Respondus: Batch Upload Questions to Blackboard
Ultra
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. Respondus

1. Open Respondus.
2. Prepare afile that match Respondus supported file type and format. Please click the Question Mark

icon > Appendix > Standard Format for Importing Questions. (This guide will be using .docx)
0 Respon Untitled

File Edit View Help
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B2 Respondus Help - Blackboard
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Contents ndex Search Appendix - Standard Format for Importing 1 D (o)
® (21 Respondus
@ (3 Start Menu
@ (21 Edt Menu Standard Format for Importing Questions
@ [ Settings Menu Respondus will import multiple choice, true-false, essay, fillin the blank,
@ (21 Preview + Pubish matching, and multiple answer questions
® @ Retrieval and Reports.
# (1 Other Tooks and Features The plain text, rich-text, or MS Word file must be organized in a “Standard
# L Dsclamer of Warranty Format” before it can be imported into Respondus. The Standard Format for
@ ) Copyright, Ownership, and Use of Software questions has required elements and optional elements, each of which is
el described below.
an
Impos Importing Questions - General Requirements
18] Importing HTML with Questions
(%] Importing Tab/Comma Delimited Fies (CSV) Required Elements
Each question regardless of the question type, must begin with a question
number. followed by either a period “" or a parenthesis *)" and a space before
the question wording
The question wording must follow the question number. (Note: at least one
space or tab should be between the question number and the question
wording )
Example: v

3. Within Respondus > Select Start tab > Select Open or Create from the left menu > Current Personality:
Blackboard > Choose Import Questions.

File Edt View Help

8% )
Introduction Open or Create @

I Open or Create II
[ current persanaity:  Biackboara -]
&=
Open a Respondus fle

Create
Create a new Respondus file

4T3 Test Bank Network

Locate 3 publisher test bank and select questions for an exam

s Wi
1’} Create an exam by copying items from other Respondus Files
(b mport Questions

Import questions from a text file

,’ Archive Wizard
Create a Respondus archive file 5o that questions, media, and
equations are stored as a single, compressed file

4. Select which type of file you are going to import > Then click Browse to select the file.

Import Questions

1. Select the file to Import:

[rvpe of file:  Microsoft Word 2007 DOCX) -
File name: I- click browse to choose - I Browse I
Image Folder I Bree

5. Under Choose where to add the new Questions > Select Create a new document > Provide a
document name > Click Preview button to check any possible issues.

2. Choose where to add the new Questions:
() Append the guestions to the current document.

I © Create a new document, named: TestingQuestions I

Typeoffileto create  Q@Exam O Survey

() Use "stem" plus question number to create title, e.g.
“ch01-" stem becomes "ch01-001", “ch01-002", ...

6. If nowarnings / errors > Select Finish button.
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4. Press the Finish button to complete the process.

Preview results

&  Title Question Wording

1 | SimpleMCQ The colour of a ‘stop’ light is:

2 | MCwith gene How many days in a week?

3 | MCanswer wi How many days in a week?

4 | Picture How many components in the following picture? &

No warnings. a

7. Return to Respondus > Select Preview + Publish tab > Select Publish from the left menu > Choose
Publish Wizard.

R Respondus - TestingQuestions

File Edit View Help

B v | o
Start Edit Settings Preview + Publish Retrieval + Reports Blackboard
Preview Publish to Blackboard @
Publish |
Print Options ®=m  Use this option to publish the currently open document to a Blackboard server.
You can send the document as either a questions pool or as a complete exam
or survey.

8. Under Type of Publish > Save Pool to local file for manual uploading > then select Next.

Publish Wizard X

1. Type of Publish - Local File, Single Course, or Batch Publishing
(O Publish to single course
(O Batch Publish to multiple courses

l © Save pool to local file for manual uploading I

9. Select Save As to choose a location on your computer.

Publi 73

rd

Note: Settings and Random Blocks cannot be applied when publishing to a local file.
1. Choose a location and name for the pool file

I Save As . l-uessSavel’a-

10. Under Choose Whether to Include Points > Choose Pool - no points > Click Finish.
2. Choose whether to include the point values assigned to each question

Pool - no points *

(O Test with points **

* Pool zip should be imported with Pool Manager.
** Test 2ip should be imported with Test Manager, not Pool Manager.

Back Finish Cancel Help

Il. Blackboard Ultra
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1. Access your Blackboard Ultra course > Details & Actions > Manage banks.

Content Calendar  Announcements ~Discussions  Gradebook (1)  Messages Analytics Groups Achievements G >

et “ o
Course Faculty

P INSTRUCTOR

¥

it 4E] New Al Conversation 9/19/25
® Visible to students =

No due date - =
Details & Actions
® A Roster
View everyone in your course
& assignment no post - Course Image
@ Visible to students ~ Edit display settings

Due date: 7/30/25, 11:59 PM (UTC+8)
[ Attendance
+ Mark attendance
22 Books & Tools

# E Course Outline View course & institution tools

© Visible to students v &8 Question Banks
Manage banks

2. Click the plus icon > Import from file > Select the zip file you have just saved.

CU-2024 Blackboard Sandbox Course (ITSC-ULTRA-5C0037)

Question Banks

Use this space to build and manage your question banks.
Use question banks to share questions between multiple assessments.

You can import question banks from other courses and resources.
Select the button below to begin.

®

® New

[¥ Import from file

[¥} Import from QT 2.1 package

+ Auto-generate

3. Wait for Blackboard to process your import.

CU-2024 Blackboard Sandbox Course (ITSC-ULTRA-5C0037)

Question Banks
@ TestingQuestions.zip: Question bank imported successfully

4. Return to Content page > Edit existing / Create a new Test.

Course Content o
Course Faculty
L B e
I?-D Create ]

Auto-Generate Modules

+'

Q

Copy Content

2

Upload

Cloud Storage

H ®

Content Market

Content Collection

&

Learning Object Repository
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5. Click the plus icon > Select Reuse questions.

CU-2024 Blackboard Sandbox Course (ITSC-ULTRA-SC0037)

Test - Question Pool

Content and Settings  Submissions (0) ~ Student Activity  Question A

r

9
C »
Ll
Create your assessment

Select the plus icon to get started

I ® I

v Allow students to add content at end of assessment

Calculated Numeric question 7~
Add Essay question
Add Fill in the Blank question
Add Hotspot question
Add Matching question
Add Multiple Choice question

Add True/False question

® ® ® ® ® ® ®

Add Jumbled Sentence question

@]

Reuse questions I

2

Upload questions from file

Add text

|

Add local file

®

Add file from Cloud Storage

[3] Add Page Break

v

6. Filter your sources from the left menu by checking the name > Select the questions you wanted to use >
Click Copy Questions.
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X Test - Question Pool

Reuse Questions

10 Results

~ a ]
Assessments lectall] Clear all
[ Test-mC
[ Test-mC Test - MC
O ;lﬁu;";\;onversmion [ TextItem v
Question Banks =
[ TestingQuestions. [ Multiple Choice 10points s
o]}
Question Types v [J Multiple Choice Tpoint  f7)

v

0 questions will be copied Cancel

For more information: Manual import of Respondus files into Blackboard Ultra - Respondus Support
(https://support.respondus.com/hc/en-us/articles/4409595693979-Manual-import-of-Respondus-files-into-Blackboard-Ultra)

Contact us: ITSC Service Desk (https://servicedesk.itsc.cuhk.edu.hk (https://servicedesk.itsc.cuhk.edu.hk)) / elearning@cuhk.edu.hk
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