Canvas: How to Export Quizzes to MS Word

Quizzes in Canvas are difficult to print and cannot be downloaded directly to a MS Word format. Quizzes
can be exported from Canvas in the QTl format and then imported into Respondus. From Respondus the
quiz can be printed. This Guide provides step-by-step instructions for the entire process.

This feature only works with quizzes - not question banks. To download an entire question bank, first

create a quiz with all the questions from the question bank in it.

Exporting a Quiz from Canvas

1. Click Settings
2. On the Course Details page, click Export Course Content
3. Set Export Type = Quiz
4. Uncheck the “All quizzes” box
5. Select a single quiz. (You must repeat this process for each quiz you need.)
6. Click the red Create Export button.
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An export file link will be created: it may be
necessary to refresh the screen to see it. An email
with the link will also be sent to you.
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7. Click the QTI link and save the file where you will be able to find it again.

TIP: Rename the file with the actual quiz name!

Importing a zipped QT file into Respondus

1. Open Respondus. (How to download Respondus using ISU license)

2. Make sure you are on the Start tab with Open and Create highlighted in the left column.

3. Set Current Personality = IMS QT
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4. Click Import Questions

5. Find the downloaded file by clicking Browse
> change the file type to display to “Zipped IMS QTI package (.zip)”
> selecting the quiz file exported from Canvas
> click Open
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6. Enter a name for the new Respondus file
you are creating — include the course
and quiz name.

7. Click Preview and review any warning
messages listed on bottom of screen.

a. Make a note of these. You
cannot edit the zip file so any
edits will need to be made after
the Respondus file is created.

8. Click Finish to create the new Respondus
file.

Import Questions

1. Select the file to Import: Cancel
Type of file: arl v Help
File name: |ar'r1d165-syllabusquiz-acport.zip Browse
Image Folder |C:\Users\emb|eton\AppData\Local\TemF Browse

2. Choose where to add the new Questicns:
(O Append the questions to the current document.
| AMD Syllabus Quiz |

(®) Create a new document, named:
(®) Exam

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

Type of file to create: Survey

7]

3. Use the Preview button to check for problems:

4. Press the Finish button to complete the process. Finish
Preview results

# | Title Question Waording ~
1 | Question ‘Which do you prefer aver the others?
2 |Question2  Getting splashed by mud is an example of dress.
3 |Question3  The braces worn to adjustthe alignment of teeth are an example
4 |Question4  Dress is a sign or symbol that stands for meanings not inherent
5 |Question5 Image consultants are an example of a socialization agent.
6 |CQuestion& Media does nothave an influence on howindividuals dress orag v

Imported successfully.
Any errors found after clicking 'Preview'
are listed here.
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Exporting a Respondus question bank file to Word

Now that you have created a Respondus file you can preview it, edit it, and export it in various formats.
1. Click the Preview + Publish tab on the top menu.

2. Click Preview the File and examine each question, noting where edits need to be made. You will
need to click the Close button to leave this view.
e Some edits can be done in Respondus — such as correcting typos or changing answers.
e Other edits, such as adding images back into questions, may be easier in the final Word file.
e New questions can also be added to complete the file. The Canvas export only handles

multiple choice questions. Matching and open ended questions could be added back in at
this stage.

3. Click Print Options

Start Edit Settings Preview + Publish

Preview Print Options @

Save QTI XML File Select from the options below, then either print the document or save it to a file for additional formatting using a
I word processor.

Print Options
1. Select format:

Exam Settings i i
/'O Specify what to print

Select type of “selpp® Exarm with Answer Key Settings il and appearance
file to create \OAHSW ey only Seitng details

2. Top of Page Contents (Headers)
Can add header (p,_?;-1 H.E:.d:]” ~
. . it Headers -justifie
W'“:' text in left AMD Syllabus Quiz
and right columns Preview | (Right-justifiec) v

Can create multiple variations
3. Randemize Questions Do not Randomize ~ of question order. For each
variation, save both a
question-only and a key file.

Apply Random Blocks from Settings
Randomize question order
Randomize answer choices within each question

] Group questions by type (Multiple Choice, etc.)

4. Questions to be included: from I:I to I:I ( leave blank to include all }

Save as Word file and
continue to tweak/edit. Print Preview Save to File Send to Printer

Overview:

On the Print Options page specify the exam format you want, adjust its print and appearance settings,
and header information for your file, indicate if questions should be randomized or only a subset should
be used. Preview your file and then make any tweaks necessary before saving and printing.
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Suggestions:

1. Planto save your quiz as a file (doc, rtf, pr txt) — there will likely be additional editing necessary
before it can printed and this gives you a stored copy to refer back to.

2. Pick what you want to save.

e You will want to save an Exam with Answer Key = instructor version

e You may also wish to save an Exam (without answer key) = Student version

e If there are a lot of edits to make, it easier to save and edit the version with the key, edit it
in Word and then make a copy for the student with the answers stripped out.

3. Click the Settings button and adjust the question content and the text appearance before saving the
file. This can save you a lot of editing time later.

Printing Options

What to
include

Check each item that you want to include in the printowut.

Question Conterits || Formatting

] Question Title
Paint Value
Question Wording

[] Suppress repeated images

Pnswer Choices

Matching, randomize choices

[ Feedback

[ List answers at end of exam {instead of an asterisk mark)
Comect Answer

Restore Defaults (Question Contents and Formatting)

Cancel Apply

Help

Printing Options bt
Appearance

Question Contents | Formatting

Pwl| Size |10~

Page Mumbering

MNone ~

Add blark lines between questions
Add blark line between guestion wording and first answer

[[] Add blank line between each answer choice

Indent answer choices
Include answer blank
Multiple Choice Answer Shles: ®a. b. c.
Da) b) )
A B C
A B Q)

[]Den't allow answer choice block to appear on a
separate page than the question wording.

Cancel Apply Help

4. Add header information to the file you are creating

e Header info appears in a two column table at th.e top of the word file.
e This information can be edited later in the saved file.
e Things to include: course name, quiz name, semester, year, and note if it's the KEY.

REMINDER:

If you use Respondus to upload tests to Canvas remember to switch the personality back to Canvas, see

first step of Importing a Quiz in Repondus
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