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What is Respondus?

Respondus is software that enables you to import questions into clickUP without having to create each
guestion one at a time in clickUP which will save you time.

The University of Pretoria has acquired a campus wide licence for Respondus. You can install the software on your
computer and import the questions into clickUP yourself. The following steps can be taken to do so:

1. Download the Respondus software to your computer.

2. Prepare the questions in MS Word in the Respondus format. See document Standard Format for Importing
Questions in help site.

3. Use the Respondus software to publish the questions to clickUP.

Download the Respondus software to your computer
You will find the Respondus software link on the Staff Help site| Assessment tab

1. Login to clickUP with your UP personnel number and portal password
2. Click on the clickUP Help icon
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3. Click on the Staff Helpsite

University of Pretoria, Department for Education Innovation

Staff Helpsite

Student Helpsite

4. Click on Assessment tab

clickUP

Help

Search ...

Home | Content | Assessment | Grade Centre | Engagement | Administration | Training | Contact Us

Tests: Use MSWord &
Respondus

1. Follow the test workflow

2. Available question types

3. Create a pool

4. Add questions to the pool

5. Create a test

6. Random blocks vs question sets
7. Apply test settings

Manage your tests:

- Notifications in the Grade Centre
- Reset an attempt

- Regrade a question in a test

- Tagging questions for reuse

- Question finder

- Getting started with needs grading

Not available on Mag Computers

1. Getting started <=

2 Download and install Respondus 4
Campus

3. Get the install password here (UP
Staff Only - user portal username /
password)

4. Standard Format for Importing
Questions

5. Import Word document to
Respondus

6. Publish questions to pools in
clickUP

7. Create a test in clickUP (refer to the
previous block)

- Randomise options

Turnitin Assignments

Individual (Paper) Tii assignment

1. Create an undergraduate Tii
assignment

2. Create post-graduate Tii
assignment

3. Submit papers

4. Interpret similarity report

5. Create Tii Rubric for lecturers
6. Grade Tii assignments with
GradeMark

7. Important: bibliography and use
of quote mark information
Revision Tii assignment

1. Create undergraduate Tii
assignment

5. Click on Getting started link below Tests (Use MsWord & Respondus)

6. You will need to update the installation password annually.

Follow the steps described on the page to install the software to your computer.

Prepare the questions in MS Word

You have to prepare the document in a specific format for it to be imported into clickUP. Refer to the following
documents to help you with that (available on the clickUP help site under Assessment, search for Respondus):

e Standard formatting

e Example of a formatted MS Word file

e How do | create a proper formatted MS Word doc that will import into Respondus?
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Use the Respondus software to publish the questions to clickUP
There are a number of videos available which will guide you in using the Respondus software. When
you publish the questions to clickUP, ensure that the server settings look like this:

To automatically 521 the server information for yous institition:

1. Open your beowszer, go lo the Blackboard *Login” page whete pou lype in your name
% passwoad, copy the “Addreszs" of the page from the beowser to the box below, Cancel |

[1F yooa by wimr e & password eio & small giey popup wandow, leave the box blank.)

Delat
{ittpe e hickuip up ac. zawebapps loging _!I
2 |n pour bioweser go lo & counrse pou have instecior nghts bo, then copy the Addiess nto

the box below

]Hm:fﬂcﬁm.m.m zalveebapps/poitalframeset 2p

2 Press Extiact Server name, &g bboad] univ.edu” Course D, &g *_2_ 141"

Extract »> I |cickup up.ac 22 I

Login type Login page Instilution code
[15P1 w| [Mwebappsslogininew_loc=%2Fwebapps |0

ServerPort [B0  SecueServer? I ‘Yes, HTTPS:// ahwaps
LoginPet [0 IFHTTPS used onl for login, othewise sat to 0
LDAP & Kedbetas loging may need to manuale set Tvpe=FL-1, Login pot= 443

The information below must be entered manusly
Descrphion lnaw chekUUP ‘Wersion l'u"i:r'.u:!n Twly j
(Uest o chsplay o the saiver salacton kit, 8.0, "My BD sever') -

User name |ul2345678 Password

[ Remember my Lser Mame and Passwond [save lhem ”
IF this i o e, i thit bod Username: U-I-EDU!'T‘IU“"I!JEI’DFI

your personnelcard

Password: UP Portal password

Please contact your Instructional Designer if you need assistance.

Contact details available on clickUP Help|Staff Helpsite | Contact us
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