Respondus

Exporting Questions from MicroTest to Respondus

o Exporting from the MicroTest Quick Start Menu
e Manually Editing the Export File for Respondus
e Importing Test Questions into Repsondus

In order to move test questions from MicroTest to Respondus, you must first export your questions from
MicroTest and create a text file.

Exporting from the MicroTest Quick Start Menu

1. From the Quick Start menu, click “Export Questions”:
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2. Click on either “Open Existing Test” or “Use Creating a New Test Quick Start”:



Exporting Questions

Step 1 of 3: Open or Create a Test

Follow the steps presented below to The questions Exparied from MicraTest Pra are speciied by first
export Questions fram a Question Bank. TG

if you have an existing test 1o use for the export cick the Open

1. Open or Greate a Test Efla i Teel FGI:

If you want 1o create & new test click the Use Creating & New Test
Guick Start to be guided through the process of creating a test.
2. Select Export Format

Glick Mext when you are done,
3. Specify name and location of the export file
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3. Select “Text or RTF File” as your export format and click “Next”:

Exporting Questions

Step 2 of 3: Select Export Format

Follow the steps presented below to The qusstions Exportad from MicroTast Pro can be in one of four
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Export File: Not Specifiad

Stop ) ( Back ) ( Next

4. Click “Finished”:

r
Export Questions from MicroTest Pro

Step 3 of 3: Initiate Question Export
Follow the steps presented below to
Export the Questions in a Test. All the information needed to begin exporting questions from
MicroT est Pro has been specified.

./ 1. Open or Create a Test ‘when you click the Finished button below dislogs
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2. Select Export Format sofecled il oppent

Click Finished to begir the export process,
+/ 3. Initiate Question Export
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Export Type: Text or RTF File Back I I FinishedF ! Stop

5. Choose the proper export format:
e For Write Sequence, choose “Chapter, Question Order”
e For File Format, choose “With Tabs and Returns”
e Choose “Yes” to include the Answer Key



e Click OK
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6. Name the file, making note of the name and location, and click “Save”:
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Manually Editing the Export File for Respondus

Respondus will not accept a .txt file in the format MicroTest uses for export. In order to import your

guestions into Respondus, you must manually edit the document you just created.

1. First, open the MicroTest export document you just created:
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2. Next, manually edit the text using this .pdf as a guide (This will be a time consuming process
depending on the number of questions you have. Unfortunately, there is no quicker way to achieve
the correct format for Respondus) [Insert link to Respondus format Guide .pdf file here]

Importing Test Questions into Repsondus

Once you have the document in the correct format, you will be able to import it into Respondus.

1. Open Respondus and click on “Import Questions”:
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2. Choose the appropriate file type from the drop down menu:
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3. Click “Browse.”

4. Select the file and click “Open”:

1. Select the fis to Import:
Topeotfie  [Plan Tex Heb |
Flan Text
Flename: 2 Browse
mage Feider [Microsoh Word 2007 (DO s
2. Choose where!

" Append the questions to the curient document
@ Dieate 3 new documen, named:
Typecifietocmate @& Exam ( “ur

I Use "stem” phas question numbes to create tile, eg
“Gh01- stem becomes "chO1-001", “chO1-002", -

3 for protlems Preview |
4. Press the Finish button to complete the process. Finish
Preview resuls
= | Title Quastion Wording j

[‘mport Questions =2=)

1. Select the fle to Import:
Typsotfle: | TN ~ Help

Filename: |- cick biowse to choose -
ImageFolder [ Browse

2. Choose where to add the new Questions:
 Append the questions to the curtent document.
@ Create a new document, named:
Typeoffiletocreate: @ Exam O Suen
[T Use"sten’ plus question number to create e, eg. [T
eh01-" stem becomes "ch01-001", "ch01-002", .

3. Use the Preview button to check for problems: Preview

4. Press the Fiish button to camplete the process. Firish
- Preview restis- -
= | Tie | Quastion Wording | ii
L File to Import
Lookn: | 3] Documents o -EckEr
Name ’ Date modified -
14 Misc 10/24/2012450PM
1. OneNote Notebooks 8/27/20121:27 PM
1. Respondus Projects 11/20/20123:02PM |
| ) Test Banks 11/20/2012 2:45 PM
) Testt 11/20/2012305PM  ~
l < [ | »
Flename:  [Test] I Open 3
Flesof type:  [Rich text fles () = Cancel
¢ =7 |

5. Name the new document you are creating in Respondus:
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6. Click “Preview” and be sure to check for Warnings in the dialog box at the bottom of the menu:
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7. Click “Finish”:
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8. Click “OK”:



Import Questions [
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