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Introduction 
 
This document outlines the stages involved in publishing assessments produced by 
COLEG as part of the COLA project to WebCT using Respondus software. 
 
 

Preparatory Operations 
 
1. A copy of Respondus is required.  This can be obtained for a modest charge from 

www.respondus.com (a 30 day free trial is also available). 
2. The COLA assessment files should be unzipped and placed in an appropriate 

folder on a local disk or server. 
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Stage 1 – Prepare Assessment for Publishing 
 

Step 1 
 
Open Respondus and select the appropriate personality for your VLE. 
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Step 2 
 
Select “Open a Respondus file”. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Step 3 
 
Select “Browse”. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
© COLEG 4 May 04 



Publishing COLA Assessments to WebCT COLEG 
 
 

Step 4 
 
Open the assessment file.  To do this you must carry out the following steps in 
sequence: 
 

1. Set “Look in:” to the Folder containing the assessment file 
2. Set “Files of type” to “IMS QTI questions (xml, qti) 
3. Select the assessment file 
4. Select “Open” 
 

 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 

Step 5 
 
Enter a name for the Respondus file which will be created for the assessment. 
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Step 6 
 
Select the folder containing the images for the assessment – this is the folder, which 
contained the assessment file.  Then click on “OK” 
NOTE: you will only receive this prompt if the assessment uses images, if no images 
are used in the assessment this prompt will not appear. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Step 7 
 
Confirmation Message – a confirmation alert box will appear once the Respondus file 
for the assessment has been created.  This will confirm that the assessment has been 
imported successfully.  If the assessment contains any question types which are not 
supported by the target VLE then an additional message will appear giving the number 
of unsupported items and their question numbers.  Click on “OK”. 
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Step 8 
 
Open the Respondus file created for the assessment. 

 
A – Select “Open a Respondus file”. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

B 
 
 
B – Select Respondus file created at step 5 and click “Open”. 
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Step 9 
 
Prepare Respondus file for publishing – any unsupported question types must be 
removed, this is very important as Respondus will not transfer these questions to the 
VLE, however it will transfer the scoring data etc and this knocks the scoring data etc 
out of synch for all the subsequent questions.  It is also possible at this stage to edit the 
question stem, responses, feedback and scores. 
 

A – Select unsupported questions by clicking on the “Question Title”, this will 
cause a “Properties” dialogue box to appear for the questions. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

B
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B – Remove unsupported questions by clicking on “Delete” in the “Properties” 
dialogue box. 
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Step 10 
 
Supported questions can be modified by clicking on “Modify” in the “Properties” 
dialogue box after clicking on the question title (see previous step). 
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The question can then be edited and the changes saved to the Respondus file. 
 

 
You are now ready to publish the assessment to the VLE. 
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Stage 2 – Publishing The Assessment To WebCT 
 
Step 1 
 
Ensure the Respondus assessment file created in Stage 1 is open in Respondus, then 
click on the “Preview & Publish” tab. 
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Step 2 
 
Select the “publish to WebCT” button. 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
Step 3 
 
If this is the first time you have used Respondus you must set the WebCT Server 
settings. 
 

A – Select “add new server” 
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B  – Insert server address/name and your WebCT Designer user 
name/password.   
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
You can also specify whether you want your password to be remembered, if you want 
existing WebCT course lists to be retrieved automatically, the server port (usually 80) 
and if you use https (check with your WebCT administrator if you are unsure about the 
port or https) 
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Step 4 
 
NOTE: This step requires a live Internet connection. 
On the Publish to WebCT page (see previous section), select the “WebCT Server” 
connection created in step 3, this will cause the “WebCT Server Information” dialogue 
box to appear, click on “OK”, Respondus will now establish a connection with your 
WebCT server.  If the connection is successful you will be returned to the “Publish to 
WebCT” page, where you will now be able to select WebCT courses using a drop down 
list.  If the connection is unsuccessful an alert box will appear with details of the 
problem. 
 
Now follow these steps in sequence: 

1. Select an appropriate WebCT course to publish the assessment to 
2. Enter a name for a new question category or select an existing question 

category from the drop down list 
3. Ensure “Add questions to the questions database is checked” 
4. Check “Create or update exam” 
5. Enter a name for a new exam or select an existing exam from the drop down 

list. 
6. Check “Apply Question Sets to exam” 
7. Check “Add point values to exam” 
8. Check “Apply Settings to exam” 
9. Click on Publish  
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Step 5 
 
During the publishing process the progress will be indicated as a series of steps in the 
“Status” text box.  On successful completion of the publishing process the message will 
read “Completed Successfully”.  If the process fails, an appropriate error message will 
be displayed. 
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Step 6 
 
The assessment is now in the designated WebCT course, however by default it is set 
as unavailable.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
This and other WebCT assessment options may need to be changed - for example 
how the questions are displayed, which score is used, when scores are released etc..  
Some of these options could have been set in Respondus using the “Settings” tab, 
however it is best to use WebCT’s “Assessment Settings” function as this provides 
more functionality including the ability to configure “Selective Release” criteria. 
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