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1 Introduction 

This document will explain to you how to upload question in the question pool with External ID and Data 

Source 
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2 Creating the Question Pool 

Hover over the "Tests" tab in the main menu and then select the "Question pools" option 

 

1. Click the "New" button 

2. Enter the question pool name 

3. Enter the question pool description 

4. Click the "Save" button 
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3 Uploading Questions 

1. Click on the "Questions" tab 

2. Click on the "Load questions" button and select "Without images (.xlsx format) 

 
Click the "Excel template" link to download an Excel file you should fill 
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Excel template consists of three sheets:  

Sheet 1: Questions 

Note: Hotspot, Matrix, and Branching questions are not supported 

Sheet 2: Answers 

Sheet 3: A legend with predetermined codes explained 

3.1 Sheet 1 – Questions 

Enter all data for the questions being imported into the selected pool, fill the External ID and Data Source 

columns

 
 

3.2 Sheet 2 – Answers 

Enter all possible answers offered for the questions in sheet 1 
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1. Add an Excel file with questions data by clicking the "Select File" button 

2. Click the "Upload" button to load questions into the system 

 

4 External ID and Data Source Preview 

Once the questions are uploaded to the system, you can see the questions' External ID in the question list. 

You can click on the preview (an eye icon) to see the External ID and Data Source 
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