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Upload questions into Respondus using  
Save as Pool option in Respondus 

 
1.  Importing your questions 
 
From the Start tab in Respondus 

1. Click on the Import Questions button. 
2. Select the type of file you are uploading by clicking on the down arrow.   
3. Select the radio button which says Create a new document, named: and type in the name you 

want for the test.  
4. Select Use stem plus question number to create title and type in an appropriate stem, e.g. 

ch01.   The purpose of this is to number your questions.  It is optional though.  
5. Click on the Preview button to check for problems. 
6. If no problems appears in the Preview results table, click on Finish. 
7. If there were problems, you need to go and edit the original text file or Word file. 

 
Note: If you save your file as a Word file, the text formatting will be pulled through to Respondus and in 
turn to clickUP. If you save your file as a plain text file, you will lose formatting you have done on the 
document and you will have to this when you preview your questions in Respondus or from Pools within 
clickUP, once imported. 
 
2. Save pool to local file for manual uploading 
 
From the Preview and Publish tab in Respondus: 
 

1. Click on Preview the File to check that all your questions are correct.   
It is easier to correct your questions in this view then in clickUP from Pools.   
Click on the Modify Item button if you want to make any changes to the question.   
You may want to randomize the options for each question.   
Click on Randomize options to do this for each question.    
Click on the Save Changes button at the bottom of the page to save the changes you made.    
Click on the Close button to close the Preview.  

2. When you are ready to publish your questions, click on Preview + Publish tab and click on Publish. 
3. Click on Publish Wizard. 
4. From 1. Type of Publish select the third option: Save pool to local file for manual uploading.    
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5. Click on the Next button  
6. Click on the button that says Save as … 
7. Specify the location for where you want the pool to be saved.  The pool of questions will be saved as 

a ZIP file.   
a. The file name should be the same as what you named the test when you imported the 

questions.  Click on the Save button.  
b. You may receive a warning message that pops up.  Click on the OK button.  

8. Select the option Pool – no points.  This is because we want the questions to be uploaded to a 
pool, so that you can re-use the questions and only have one place where the questions are edited, 
that is, the pool and not in a Test.  If you select Test with points, and you edit the questions in the 
test, the edited questions will reside in the test and not the pool.     

  The no points does not matter, as you can easily set the point allocation within the pool or test,  
 once your questions are imported. 

9. Click on the Finish button.   
10. You should view a feedback message that says Pool file successfully created.   
11. Click on the OK button.  

 
You will follow steps 1 and 2 for every group of questions you would like to upload into clickUP. 
  
3. Upload ZIP file to clickUP  

1. Go to the clickUP module where you would like to upload your questions to.   
2. From the Control Panel, click on Course Tools, and select Tests, Surveys, and Pools. 
3. Click on Pools. 
4. Click on Import Pool. 
5. Click on Browse My Computer.  Access the zip file from where you saved it and select the zip file.  

It should contact the name of your Test and have the extension .zip at the end. 
Click on the Open button. 



University of Pretoria, Department for Education Innovation  
2020  

 

 
 

 Page 3  
  

6. Click on the Submit button.  You should receive a message a feedback message that the package 
has been processed.   
Click on OK button.  

7. You should see the name of your pool displayed with the number of questions.   
Check that the number of questions is correct.   

4.  Create Test in clickUP 

• You are now ready to create the Test on a Content Area within your clickUP module.     
• View the document called Creating Tests in clickUP.  

 
 

https://help.blackboard.com/Learn/Instructor/Tests_Pools_Surveys/Create_Tests_and_Surveys

