun?
a) Green

b) Red

c) Blue

*d) Yellow

2 Convert the Word document to a Respondus file

To launch Respondus... Start > Applications > All Programs > Core > Respondus 4
Use the drop-menu to set the Current Personality as Moodle.

Edit Settings '~ Ereview " Retrieval

Start Open or Create ﬂ

Current Perzonality: b oodle -
Introduction | J

Open or Create
Open

Open a Aespondus file.
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L Im port Import questions from a test file
Now click Import Questions. E Questions

mbport Question

[ 1 |

1. Select the file ta Irmpart; i
Select the file format.

Typeof fle:  |Microsoft word 2007 (DOCK) v |
File name: - [Colours quiz dac _Brewss4—T Browse and select

Image Faolder |H:'\h-1|:u:u:||e'\5upp|:|rt documnents the text file.

2. Choose where to add the new Questions:

" Append the questions to the current document. Enter a name for
+ Create a new document, named: | Colours Quiz <+— the Respondus file

Type of file bo create; ¢ Exam O
[ Usze"stem" plus question number to create title, &g,
"chill-" ztern becormes ch01-001", Meh01-002", .

3. Use the Preview button ta check f kil Previ j | Click Preview to
. Use the Preview button ta check for problems: Teview check for problems

4. Presz the Finigh button to complete the process. Firizh
Frestiew results
= | Title Question Werding Click Finish if there
I |SkyColowr  \What colour is the skv? are no problems
2 | Grasscclowr  What colour is arass? ||
3 feacelewr  \What colour is the sun?

- -

No warnings. <—— [f there are problems then click Cancel, and
correct the errors in the Word document. Then
import the questions as before.

Now click on the Preview & Publish tab.

( Start Edit Settings A<M\ Retrieval

Preview & Preview 2|
Publish - . .
Befare publizhing wour Bespaondus file ta the server, it iz
Preview Preview | recommended that pou "preview! the file. |n the preview mode,
- the File the Rezpondus file remainz on paur hard drive and an Internet

Publish to Moodle browser-like window iz used to wview it.

™ .
Print Options If wou want to make changes to the Respondus file, click the

"modify item'* buttan from within the preview tazk, ou will be
returned to the preview tazk once the change has been made.
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Click the Preview the File button to check that the questions are answered correctly.

= Preview
Appearance in Internet Explorer [other browsers may wary slightly). GaT = et Modif
Changes made in Edit will not appear until pou Save the document. I :____'_3 Le(v. f:: 10of3 It?enlwy Cloze
What colour i= the sky?
Choose one g Green
answer. ~ p. Blue
c Yellow
¢~ o Red
Feedback
0.0% a.
100.0% h.
0.0% c.
0.0% d.

Close the Preview window and click the Publish to Moodle option.

[ Start CEdit 7 settings (R Retrieval

Preview & Publish to Moodle
Publish

—_— :

Preview Publish

- Wizard
Publish to Moodle

Iz thiz option to publizh the curently open document to a Moodle server.

Print Options

If this is your first time using Respondus then go to step 3 to setup a Respondus
connection to Moodle. Otherwise proceed to step 4 to publish the file to Moodle.
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3. Setup a Respondus connection to WebCT (first time users)

From the Publish to Moodle option click the Publish Wizard button and select add a
new server from the drop menu..

Publish Wizard

1. Type of Publish
¢ Publish to single course

" Batch Publish to multiple courses

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

Moodle Server: I LI

Seftings: [ Training server Edit Settings |
Moodls Live

3. Press [Next] to connect to server

Select to Check for preconfigured settings and click Next.

Precorfigured server settings may be available for:
Edinburgh Mapier University

% Yes, check for precorfigured server settings

{™ Mo, | want to enter the server settings manually

Preconfigured Server Settings Wizard

Success! The server settings have been downloaded for:
Edinburgh Mapier University

Enter any name for the
1. Enter a name to describe this Moodle server f2.0. "My Mood Moodle connection

<&

Moodle <

2. Erteryour login information for this Moodle server

|ser name IedEi Password I

[ Save my User Mame and Password on this computer.
{If this is a shared computer, don't select this box!) Enter your standard user
name and password

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

" Fun connection test
¥ Skip connection test

Skip the connection test and click Next and then click Finish.
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The new server settings have been added or updated.
Click [Finish] to exit the Wizard and continue with the orginal task.

You are now ready to connect to the Moodle server, and this connection will be
available the next time you use Respondus.

4, Publish the Respondus file to Moodle
Select to Publish to a single course

Publish Wizard

1. Type of Publish

% Publish to single course

{" Batch Publish to muttiple courses

Select your module from the drop menu

Publish Wizard

1. Choose Course to Publish to

IStephen Test v ;I

2. Specify Question Categony

: A new category is
{* Create a new category IC:::I:::urs Guiz created to store the

" Use an existing category | questions in Moodle.

3. Create or update an assessment {optional)

¢ Create/Replace assessment

& Create Guiz ICI:I|I:II.|rs Quiz Provide a quiz name,
Section ISectiDn 2 and which Section
(Topic) it is to appear
" Replace Guiz | in Moodle.
I Apply Settings

[~ Apply Random Blocks

4. Press [Mext] to publish to server

Click Next and the Publish Progress is displayed.
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1. The status window below will update after each step of the Publish process.

Flespondus £.0.5.00 May 17, 2012
el .

Maoodle: 20111206802 (2.2.2 (Build: 20120312))
RWS: 2011121500 {2.2.0.00) {behavior: 2011121500)

- Start Moodle Publish -

~ Creating new question categary...

~ Publishing all qguestions...

" Exporting questions...

~ 3 guestion(s) successfully exported.
"~ Uploading questions...

" Creating new quiz...

~ Adding questions to quiz...

- Completed successfully -

Once completed successfully, click Finish and the quiz will now be available in
Moodle. You may wish to hide the quiz until a later date.

w Open 4 Close all sections. Change page layout w
W Turnitin submission area

& Topic2

& [#] Colours Quiz $-=/ 0 % @ A& i

Hide
© Addaresourcs.  |w Add an activity... b/



