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What is Respondus? 

Respondus is software that enables you to import questions into clickUP without having to create each 
question 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 

 

4. Click on Assessment tab  

 

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):  

• Standard formatting  
• Example of a formatted MS Word file  
• How do I 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:  

  
Please contact your Instructional Designer if you need assistance.  

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