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Importing an Assessment that Contains Images 

As a best practice, it is recommended that you import tests & quizzes (and other course content) using 
Site Info > Import from Site (see handout Importing Course Content [PDF] for details). This process 
imports ALL tests & quizzes and handles those that contain images well. However, this process does not 
allow you to select particular assessments to import; it imports all of them.  

If you have a need to import only selected assessments, you can use the method detailed below to 
export an individual assessment that contains images and import it into another site. 

IMPORTANT NOTES (READ BEFORE STARTING!) 

1. Before exporting the test, it’s important to make sure that each image appearing in the test is 
linked from a public folder in the “Home” Resources area of Sakai. Before starting the 
export/import process, take a moment to review each image in your assessment to ensure it is 
linked from your public folder. [If you need to create a public folder, here’s a handout on How to 
Add Images to Test Questions (PDF)] 

2. This method of exporting and importing assessments is limited to the following question types: 
• Multiple Choice (single correct) 
• Multiple Choice (multiple correct) 
• Fill in the Blank 
• Short Essay 
• True/False 
• Numeric Response 

(If you use any other question types, you will need to recreate them in the new test.) 

Exporting and Importing the Assessment 

1. On the Export Assessment page, select Markup text and click Export.

 

http://wiki.durhamtech.edu/wiki/images/4/4e/ImportContent.pdf
http://wiki.durhamtech.edu/wiki/images/9/94/HowtoAddImagestoyourTests.pdf
http://wiki.durhamtech.edu/wiki/images/9/94/HowtoAddImagestoyourTests.pdf
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2. A text file downloads to your computer. (It is recommended that you move the file from your 
computer’s Downloads folder to your course’s folder.) Open the text file; in a later step, you will 
copy the contents of the file into Sakai.  

3. In the course site that you want to add the test, give the assessment a title and select Create 
using markup text. Then click Create. 

 

4. On the next screen, copy and paste the content from the downloaded text file and paste it into 
the Questions box. Scroll down and click Next. 
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5. A preview of the questions appears. Scroll down and click Create Assessment. 

 

6. The assessment appears in the course site’s Assessments List. Each question will now need to be 
edited. Click the assessment’s Actions button and select Edit.  

 

7. The assessment’s questions appear. Click a question’s Edit option. 
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8. On the next screen, click Show Rich-Text Editor. 

 

9. Highlight and CUT all of the question text that appears in the text editor. 

 

10. Click the Source button. 
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11. Paste the text you cut earlier. 

 

12. Click the Source button, once again. The content appearing in the text editor should be correctly 
formatted and the image should appear. 

 

13. When you’re done editing the question, click Save. 

 

14. Repeat steps 7 through 13 for each question in the assessment. 

 


	Importing an Assessment that Contains Images
	IMPORTANT NOTES (READ BEFORE STARTING!)
	Exporting and Importing the Assessment


