IMPORTING A QUIZ INTO D2L

First thing is editing the text document to ensure it is ‘Respondus Ready’. Once you have that
completed, you are ready to convert from text into a D2L file.

Open Respondus 4.0 from your desktop... the Icon should look like

When Respondus opens, you should see the below screen:

@ Respondus - Untitled - m] s
File Edit View Help

HY |4 R2B|B 72 U|x x| E @8 nedia | @rowerkdic |

“Edit Settings ¥~ “Retrieval D2L Brightspace

Start Open or Create il

Current Personality: D2L Brghtspace =

Open or Create Open a Respondus file.
E Open
Create a new Regpondus file.
D Create

Locate a publisher test bank and select questions for
TestBank| _ "
Network

Introduction

Create an exam by copying items from other
Respondus Files.

Import Import questions from a text file
Questions

Archi Create a Respondus archive file so that questions. media.
rchive and equations are stored as a sindle, compressed file.
Wizard

If you get a pop up asking, you to search for updates just hit cancel and it should disappear. If it will not allow you
to continue without updating then you will need to submit a footprints and get your campus IT to install the
updated version



Import Impart questions from a text fle.
. Questions
1. Click the button

2. Adialog box will appear on the screen like the one shown
below This is where you select either

a plain text document, or a
word document. You can use

Import Questions " either one.
1. Selact the file to Import: Cancel |
Tope of fie:  [EEERE Help Click browse and locate your
text file that you have created
File name: | - click browse to choose - Browse . Y
with your exam.

Image Folder | - needed if using IMG: for graphics - Browse

2. Chooze where to add the new Guestions:

" Append the questions to the curment docurment.

* Create a new document, named: |

Place a name on the file.
Type of file to create: @& Exam  © Survey

[ Use "stem" plus question number to create tite, e.q.
"ch01-" stem becomes 'ch01-001", "chiO?-002", .

3. Usze the Preview button to check for problems: Frewiew Click preview This will allow

4. Press the Finish button to complete the process, Firizh Respondus to go through the
Presies resulks file and check for any
# | Title Quastion Wording S

errors...for example too many
- spaces, not enough spaces,
) or a missing period (.)

- =l All errors will show up here.

Warnings you can ignore...

| have created a sample screenshot below to show you both an error and no errors.



NO Errors

Import Questions X

Cancel
Help

Browse

Image Folder |C:\Use|s\shannom.row\ands\D esktop Browse

1. Select the file to Import:
Type of fle: IP\a\n Text j

File name: IHN21 30_CHP?_Paol txt

2. Choose where to add the new Questions:

" Append the questions to the curent document

' Create a new document, named: | TESTING_TandF

Type of file to create: & Exam ¢ Survey

I~ Use "stem plus question mumber to creats tile, &.g. I
"chil1-" stem becomes "ch(1-001", "ch01-002",

4. Press the Finish button to complete the process Finish

r— Presvigw resul
¢ [ Titte | Question Wording [ ﬂ

1 | Psychological t Psychological testing is used for all of the followt

All of the foller All of the following accepted professional testing

Ethical standant Ethical standards developed for psvchologists wh

All of the folle All of the following are the rights of individuals w

All of the folle All of the following are basic rights of individuals ;I

3. Use the Preview button to check for prablems:

s

™

-

u.

"/ arnings and Mates:
* 4 duplicate question litlez were changed by adding a'2' [or 3.4...]

The warning states that the questions had the same titles... for example: “All of the following” so
there will be all of the following listed as 2, 3, 4..etc in the quiz itself in D2L when you import.

Once you show there are no errors just click Finish... This exam is now loaded into Respondus
and you should see a preview of the questions. Here you can make edits and view the
guestions before you import. You can also add questions...

If you are uploading a quiz into the quizzes area, click the SETTINGS tab.

Click Restrictions

“Preview

Settings Retrieval

& Publish

Under the heading
‘Availability’ click the
dropdown next to active and
set it as inactive.

Erightspace Restrictions Settings il

Settings
| Availability

Properties
Statug: IActive - l

Attempts [ Submissions RIS

e
Layout ™ Has Start Date

Restrictions
MMADDAYYY HH:MM

r
r—

Optional Advanced Restrictions

Passward: I [leave blank ta dizable]
IF Restriction: I . I . I . I [leave blank or O to allow all addresses)

Once you upload your quiz in
D2L, the quiz will become
available. Itis always good
to set the settings to inactive

Random Sections [ Has End Date

M Usa As New Defaults
# Restors Default Settings

Timing

Time Limit: 120 minutes [~ enforced [ show clock

Grace Period: |5 minutes before flagged as late

Late Submissions [only applies if time limit iz enforced)

& Al normal subrmission

" Use Late Limit of |1 vl minutes

" Auto-Submit Attempt

until you get a chance to set
the time, password and
other restrictions within the
course; if not students can
have access to the quiz
immediately.



Click Preview & Publish and Click Publish on the side and then Publish Wizard

" Settings | Frevier ” Retrieval D2L Brightspace
(TR R Multiple Choice 2]
1. Title of Question
Multiple Choice 2. Question Warding [~ Randomize
True or False
Long Answer
Matching
[T — 3. Answers [PageDown moves [0 hext answer) I Feedback
Multi-Select A ﬂ
Ordering
(Filllin the Blanks B
Arithmetic
c
)
-
4. Select Conect Answer I—L| 5. PointValue [1.00 P
B, AddtoEnd of List | Irsert into List ‘ Clear Form | Praview
Question List Expanded Yiew ‘ Total ltems: 18 Points: 16.0
# Title Format Points | Question Wording =]
1| P %] What is the empla Maltiple Choicz 1.0 What is the employment interview best suited to assess?
2 | P L Which KSADs ar= Multiple Choics 1.0 Which KSAOs are stable, not easv to change, not easy to see, and not easy to test and screen for? =
3 | P L] What sources of ir Maltiple Chaice 1.0 What sources of information create pre-interview impressions that influence the mterview process and outcome
4 | P L What are an inters Maltiple Choics 1.0 What are an interviewer's beliefs about the requirements of the job and the characteristics of the applicants?
5 | P Z| o thelast part of Moltiple Choice 1.0 In the last part of the inferview, the post-interview phase, the interviewer evaluates the applicant's qualifications j

You will see the next screen... below are some explanations...

Publish Wizard =

\ 4

1. Type of Publish

A

" Publish to single course
(™ Batch Publish to multiple courses

{* Export GTI XML for manual upload to Brightspace

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

=l

Brightspace Server: DZL

Settings:  |Server: d2 cnanlca
Auth Type: SOAP
Port: 443

HTTPS: Yes

User: s.rowlands

e

3. Press [MNext] to continue

< Back Mext > Cancel Help

You can publish the
exam straight into
the course... just
click edit settings
and enter your login
credentials for D2L.

Batch Publish into
multiple courses.
The wizard will
prompt you
through.

For both of the first
options it will take a
few minutes for
Respondus to
change screens... it is
loading all the
courses you have
access to in D2L. Not
recommended if you
run more the 50
courses in D2L.




Click Next >
The first time you use Respondus you may have to set up the server...

The Brightpsace server is D2L and the rest of the information is shown in the screen shot above.
For user ID you will use your own college login.

Publish Wizard ot

1. Select preferences

Format: Brightspace package file

Assessment Type Assessment Options
% Quiz [+ Apply Settings
(" Seff Assessment [v Apply Random Sections

™ Question Library Section

2. Save fs

3. DZ2L Brightspace Importing Instructions
- Login as an instructar and select a course
- Select the "Course Admin” link
- Click "Import/Export/Copy Components™
- Choose "Import Components” and "from a File”; select Start
- In Select File, add the zip package associated with this text file
- Select Advanced Options...
- Click Continue after the pre-processing step
- At the Select Component to Import, check Quizzes
- At the Import Options, locate the "impart file to:" figld
- Enterthe EXACT file name shown below (it's case-sensitive):

- Chooze "Continue” three times
- The imported quiz will be available from the GQuizzes area of the course

< Back | Finish | Cancel Help

If you are importing a full quiz then click Quiz, If you wish to import it into the question Library
then choose question Library.

Click ‘Save As’

Name the file and make sure you choose your location...I would suggest your desktop... The
Respondus Zipped file will save there for easy access...

Click Finish and then close...

Now you are ready to import the file into D2L.



ERRORS

Notice in the screen shot in the text
1. Select the file ta Import: Cancel document.... Number 4 does not have
Tupe of file:  [Plain Text | Help the period after the number 4. So it
File name:  [HN2130_CHPE_Pool bt Browse won’t show up in Respondus....
Image Folder |l::\L|sers\shannon.rowlands\Desktop Browse There iS no blank “ne between the
2. Choose where o add the new Questions: ending Of questions 4 and the
" Append the questions to the curent document. . . .
r I beginning of question 5. Respondus
Respondus x will not pick those questions up and
n — , will prompt you errors. So from here
Could not read question # 5 it was dropped from list.
l % Press OKto continue, Cancel to stop. open the text dOCUment, le the
3 U=
errors. And save... you can keep the
4. Pre
! ok | cancel document open in case you get more
re! F
2 [ Title Quastion Wording . errors.
1 | Why would an « Why would an organization want to implement a -
2 | Which éefines: Which defines statements of education, experienc After you fixed all the errors continue
3 | What are the @ What are the qualifications necessary for minimal . .
5 | Designated tarz Designated target groups protected by the federal on with processing the exam.
- press preview -
'j HM2130_CHPE_Pool - Motepad — O

File Edit Format View Help

. Why would an organization want to implement a well-developed applicant screening process?
to improve efficiency in applicant processing and cost/time savings

to ensure reliability and validity

to “screen in" applicants

to intensively assess applicants

an oW e

2. Which defines statements of education, experience, and personal attributes required to perform a job
satisfactorily that are used to screen applicants?

a. job postings

. job reguirements

. minimum qualifications

. qualifications

an o

What are the qualifications necessary for minimally acceptable job performance referred to as?
selection criteria

screening criteria

. selection qualifications

. screening qualifications

an ooow

4 What are screening procedures designed to do?
. reduce the number of job applicants

. organize job applications

. screen in applicants

select job applications

. Designated target groups protected by the federal government’s Employment Equity Act include all of the
ollowing EXCEPT

Aboriginal people

. visible minorities

. people with disabilities

. homosexuals

On oW oM oo

6. All of the following are commonly used screening methods EXCEPT
a.résumés.

b.testing.

c.application forms.

d.[reference checks.




Import the Zipped File into D2L
Go to your Course in D2L and click ‘Edit Course’
Click Import/Export/Copy Components

Select the ‘Import Components’ Option button

Import/Export/Copy Components

What would you like to do?

® Copy Components from another Org Unit
What is an Org Unit?

Course to Copy:
Search for offering

+ Include protected resources

View History

Copy Components from Parent Template
What is a Parent Template?

Export Components
Should | include course files?

Import Components

Click Start
Click Upload and find the file that Respondus has created on your desktop.
Make sure you select the zipped file.

Once the file is successfully uploaded it will become live and release unless you set the settings
of the exam to be inactive during the conversion process outlined above.



Retrieving quizzes from the Quizzes area Using Respondus

( Start N TN R Retrieval

Retrieval Retrieve Questions 7
. Use thiz option to retrieve questions from a Brightspace server and create a
Retrieve Questions Retrieve new Respondus file.
Questions

You can download your quizzes that are in your course and save them as a word document.
Any quiz online will come down but images may not.

You will be prompted user information as shown below:
Retrieve Questions Wizard K

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

Brightspace Server:

Settings:  |Server: d2.cna.nl.ca Edit Settings
Auth Type: REST
Port: 443
HTTPS: Yes

(User/Password will not be saved)

2. Press [Next] to connect to server

< Back Next = Cancel Help

If you are an instructor you should have D2L (PSS) in the list, you need to select that server in
order for your credentials to work.

If you do not show D2L (PSS) then you need to add this by clicking ‘Add new Server’ in the
dropdown menu.

Click ‘Yes’, check for Preconfigured server settings.

Click ‘Next” and enter the Name as D2L (PSS)

Click ‘Run Connection’ test. This may take a few minutes.
Click ‘Finish’

You should see the above information in the settings box.



Once your settings are set up, click ‘Next’.

This will take a few minutes to load because it is loading every course you have access to in D2L.
So be patient at this point.

Once all access is completed, you see the screen below:

Retrieve Questions Wizard % Choose the course that hosts
the quiz you wish to retrieve
1. Choase Course to Retrieve from in the first dropdown menu.
Y |
2. Retrieve Assessment Type Select the quiz you wish to
& Quiz | =l retrieve.
 Survey I LI
" Seff Assessment | |
" Question Library Section | -]

3. Enter a name for the new file Give it a name

4. Press [Mext] to retieve from server

< Back Next > Cancel | Hep | Click ‘Next’

Respondus will now show you a status screen that will tell you what questions were successfully
import from D2L to Respondus. If there were any errors, they will show on the screen similar
to the image below.

Retrieve Questions Wizard X

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

Respondus 4.0.7.03 February 7, 2018
Desire2leam IPR 1.1 October 2018

- Start Brightspace Retrieve —

* Retrieving assessment questions...

* Importing quiz...

* Opening new Respondus document ...
* Importing question(s)...

* Sawing new Respondus document ...
* 108 gquestionis) successfully imported.

— Completed successfully —

< Back I Finish I Cancel Help




Click ‘Finish’
Click ‘Preview & Publish’ tab
Click ‘Print Options’

Preview & Print Options il

PUinSh Select from the optiohs below, then either print the document or save it to a file for additional farmatting

' . sl vsing a word processor.
Preview

et 1. Select format:

Publish

' Exam Settings |
™ Exam with &nswer Key Seftings |
7 Angwer Kep only Settings |

2. Top of Page Contents [Headersz]

: - no headers -
Edit Headers |

Freview

Print Options

3. Randomize Questions ID-:. not Randomize LI

[~ Apply Bandom Sections from Settings
[T Randomize question order (including Fandom Sections if applicable]
[~ Randomize anzwer choices within each question

[~ Group questions by type [Multiple Choice, et )

4. Questions to be included: from I ta I [ leawe blank to include all |

Print Preview | Save to File | Send to Printer

Step 1: you can select the format of the file.

Click the settings of the format you selected and you can change the layout of how the exam
prints or saves to a file. You can change the formatting, which includes font, font size, blank
lines before and after...etc

Step 2: you can add a header to the exam

Step 3: you can randomize the questions

Step 4: you can choose to include only certain questions. For example questions 1 —25...

To view a preview of the file, and how it will look when it is printed, you can choose print
preview. You can print the file directly from Respondus by selecting the Send to Printer button.

The other option is save to a file.

When you click ‘Save to a File’ button, you need to name the file and select a location for the
file.

This will save the online quiz to a word document.



