ﬁ] . King Abdulaziz University
E ' ip of e-Learning & Distanc i

” Questionmark

Guide to upload Questions
from Excel file to

Questionmark

1448AH - 2026



ﬁ . King Abdulaziz University

ﬁ . Deanship of e-Learning & Distance Education

This guide explains how to prepare a question file using Excel, save it as
a CSV file, and upload it to Questionmark to support the creation of electronic
exams and organize questions efficiently and easily.

First: Preparing the Questions file in CSV Format:
o« Download and Open the Template file

1- Click to download the file: questionmark-csv-importer.xls
2- Open the file using Microsoft Excel.

o Understanding the Worksheets
The file contains three worksheets:

» Instructions: explain the basic steps for creating the question file.

« Template Examples: Contains ready-made examples for each
guestion type and serves as the main reference.

« Questions: The worksheet where you enter all the questions you
want to import. This is the worksheet that will actually be
uploaded to Questionmark.

Instructions Template examples Questions )

. Using the Template Examples Worksheet

1- Go to the Template Examples worksheet. This worksheet helps
define the question format and type, so it should be used as the
standard template when entering questions in the Questions
worksheet.

2- At the top of the worksheet, you will find examples showing how to
enter different types of questions.

A [} 4 D E F G H | J K L M N2
1 [Question bxamples - Below are examples of each question type supparted for importing via Questionmark Live CSV.

mMC “where in Canada is the Questionmark office? " Edmenton I That is correct. " Calgary 0 That s incorrect. " Torento 0 That is incorrect. Vancouver @ That is incol
“Edmontan 1 That is correct. " Alberta | I Thatis correct. " Calgary | 0 That is incorrect, Toronto @ That is incol
~

1 alberta 1 calgary b @ Toronta
<

“where in Canada is the Questionmark office?

"4

3 Not nice 2 Terrible

Instructions | _Template examples | Questions @
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Example:

o The first column contains the question type code, such as:
o MC: Multiple Choice

o MR: Multiple Response (more than one correct answer)
o And soon.
e The second column is used to enter the question text.
e The following columns vary depending on the question type.

Note: When you click on any cell, a description of its content will appear,
indicating the type of data that should be entered.

12 Blank Questions - You can copy and paste a line and paste it on the Questions worksheet

13 ~— Question Text I

1M ] 1] | )
15 MR ] ] I ]

{ 4 4
{ 4 4
{ 4 4
{ 4 4
{ 4 4
| 4 4

{ 4 4

| 4 4

o Entering Questions

1- From the Template Examples sheet, select the question type you
wish to add, then copy the entire row:

Blank Questions - You can copy and paste aline and paste it on the Questions worksheet

[MC

MRWR
T

¥N

™
LkS

2- Go to the Questions worksheet:

Instructions Template examples Questions +)

3- Paste the copied row into the first cell:

o (T r 1 11 1 1 1 1 1 1 ] 1 ]
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4- Enter the question details according to the selected question
type and complete all required columns. Please note that:

e« A guidance comment appears when you hover over each
cell, indicating the required data.

e« Each question should be entered in a separate row within
the same worksheet.

o Each file represents one Topic in the Questionmark system.

The final file should look like this after entering the questions:

A ] c D E F G H | J K L M N o P S
Gyl 3land! dasole oyl
YN el Bdoal dacle 2 2L ! 1 Y 0
Sdiogaud!
dg )l Aol ueside g oo
= GIN] a3l ellall 5 el
MC hsgand g ella) 0 Sl s el 1 A el 0
3 TF The capital city of France is TRUE 0 FALSE 1
What is the | tplaneti .
MC atisthe largest planetin our Earth 0 Mars 0 Jupiter 1
solar system?

Instructions Template examples | Questions @ “

o Saving the File as a CSV File
After entering all the questions:

1. Click on Save As.
2. Choose the desired location for the file.
3. Select CSV UTF-8 (Comma delimited) as the file type.

(T Recent Current Folder
N~
[ save As X
« v A [ ThisPC > Desktop » aliwl v © | Searchaliul »
hat appears when you h fold:
Organize »  New folder - @
] A Name Date modified Type
-
N items match h
-
[xzH)
@ «
(= B
=4 v o< >
Tags: Add atag
A~ Hide Folders Tools ~ I Save ! Cancel
{3
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Hom Insert  Pagelayout  F Review  View  Developer  Help  Acrobat £ share
oy X o E=h 3 AutoSum - A
% [Calibri 1 A A e 3 Wrap Text General - = ¥ [E em BX @ p 1
O By - o s & W H [T Fin- zY r;”
Pte B o7 ou- - D-A- 3= ElMege&Center + § - % 4§ §5 Condional Formatas Cel  nsert Delete Formar | Sort& Find&  Create
Formatting = Table~ Stylesw - - ear Filter - Select=  aPDF
Clipboard  f Font Alignment Numbs Cells Editing Adobe Acrobat ~
19 - F3 ~
A B C D E F G H J K L M N o P -
Ayl dShasl! mw\‘,ao'ou;v )
YN N B ) 1 y 0
Lo gaudl
duyyall AShanll usse g (3 | Microsoft Excel X
MC .
Sdgaall
2 = The selected file type does not support workbooks that contain multiple sheets.
3 TF The capital city of France is I ‘tosaveonythea OF.
- - *To save all sheets, save individually using a different file name for each, or choose a file type that supports multiple sheets.
What is the largest planet in
MC I ox A Cancel
4 solar system? : : : . ) :
R x
5
6
7
8
o 1
12
13 5
14
s =
Instructions Template examples Questions (O} Fl v

e« The .CSV format saves only the active worksheet. Therefore, you must first
select the Questions worksheet before saving.

e The Questions worksheet represents one topic in the Questionmark
system.

Second: Uploading the questions file to the Questionmark System

1- Log in to the Questionmark system using the following link:

https://gmexam.kau.edu.sa/home/kau/user

2- Click on “Authoring” tab then select “Topics”:

# Home | Authoring orts - & Test_Fem_Teacher ~

Home
Te

Ter Assessments

Ed  Import Qpack
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3- Create a new topic, then right-click on the folder and select “Import
3rd Party Questions”:

# Home Authoring ~ Reports ~ & Test Fem_Teacher ~

Home = Topics
Question v | Description ¥ Q 9

& Topics ~ & New - fhcopy ~ 9

Show Arch - gn copy

4 = Topics 4) Outcomes Scales Archived Questions (0)
& Rename
4 [& Female Section

0 Math110 & Archive ~  Description ~ | Created.. ~ Modified ... ~ Modified by ~ | Last publist

[ nada
[ sarah

» [ Weaam & Download Qpack

[ 1g 5= Topic?

& Import Qpack

=) Import 3rd party questions,

4- Click the “Upload File” button:

# Home Authoring ~  Reports ~ & Test Fem_Teacher ~

Home = Topics » Import 3rd party questions

Import 3rd party questions

Supported file types
* LXR-Test 6.1 Merge (LXRMerge, .mrg)
« Blackboard 6, 8.X, 9.X (Zip)
« Blackboard Upload (.txt)
« Questionmark CSV (.csv)
* Moodle XML (.xml)
= QML (.gml) - Any resources contained in the QML content will not be imported

Upload file i Cancel

5- Click “Browse”, select the prepared questions file, then click “Open”:

# Home Authoring ~ Reports & Test_Fem_Teacher ~

Import 3rd party questions

& Open
« © 4 > ThisPC > Deskiop > allul Search alLul

Organize v New folder

~ Date modified

st Quick access

This file can't be previewed.

File name: | Jsll £ 3.5 Topicl | custom Fite 3 -
[ Open (¥ Concel

A

© 2026 Questionmark Computing Ltd. | KAUTEST
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6- After the file upload is complete, click “OK”:

# Home Authoring ~ Reports ~

Import 3rd party questions
U g st TopiCT .SV

W Cancel
R

& Test Fem_Teacher ~

7- Click on “Import” button:

# Home Authoring ~ Reports ~

Home Topics Import 3rd party questions

Import 3rd party questions

Supported file types
« LXR-Test6.1 Merge (LXRMerge, .mrg)
« Blackboard 6.x, 8.X, 9. (.zip)
« Blackboard Upload (.txt)
« Questionmark CSV (.csv)
« Moodle XML (xml)
* QML (.gml) - Any resources contained in the QML content will not be imported

Upload file Cancel

Importing 4 question(s) from Js¥! g =5 Topic1.csv

The guestions will be created in topic - Female Section\1z sz Topic1

w cancel

& Test Fem Teacher ~

8- The questions will appear under the selected topic after the upload

process is completed:

# Home Authoring ~ Reports ~
Import of topic 'Female Section\1¢ s~ Topic1' has completed successfully.

Home » Topics

& Test Fem Teacher =

Question v v Q 9
& Topics ~ =+ New ~ £ Copy ~ g
Show Archived
4 = Topics Questions (4) Outcomes Scales Archived Questions (0)
4 [ Female Section

= Math 10 (] Order ~  Description ~ Created... ~ Modified ... Last publist
R o1 S22 el el A€adl Rl o gty Jan 20 2026 Jan 20 2026 -
03 Saran o 2 gl A a0 AL usfe 5 10 Jan 20 2026 Jan 20 2026

v O weaam o 3 The capital city of France is Berlin. Jan 20 2026 Jan 20 2026
3 1g 30 Topic ] 0 4 What is the largest planet in our 5o Jan 20 2026 Jan 20 2026
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Notes:

o« Each .CSV file represents one Topic in the Questionmark system.

o All questions and their details must be reviewed after being uploaded
to the system.

o« When using Multiple Choice questions, open the question and enable
“Shuffling Option” to display the answers in a different order for each
student, when needed.

o This method supports uploading text-based questions only.
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