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Overview

This guide will show you how to create and publish a quiz using Respondus to your Canvas course.
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Formatting Quiz Questions

Your quiz questions need to be properly formatted before they can be imported to Respondus. CETL has created two
sample files to assist in this process. Please review the files below to decide how you would like to format your
document. Sample files can be located online at http://www.calstatela.edu/cetl/edtech/respondus.

° Correct answer identified by asterisk
° Answer key listed at the end of the document

Once you have formatted your document correctly, begin the process of requesting and installing Respondus Quiz
Builder on your computer to publish your quiz to Canvas.

Requesting Respondus software

You will need to request Respondus Quiz builder to be installed on your campus computer. You will need assistance
from your college ITC to complete the installation. An additional copy of Respondus Quiz Builder can be installed on
your personal computer for home use. Additional information on Respondus use at Cal State L.A. can be found
online.

Update Respondus

Make sure that your current version of Respondus has been updated. Follow the steps below after you have launched
the software. This will need to be done prior to beginning the quiz Publish to Canvas process. Installing updates will
require College ITC assistance. The Windows 10 update needs to be installed for the Canvas personality to be
available.

1. Click on the Help menu
2. Select the Check For Update option
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Archive Wizard
Create a Respondus archive file so that questians, media, and
equations are stored as a single, compressed file
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Update Respondus Projects folder
You may need to update the Projects folder to be able to save Respondus quiz files to your computer.

Click on the File menu and select Preferences.
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Respondus quiz imported to Canvas

Before beginning the quiz creation process, please select Canvas as the Current Personality. Select the Import
Questions from a text file option to begin the Publish quiz to Canvas process.
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Importing Questions

Follow the steps on the Import Questions dialog window to import quiz questions to Respondus.

Import Questions

X

1. Select the file to Import:
Typeof file  Microsoft Word 2007 (DOCX) v]

File name: IRspondmZCamaﬂQuiz.duui Ere

Image Folder |C:\Us=.s\fargu=|\uuwn|uads E

2. Choose where to add the new Questions:

(O Append the questions to the current decument.

@ Create a new document, named: Respendus2CanvasQuiz

Type of file to create: (@) Exam Survey

Use "stem” plus question number to create title, e.g.
plus g 9
"ch01-" stem becomes "ch01-001", "ch01-002", ...

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

4. Pressthe Finish button to complete the process.

Preview results

Title Question Wording ~

- press preview -




Quiz settings
Randomly select questions for a quiz

Follow these steps to have quiz questions randomly selected and included in the quiz.

Select the Settings tab

Click on the Question Groups button

Click on the Question Groups button on the main screen

Click on the Add New Set button when settings have been entered.
Click on the OK button to complete
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General quiz settings

Quiz options should be updated by clicking on the Settings button, and reviewing highlighted areas.
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Publish to Canvas
You will need to first establish a server connection to the Cal State L.A. Canvas system before publishing the quiz to
Canvas.

Add New Server

1. Select the Preview & Publish tab
2. Click on the Publish to Canvas button
3. Click on the Publish Wizard button
4. Select the Add New Server option from the Publish Wizard window
[~}
Bl = =5 o [owa] D
Preview Publish to Canvas @ e

Publish Wizard X

1. Type of Publish

3. Press [Next]to connect to server

Select the Yes, check for preconfigured server settings option and click the Next button

Add New Server Settings *

s

Preconfigured server settings may be available for:
Califomia State University Consortium

I (®) Yes, check for precorfigured server settings I

(C) Mo, | wart to enter the server settings manually

Back Cancel Help




Choose the preconfigure server Canvas — CSU Los Angeles settings highlighted below

Choose Server hod

Mare than one learning systemn is used at your institution, Please select the
appropriate system from the list below

Canvas - C5U Los Angeles

Canvas at 5ac State

On the following Preconfigured Server Settings Wizard window:

1. Enter a desired name to describe the Canvas server
2. Include your Cal State L.A. username and password
3. Click on the Save my User Name and Password on this computer checkbox

Click the Next button to continue

Preconfigured Server Settings Wizard

Success! The server settings have been downloaded for:
Calfomia State University Consortium

1. Enter a name to describe this Canvas server (2.g. "My Canvas Courses”)

I CSULA Canvas I

2. Erter vour login information for this Canvas server

|ser name |:u:mn | Passwaord |""-uu

Save my User Mame and Password on this computer.
i{If this is a shared computer, dont select this bou!)

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

(®) Run connection test
() Skip connection test

Back Cancel Help




A browser login window will appear. Enter your AD network credentials. This window will disappear after your login
credentials have been authenticated.

Server: CSULA Canvas Cloze
~

My CAL STATE LA

TETET 20 AW

[Kelell}
ore

uuuuuu rd | Change Password | First Time Users

Cal State
ANGEL
—_—_

A Canvas Authorize window will display on initial setup.

B Canvas Authorization o Pad

Server CSULA Canvas Close:

canvas

Respondus

Respondus is requesting access to your account.

You are authorizing this app as Flavio Argueta.
Your email address is farguet@exchange.calstatela.edu.

Cancel




Click the Next button to continue

Preconfigured Server Settings Wizard

The status window below will update after each step of the connection process:

|- Server Connection Test —
Calfomia State University Consortium
Server: calstatela instructure.com
User: farguet

Secure Server: Yes, Hitps always

Login... completed
Retrieve Course List... completed

Connection Test: Completed Successfully. I

Back Cancel Help

Click on the Finish button to complete testing the connection

Preconfigured Server Settings Wizard

The new server settings have been added or updated.
Click: [Finish] to exit the Wizard and continue with the original task.

Back Cancel Help




Publish your quiz to Canvas

The server you added will now be selected on the Publish Wizard window.

Select the Canvas Server connection you created, click on the Next button to continue to the next window

Publish Wizard X

1. Type of Publish
(®) Publish to single course
(7) Batch Publish to multiple courses

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

Canvas Server:  [[CSULA Canvas PS5] i |
Settings: Server: calstatela instructurs .com Edit Settings
Type: 550

Secure Server: Yes, Hitps always

3. Press [Next] to connect to server

< Back Next > Cancel Help

Follow the instructions on the Publish Wizard window. It is important that you select how the questions will be
added to the course; as a Graded Quiz or Question Bank.

Click on the Next button

Publish Wizard x

1. Select assessment type
(®) Graded Quiz
Practice Quiz
() Question Bank

Survey

2. Specify server action and item name

(®) Create |Canvas Quioz |

(C)Replace  the name of the existing server item does not change)

3. Cther options

[ Apply Guestion Groups {not supported for surveys & question banks)
Apply Settings (not supported for question banks)

4. Press [Next] to choose a location on the server

< Back Next > Cancel Help




Select the course folder to publish the quiz/question bank, then click on the Next button.

Publish Wizard X

1. Click on the area orfolder to publish to, then press [MNext]

@ Server ftem &

[Z3 Area or Folder - |

: "Flavio Argueta Sandbox"
Orlly existing graded quiz {{1] course: "Moodle Migration”
items will be displayed. {23 course: "UDOIT Documentation”
For this server, graded
quiz items can only be
published to course
areas.
<Back ||[ MNext> Cancl Help

Click on the Finish button once the quiz has been successfully Publish to the course. Log in to Canvas and access
your course to review the published quiz. By default the quiz is unpublish.

Publish Wizard X

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

|- Start Canvas Publish —
Respondus 4.0.8.01 August 28, 2018

" Export option discovery in progress...

“ Validating discovery options and setting export parameters...
* Export option discovery succeeded

" Export in progress...

° Initializing and checking options..

" Creating export folder.

" Writing QT files and resources

“ Writing settings file...

“ Creating zip package...

" Finalizing...

" Export succeeded.

" Publishing assessment to server.. done

— Publish Completed Successfully —

<Back Cancel Help
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