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How do I create a proper formatted 
MS Word doc that will import into 

Respondus? 
1. Ensure that the tool is switched on to display paragraph marks and other hidden formatting.  If the 

background colour of the icon is orange, it is selected. 
2. Ensure that there is NO formatting in the document, i.e. NO Heading1, heading2, etc. NO tabs.  Remove all 

formatting by selecting all text (Ctrl-A) and click on the clear formatting icon. 
3. Ensure that each question has a correct answer otherwise Respondus will select option A as the correct 

response. 
4. DO NOT add question types which are not supported by Respondus - it will simply not import. 
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Example: 

Incorrectly 
formatted 
document 

Tabs 

No indication 
of which 
answer option 
is the correct 
answer (e.g. 
*b. The ….) 


