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Using a Template to Upload Quiz Questions 
When creating quizzes in Brightspace, you have the ability to import all your questions in one upload. You may want 
to choose this option if you have existing quizzes that you want to re-use. Your questions will need to be formatted 
using the downloadable template from Brightspace. To begin formatting your quiz questions, you will need to 
access the quiz template. To locate the template: 
• Log into your Brightspace course. 
• Click on Course Admin and click on Quizzes. 
• Click on New Quiz, then click on Add Existing. 
• From the drop-down menu that appears, click on Upload a File. 

 
 
• In the pop-up window, click on the hyperlink for Download template CSV to download the CSV template. 
• When it finishes downloading, open it in Microsoft Excel. 
• This template includes the formats for the following question types: Written, Short Answer, Matching, Multiple 

Choice, True or False, Multi-Select, and Ordering Type. 
• Add your questions to the template following the directions included in the template to create a CSV file. 
• Determine the number of questions in your course of each type. 
• Copy and paste the question template to equal the number of questions. 
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• Replace the data in each respective cell with your questions.  
• When you are finished, save your document as a CSV file. Brightspace will not accept any other file type. 

 
 
• Click on Browse Files in your Brightspace window, select your CSV file, and upload it. 
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• It will take a few minutes to upload, and you will receive a notification once it is done. To review your questions, 

click Review. To import, click Import All. 

 
 
• Use the Preview button to see the question content. 
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