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1.0 Workshop Overview

This workshop provides a hands -on introduction to the Assignments tool.

The Assignments tool enables you to create, manage, and distribute activities that
assess students in meaningful ways beyond traditional objective tests. The Grade

Center's organization and management capabilities are incorporated into the

Assignments tool, allowing you to provide feedback and grad es to students efficiently.
In this workshop, you will experience the entire assignment process and discover tips for
creating successful online assignments.



Roadmap

2.0 Student Experience

e Learn to access, view, and submit assignments.

¢ Use My Grades to receive feedback and view grades for assignments.

3.0 Assignment Basics

e Use the Assignments tool to create and edit assignments in Blackboard Learn.

¢ Describe different options for presenting assignments to your students.

4.0 Grading Assignments

e Access singl e assignments or all submissions for one assignment.
e Review and grade assignments, or return them ungraded with feedback.

e Download assignments, review them offline, and add grades to the Grade
Center.



2.0 Student Experience

In this section, you will use t he Assignments tool as a student to understand how it is
appears to your students. You will submit an assignment and access the My Grades

page .

The student point of view helps you make choices about assignment types and how
you will provide assignments an  d instructions to course groups you may create.

Learning Outcomes

After completing this section, you will be able to:

e Access, view, and submit assignments

¢ View the My Grades page .



About Assignments

The Assignments tool is used to present a variety of | earning activities to students,
allowing them to view and submit assignments from one location. You can submit
assignments as:

e Textinclude d onthe Upload Assignment page .
o Attached files

e A combination of both text and attached files

The Assignments tool provides several key benefits to students, including:

¢ Increased time -on-task with an efficient way to view and submit assignments

e Easier implementation of alternative assessment techniques, so instructors can
promote active learning

e Rubrics and examples may be provided as part of the assignment to let students
know how they will be evaluated . See the Using Rubrics manual for more
information.



Viewing and Submitting Assignments

Students access assignments in a course area by clicking an assignment title. F rom the
Upload Assignment page, students can:

¢ View instructions and access files attached by the ir instructor .
e Complete their submissions by including text or attaching files
e Save a draft of their submissions to complete at a later date.

e Submit their work for grading .

QUICK STEPS: Submitting an Assignment

1. From a Content Area, click an assignment's title.

Earth System Science B0 LS

=] L] & .
e E] Assignments
# Earth System

Science '
Worksheet 1 o
Home Page -
Getting Started Aftached Files [ wiorksheet 1 (26.5 KB)

Download the attachment, add your responses, and upload to this assignm
"Week 1 This azsignment is worth 25 points.

Discussions < Initial Group Plan
Assignments One Group memberwill click the assignrment link above and type your Grou

This assignment is waorth 60 paints.

Groups

Research Response
Tools
Web Sites
Group Qutline
After meeting in Chat, have one Group mermhber submit a basic one page o
¥ Group Lava » paragraph describing how you plan to present your information to the resto

2. Onthe Upload Assignment page, review the Instructions and any attached files.

3. [Ifinstructed, provide textinthe  Submission box. Optionally, use the T ext Editor
functions to format the text  and include files, images, external links, multimedia,
and Mashups .



% Upload Assignment: Worksheet 1

Mame: Worksheet 1

Instructions 9 Ciownload the attachment, add wour responses, and upload to this assignment with your [ast name
added to the file name.

This assignment is warth 29 paints.

Diue Date September 29, 2009 11:48:00 PM EDT
Faoints Fossible 25
Aszsignment Files Worksheet 1 (Worksheet 1)

Subrnission Test Ecitor i=: [JE0L |

< Mormal v [3 %] [arial v| | B I U ae| = |[=E=| B Al
cals ¥ P e v QO AL | e oORE

M Assignment Information

Ml Assignment Materials

4. Ifinstructed, click Browse My Computer or Browse Content Collection to attach a
file.

5. Optionally, provide Comments for the instructor.

6. Click Submit.
-OR-
Click Save as Draft to save your work and return to it later to edit and then
submit.
Note: An assignment saved as a draft appears onthe Review Submission History
page . To work on a draft, click Continue Current Submission

Attach File Browse My Computer Browse Content Collection o
Comments

A

a5

6

Cancel Save as Draft Submit

Submit

Students can subm it assignments only once unless they are set for multiple attempts . In
your instructions, be sure to remind students to attach any required files to the
assignment before click ing Submit. Inform students that their assignment s are not
completed until they  are submit ted .

TIP Let students know that they must contact you if they submit the wrong file, forget to
attach af ile, or have any other problems  so that you can reset the assignment attempt.



Submitting Assignments with Multiple Attempts

You can allow mo re than one attempt  on an assignment . This is a good way to permi t
students to send in drafts and earn  credit on improvements. It is also a good way to
provide feedback on a large assignment so students can demonstrate mastery. Be sure
to inform students w hich of your assignments allow multiple attempts and what the
expectations and grading policies are for each attempt.

If an assignment allows multiple attempts, the Review Submission History page displays
when the assignment is submitted . From there, students can click OK to return to the
Assignments page. When the assignment is accessed again, the Review Submission
History page appears and students can submit another attempt.

QUICK STEPS: Submitting an Assignment with Multiple Attempts

1. From a Content Ar ea, click an assignment's title.
2. Onthe Upload Assignment page, review the Instructions and any attached files.

3. [Ifinstructed, provide text inthe  Submission box. Optionally, use the Text Editor
functions to format the text and include files, images, exte rnal links, multimedia,
and Mashups.

4. Optionally, provide Comments for the instructor.

5. Click Submit to complete the first attempt. You are returned to the  Review
Submission History page where your submission is listed.

6. Click Start New Submission to create a new attempt. Repeat steps 3 985 for each
attempt. When your last attempt has been submitted, you will not be able to
start a new submission.



7. View your past submission attempts and any comments from the instructor by
clicking th e + plus sign.

Review Submission History

LT3 start New Submission

Assignment Information f 6
Name: Worksheet 1

Instructions Download the attachment, add your responses, and upload to this
assignment with your last name added to the file name.

This assignment is worth 25 points.
Due Date July 6, 2011 11:59:00 PM EDT
Points Possible 25

Student Name Tony Brown

Assignment Files  Worksheet 1 (Worksheet 1)

Review Submission History

[+ Attempt #2 ( June 3, 2011 1:42:21 PM EDT)

= Attempt #1 ( June 3, 2011 12:29:22 PM EDT) o
Submission Materials
Submission Field : here is my assignment first draft.
Student Comments :
Attached Files :
Instructor Feedback

Grade : 5 out of 25
Comments :

Cood outline. You'll need images and data in graphs to go with your arguments.

© 2011 Blackboard Inc. -12 - Working With Assignment s



Viewing A ssignment Grades and Feedback

Students view assignment scores from  their My Grades pages, which display a
spreadsheet of their grades for your  course.

If the assignment has been submitted and graded, the points appear. Otherwise, a
symbol shows in the gra de column.

QUICK STEPS: Viewing Grades and Feedback

1. On the Course Menu, click My Grades .
-OR-
Click Tools on the Course Menu to open the Tools page and click My Grades .

2. Click anitem's grade or check mark to view the attempt

@J My Grades

Practice Quiz /50
Mov 21, MNov 21,

What do you know? 2011 2011 3:37 /0
337 PM PM

Unit 1 Quiz -/60

Journal: Space Exploration -/25

Blog: Astronomy Top Stories -/100

Assign: Moon Viewing on Nov 16,

Monday Nights 2011 a2
9:33 PM

Assign: Photo Instructions -/25
MNov 17, Nov 17,

Group Qutline 2011 2011 9:30 7.00/10
2:52 PM PM

the concepts for Chapter 1.
The only thing you need to
Nov 18, Nov 18, work on is the section on the
Week 1 Assignment 2011 2011 7:37 48.00 geafloor. Keep up the good
11:24 AM PM /50 work. I've attached your

graded doc with comments | ¥

It is obvious you understand 1

View Full Comment




The following table descri bes the symbols appearing on the My Grades page.

Symbol Description
a Submitted; waiting to be graded by the instructor
-OR-

Submitted; reviewed by the i  nstructor and contains comments

o} No information

(dash)

= Not submitted; item is in progress bec  ause the student has saved it as a
draft

Review Submission History

OK
Review Submission History

Submission ( Late Submission ) ( June 3, 2011 3:32:21 PM EDT )

Submission Materials
Submission Field : This is earch response.
Student Comments :
Artached Files : Accessible Content.pptx

Instructor Feedback
Grade : 50 out of 60 o
Comments .

Wery strong submission. You covered all the major areas and have
some new research finding included. | had to take 10 points off
because the submission is late.

Artached Files : Accessibility for Online Students

A. The student attached a file to fulfill the assignment, which the instructor
downloaded to view and grade. In the preceding example, the student
submitted the assignment late

B. The instructor added a grade and fee dback for the student.



Hands -on Activity 'f?\

For this activity, use your Student Course.

Submit an assignment

e Gotothe Assignments Content Area and submit the Introductions assignment.

View My Grades

e Onyour My Grades page, view your ungraded assignments ubmission.



3.0 Assignment Basics

Now that you have experienced the Assignments tool from the student perspective, we
will switch to the instructor functions. The Assignments tool enables instructors to create,
distribute, and collect assignment submission  s. You can create varied assignments for
students, such as:

e Case studies
e Problem -based learning exercises

e Essays and research papers

e Group projects

Learning Outcomes

After completing this section, you will be able to:

e Create assignments .
e Edit assignments .

o Describe different options for presenting assignments to your students



Creating Assignments

You create assignments in Content Areas, but you can also add them to Learning
Modules, Lesson Plans, and folders. Any instructions and file attachments that stude nts
need to complete the assignment are provided at the time of creation. You can deliver
assignments to each student individually or as collaborative work for groups of students.

As assignments are created, you will work in Edit Mode . Edit Mode allows you to view all
of the instructor functions. In this workshop, the phrase "in Edit Mode" refers to Edit Mode
being ON.

QUICK STEPS: Creating Assignments in a Content Area

1. In Edit Mode , access a Content Area.
2. Onthe Action Bar, pointto  Assessmentsto accesst he drop -down list.

3. Select Assignment .

Build Content % | Assessments %' 2 s ¥ I

Test

Survey
! Plan .
Assignment
Pleas Self and Peer AsseS=ment

Pleas SafeAssignment

"plang * Find Shared Assignments

4. Onthe Create Assignment page, type a Name . Optionally, select a color for the
name.

5. Optionally, type Instructions for the assignment and format the text with the Text
Editor. Although an option, clear concise instr  uctions are necessary for student
success. Include file naming conventions, due dates, and where to go for
additional help in your instructions.

6. Optionally, attach a file using  Browse My Computer , Browse Course , or Browse
Content Collection and type a Link Name . The Link Name appears in the
Content Area. If you do not provide one, the file name is used as the link .

7. Type Points Possible.

8. Optionally, associate ar ubric. For more information on rubrics , see the Using
Rubrics manual.



Create Assignment

Indicat ired field.
i Indicates a required fie Cancel m
il Assignment Information
4 Name and Color [Chapter 1 Recap o | W= | Black
Instructions Text Editer is: R0
- (et ) (mramins===|BAIEEFS

% Points Possible z’

s Y I E @& v @EITAES (TS OCO
“BEDO G
Download the document and answer the questions. IN the essay question,be sure to provide your opinion. Follow

the writing guidelines in the syllabus. Add your last name to the file name when submitting.
This assignment is worth 40 paoints.

~| Path: body » div

|_] Save as Reusable Object

Assignment Files

Artach File Browse My Computer | | Browse Content Collection | o
Artached files
File Name Link Title l‘
[ chapterl_study_guide.doc [Chapter 1 Review J&~ ] | Do not attach

Associated Rubrics Add Rubric ¥o
Show

Rubric
to
Students

Name Type Date Last Edited

Q' _Q_| ﬂ| Chapter Reviews % |LIsed for Grading June 08, 2011 Wy |No

9. Select the options for delivering the assignment:
e Select the check box to Make the Assignment Available

e Select the option for Number of Attempts , if needed . The default setting is
to allow a single attempt.  If you allow more than one attempt, the Grade
Center uses the most rec ent attempt. You can select a different attempt
for the score by editing the column in the Grade Center. For more
information on multiple attempts, see

z

Assignments. o

o |If applicable, selectthe Display After and Display Until check boxes to
enable the date and time selections. Type dates and times in the boxes or
use the pop -up Date Selection Calendar and Time Selection Menu to
select dates and times. Display restrictions do not affect the assignment
availability, only when it appears.

© 2011 Blackboard Inc. -18 - Working With Assignments



e Optionally, selectthe Due Date check box and type the date and time. If
a student submits an assignment after the due date, the submission is
identified as late.

e Selectthe Recipients option for All Students Individually or Groups of
Students. If Groups of Students are selected as the recipients, a link to the
assignmen t appears automatically on the group h omepage and in the
Content Area where it was created. Only the intended group members
are able to see it in the Content Area.

10. Click Submit.

4. Availability
# Make the Assignment Available

Number of Attempts (® Allow single attempt

() Allow unlimited attempts 9
) Number of attempts: :|

Limit Availability [ Display After | | | | @
[ Display Until | | | |@

(] Track Number of Views

5. Due Dates
Due Date O | | | |@

6. Recipients

Recipients (*) All Students Individually
(7) Groups of Students

TIP The interactive calendar interface allows you to select dates easily.

X

Due Dates

o« Novemhber 2008 FE

Cue Date

) I
— = | sun | Mon | Tue | wWed Thu Fri | sat |

Recipients @ All Students Individually 0z 03 04 0s 08 07 08

Groups of Students 09 0 11 12; 13 14| 15
16 17 18 19 20 21 22
23 24 25 26 27 28 29
30

Today is: Thursday, November 13, 2008

© 2011 Blackboard Inc. -19- Working With Assignments



Editing Assignments

Afte r you have created assignments, keep them and the Content Areas in which they
belong up -to-date.

You can change the order of assignments in a Content Area using the drag -and -
drop function or the Keyboard A ccessible Reordering tool to move an

assignment to a new position. For example, reorder the assignments to keep the

current one at the top.

You can edit the assignment to change the name and instructions, add or
dele te file attachments, and adjust availability or availability dates.

You can apply Adaptive Release, Tracking, Metadata, and Review Status. *

You can delete assignments. When you do this, the assignment and all of its
submissions are permanently deleted.  You can choose to preserve the grades in
the Grade Center, but you will not be able to access the submissions again.

1 B Reading Materials
Attached Files: [ Reading for Chagter 1 (26.5 KB)

Flease allow at least three hours to fully understand this inf]

! Chapter 1 Recap
Attached Files: [ Che LS

Edit

Dowwnload the docume
the Syllabus. Add your | > Adaptive Release 1

Adaptive Release: Advanced
Set Review StatusiDisabled)

! B Chapter 1 Study @ : Metadata

Attached Files: [§ Cha Statistics Tracking (On/Of)
User Progress

This is worth 40 points

Diowvnload the attached
other students hawve co fove

Delete
1 r[v-ﬁlb-] Blog: Earth Scien
* Adaptive Release, Tracking, and Review Status are explained in the Keeping Students

on Track workshop. For information on adding meta data to assignments, see How to
Create Meta Data for Content in the help system.



http://help.blackboard.com/instructor/Content/_instructor_content/instructor_content_edit_manage.htm
http://help.blackboard.com/instructor/Content/_instructor_content/instructor_content_edit_manage.htm

Ask Dr. C

In the following table, Dr. C offers solutions fo  r helping students understand the
assignment process. Dr. C is our Blackboard Learn expert.

Your Question Dr. C's reply

My students ask a lot of questions about Provide clear expectations and
online assignments. They dondt s|detailedinstruct ions. Consider an
what to do. How can | clarify the ungraded warm -up activity to
assignment proce ss for students? familiarize them with the tool.

Include the following elements for
each assignment:

e Submission deadline

e Grading criteria, rubric, or model

e Acc ep ted file formats, such as
DOC, RTF, TXT, PPT, XLS, JPG, GIF,
PDF

e Required length or size of
submission

¢ File naming conventions
e Suggested resources

e Preference for source citation, such
as MLA, APA, or CBE

¢ Relevance to the course goals and
objectives

e Whatto do and who to contact if
they experience technical
problems submitting assignments




Ask Dr. C

In the following table, Dr. C discusses the advantages the Assignments tool has over the
Discussion Board for work submission.

Your question Dr. C's reply
| have been using the The Discussion Board can be an easy way to share
Discussion Board to collect files.

weekly writing samples.
What are the advantages of
using the Assignments tool
instead?

However, if the writing samples will be graded, the
Assignments tool will save you significant time.
When you create an assignment using the
Assignments tool, a Grade Center column is
created automatically. You can view and grade
submissions directly from the Grade Center and
check quickly which students have or have not
submitted their work.  You can download all
submissions at once for offline viewing as well.

In addition, assignment grades and due dates can

be u sed in the Early Warning System. The Early
Warning System helps you recognize when
students fail to p erform to a set standard based on
criteria you set such as a due date or score . Once
identified, you can notify students by email




Hands -on Activity 'f?\

For this activity, use your Practice Course.

Warm up assignment

Add an assignment to the  Assignments Content Area to help you get to know
your students. Move it into the first position in the Content Area.

View the assignment from the Content Area with Edit Mode OFF, so you can see
it from the student perspective.

Edit an assignment

Limit the assignment's availability to the first month of class. Allow two  attempts so
students, who are new to the tool, can resubmit if necessary. When an
assignment has multiple attempts, each attempt must be graded or cleared so

the Needs Grading icon does not appear inthe  Grade Center.



Focus on Design: Presenting Assignments

You have a number of options for presenting assignments. Review the following options
and consider which approach meets your needs or create a new method to
accomplish your goals.

Option A: Add all assi  gnments to one Content Area

What it looks like:
All assignments appear in one Content Area.

How it works:
Add an Assignments Content Area and create all of your assignments there.

Suggested use:
This option keeps the creation process simple and helps stu dents quickly access all
assignments for the course in a list.

B OO g

# Oceanography /@ Assignments

[z] Chapter 1 Assignment

7 [3] Chapter 2 Assignment

[Z] Chapter 3 Assignment

o Use availability dates to control when assignments are visible to students.
¢ Naming conventions for assignments help students scan the list.

e Reorder assignments as necessary to keep the  most current assignments at the
top of the list.



Option B: Add assignments to different Content Areas

What it looks like:
Assignments appear in different Content Areas, in close proximity to related course
content.

How it works:

After setting up various C ontent Areas for your course, you can add assignments to
them. For example, you can create Content Areas for each week of your course where
students see the week's overview, reading materials, lecture, and the assignment.

Suggested use:
For a fully online course, this method is an effective way to integrate assignments with
course content and provide everything students need for a unit of study on a single

page.

S o ee s Week 1
# Oceanography

Introduction - Read Me First

Announcements

Wielcome to Infroductons Coeanography. This section of the ¢
of weelkly chapters that contain the following resources:
o Objectives

O key Terms
O Suggested Reading

o Web Resources

@ Chapter 1: The History of Ocean Exploration and

This chapter introduces ywou to the history of ocean exploration
starting with the earliest evidence of ocean travel and ending
ideas and technology for ocean science and exploration.

@ Week 1 Assignment e

You can also add assignments to Learning Modules and folders.



Option C: Add all assignmen  ts to a single Content Area, and in addition, add links to
assignments in other relevant areas

What it looks like:

All assignments are created in one location, such as the Assignments Content Area.
Course links to assignments are also added in other Conten t Areas, folders, or Learning
Modules.

How it works:

The Assignments Content Area provides a single location for instructors to access and
update assignments, while the links in the other areas allow assignments to be
presented alongside course content.

Although this option does require an extra step, it accommodates different course -
usage styles and creates an integrated, cohesive learning experience.

Suggested use:

This option is most appropriate for instructors teaching robust, fully online courses. Edit ing
assignments is easy for instructors, and students still have convenient access to

assignments.

BElOLd g

# Oceanography /@ Week 2

Announc

@ Chapter 2: Beginnings of the Universe. Earth, and Lifg

Inthis chapter, you will explore how the composition of our planet hag
over time, and whether or not the existence of an ocean was essentis
of life.

@ Week 2 Assignment

ignments 6




4.0 Grading Assignments

In this section , you will learn how to access, review, and grade the assignments you
have created in your course. You will learn h ~ ow to download submissions to review
offline, and how to add feedback for students and notes and files for yourself.

Learning Outcomes

After completing this section, you will be able to:

e Access single assignments .
e Access all the submissions for an assignme nt.
¢ Review and grade assignment submissions

e Download submissions to review offline



Accessing Assignments

When an assignment is created, a grade column is created automatically in the Grade
Center. This makes reviewing and gradinga  ssignment sub missionsin the Grade Center
easy to accomplish . Assignments that have been submitted, but not graded, are

indicated with an exclamation mark fi the needs grading icon fi in the Grade Center , so
you will always know which assignments need grading

Depending on your gradi  ng style, you can access and grade one assignment attempt ,
view all the submissions for one assignment , or view all the assignments with submissions
that need grading

QUICK STEPS: écess ing A ssignments

To access a single assignment attempt:

1. Onthe Control Panel, expandthe Grade Center section and click Full Grade
Center .

NOTE You can also access assignments onthe  Needs Grading page or in the
default Assignments Smart View. You can access both options in the Grade
Center section of the Control Panel . The Needs Grading workflow is discussed in a
separate manual.

COURSE MAHAGEMENT

# Control Panel

Files

Course Toals

Evaluation

Grade Center

Meeds Grading

Full Grade Center o
Assignments
Tests

2. Inthe Grade Center, locate the cell for the student's assignment containing an
exclamation mark.

3. Move the mouse pointer over the cell to see the Action Link and click it to
access the contex tual menu.

4. Select Attempt . The Grade Assignment page appears.



Wiew Grade Details

ﬂ e ¥ - Exempt Grade
H . Atternpt 31 610 [

To access all submissions for an assignment:

1. Inthe assignment's column header, click the Action Link to access the
contextual menu.

2. Select Grade Attempts . The Grade Assignment page appears.

Quick Column Information
a View and Add Alignments

ﬂ Grade Attempts e
. Grade Anonymousi




About the Grade Assignment Page

On the Grade Assignment page, you can navigate among users and attempts, view
rubrics, grade anonymously, and view information about an assignment.

T =T5 1]

| Grade Assignment: Worksheet 1
Jump to... Hide User Names
User: Monica Gonzales (Attempt 1 of 1) [] View: Assignments Save as Draft Exit m 7of 7

Assignment Information
Name Worksheet 1

Instructions Download the attachment, add your responses, and upload to this assignment with your last name added to
the file name.

This assignment is worth 25 points.

Due Date Wednesday, July 6, 2011 11:59:00 PM EDT
Submitted Date Friday, June 10, 2011 9:10:42 AM EDT
Status: MNeeds Grading

On the Action Bar, the following actions can be performed:

e Click Hide User Names to grade attempts anonymously, if needed. Click Show
User Names to display user information.

e Click Jump to and select another attempt to view or grade.

Expand the Assignment Information link to view the following information:

e Instructions
e Due Date
e Submitted Date

e Status: Needs Grading, In Progress, Completed

Students can signify their assignment is  In Progress by saving a draft. The In Progress icon
then appears in the Grade Center and you must wait until the student submit sthe
assignment to grad eiit.



Reviewing and Grading Assignments

When reviewing assignment submissions, you can provide a grade and feedback.

QUICK STEPS: Grading Assignments

1.

On the Grade Assignment page, view the submission text, attached files, and
comments made by the student

Type a Grade for the assignment.

Optionally, click View Rubric to open an associated rubric and score the
assignment.

Optionally, type comments in the Feedback to User box and attach a file for the
student to review. Use the Text Editor functions  to form at the text and include
files, images, links, multimedia, and Mashups.

Optionally, type comments in the Grading Notes text box and attach files that
only you can access.

Click Save and Exit to return to the Full Grade Center , the Needs Grading page,
or the Grade Details page, depending on where grading began.

-OR-

Click Save and Next to grade the next assignment, when available. If no grade is
assigned for the attempt, clicking Save and Next will not change the status of

the attempt.

-OR-

Click Save as Draft to save your comments and feedback for the user and return
to grading at a later time.  The assignment remains ungraded and an

exclamation mark appearsin My Grades and in the Grade Center. Students

cannot access your draft comments through My Grades . If you type a score,
Save as Draft prevents the score from appearing in the Grade Center and My
Grades and the score is not saved.

-OR-

Use the arrow buttons to navigate through or grade the attempts in the queue

one at a time.



3. Grade Current Attempt

 Grade D[22 Joutof 25 view Rubric |o

Feedback to User

Text Editor is: m
‘|Norma| j| |3j| |Aria| jl B 7 U abs X 3
cAs Y P & oo @E FARS oo O

“BEL RS B
Excellent work. Going back to the source material really paid off. o
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i
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+ Path: body
—_—
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[ Save as Reusable Object
Artach File Browse My Computer | Browse Content Collection |
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Grading Motes Text Editor is: m
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“BELO RS B

Huae improvement after a visit to the reference librarian and special collections. o

z
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I
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i
tm
o
111
i

4« Path: body
—_—
— L —
[ Save as Reusable Object
Attach File Browse My Computer | Browse Content Collection |

If multiple attempts for an assignment have been allowed and submitted, a grade is
not released until all of the attempts have been graded. All attempts appear in the
contextual menu for the grade's cell. After selecting an attempt, type a grade and
feedback. Click Save and Ne xt or use the arrows to navigate between attempts. The
last attempt's grade appeatrs in the cell by default. If the last of the multiple attempts is
ungraded, the exclamation mark remains in the cell.

- §>View Grade Details

-- » Exempt Grade

- » Group Attermpt Group Jupiter
JIznog

> Group Attermpt Group Jupiter
-- 3o
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To change the displayed grade to the first attempt, h ighest grade, lowest grade, or an
average of attempts, access the Grade Center column's contextual menu, select Edit
Column Information , and select the attempt to score from the Score attempts using
drop -down list.

Score attempts using ¥ Last Graded Attempt

Highest Grade
Category Lowest Grade
First Graded Attempt
+ Points Possible Average of Graded Attempts




Grading Assignments Anonymously

You may choose to grade assignments anonymously to ensure impartial evaluation of
student work. For example, an opinion  -based assignment that is graded anonymously
may offer students a higher level of comfort when expressing themselves.

In anonymous grading, all identifying information is hidden and attempts appear in

random order. Each student is assigned a number, such as Student 8. You may grade
anonymously from the Needs Grading page, from the Grade Center, or from the Grade
Assignment page. More information a  bout grading anonymously is available in the

Needs Grading handout.

To grade anonymously from the Grade Center:

1. Click an assignment's Action Link in the column header to access the contextual
menu.

2. Select Grade Anonymously . The Grade Assignment page appear s.

D Guick Column Information
WView and Add Rubrics

Grade Ahanymously
Grade Atternpts

Edit Calumn Information

C~M1~M~|

Column Statistics

To grade anonymously from the  Grade Assignment page:

1. On the Action Bar, click Hide User Names .

2. Click OK in the pop -up window to verify the action. If grading was in progress,
any unsaved changes to the open attempt are lost. The Grade Assignment
page refreshes and all identifying information is hidden.

#T-T T

:” | Grade Assignment: Worksheet 1 o

W
4

Jump to... Hide User Names

User: Juan Hernandez (Attempt 1 of 1) & View: Assignments Exit 90f9




Viewing Grade Detalils

The Attempts and Grade History are updated onthe  Grade Details page when you
finish grading an item . You can also view and grade  attemp ts from this page.

QUICK STEPS: Viewing Gade D etails

1
2
3.
4

In the Grade Center, select the cell for the student's grade you want to view.
Move the mouse pointer over the cell to see the Action Link.
Click the Action Link to access the contextual menu.

Select View Grade Details

Grade Center: Assignments

o Move To Top | Ernail 50

Grade Infarmation Bar

- 3]

[ Brown Tahy 86.00 = H

] casper Chris F e View Grads Datail =
{5 Vigw Grade Details '

] Cooper Ashiy a " Guick Comment

] Durand Porter a Exermpt Grade

[] Herrera Linda a Atternpt 322110 96.00

= o N




The Grade Details pag e displays information about the current grade and contains the
following areas:

A. Current Grade : Displays the current score. Click View Attempts to edit the current
grade or grade another attempt. Clicking Exempt will exclude this column from
t he st uGtaelenGeldies calculations.

B. Attempts tab:Viewdate sthe st ude nt & s was brigiraly greated and most
recently submitted or saved , feedback, and grading notes. Click View Rubric to
open an associate d rubric. Use the Delete drop -down list to delete one or more
attempts. Use the Grade Attempt , Clear Attempt , and Edit Grade functions to

change grade and grading information. Ignore Attempt  will not include that

attemptds score in grade calculations and wil/l
the maximum numbe r of attempts. If the student has met the maximum number

of attempts allowed for the assignment, you can click  Allow Additional Attempt

to permit them to submit again.

C. Manual Override tab: C hange the existing grade, add feedback and grading
notes, or exemp t the student from the grade.

D. Column Details tab: V iew information about the Grade Center column that
corresponds to the assignment.

E. Grade History tab: V iew information on grade including all attempts, and who
last edited the grade and when. Any associated rubrics can be viewed from this
tab.

NOTE The information in the Date Created and Date Submitted (or Saved) columns may
be identical. Date Created indicates when the student first began their attempt. Date
Submitted (or Saved) reflects the date and time  of the most recent activity, such as
submitting or editing the existing attempt, or submitting an additional attempt.



Grade Details

Jump to...

Uzer Chris Casper (ccasper) . | -  Column Research Paper Assignment (Assignment) . | .

Current Grade:  9.00 out of 10 points = Exempt
Grade based on Last Graded Attempt

Due: Mone
o Calculated Grade 9.00
View Attempts

A ts Manual Override Column Details Grade History

e 0 o Delete | ast Attempt [=] co

Date bate ) ) :
Created Sul:ml::ec_l Value Feedback to User Grading Notes Actions

(or Saved)
Decs, Dec 8, 2011 9.00  view Rubric Good work! Don't Recommended a Grade Attempt
2011 34525 PM forget to include visit to the P —
3:45:25 (Completed) primary sources in reference desk EALATEIND
P your research. and special lgnare Attempt

collections. Edit Grade

This user has submitted the maximum number of attempts allowed for this assignment. You Allow

may allow this student to submit an additicnal attempt. Alternatively, you can mark an Additi |
existing attempt as Ignored {Ignored Attempts are not accounted again the maximum S

number of attempts). . Aftempt




The Grade History tab displays all the act ions and changes for the item . The newest
information appears at the top of the list .

The two most recent actions appear by default. To view additional actions or changes,
click View Complete History

Attempts Manual Override Column Details | Grade History

Decd, 2011 Cathy Chu Attempt Grade Grading Notes
12:06:36 PM 9 Recommended a wvisit to the reference desk and
View Rubric special collections.
Feedback to User
Good work! Don't forget to include primary sources
in your research.
Dec 8, 2011 Cathy Chu Atternpt Grade
34558 PM 9
View Rubric

View Complete History




Quick Comment Feature

While viewing grades in the Grade Center grid, you can easily add new or edit any
previously added. From the student's cell, access the

fee dback or grading notes you
contextual menu and select
only for cells that have grades. You can use the

Quick Comment

grade that is overridden from the Grade Center grid.

Click Text Editor at the bottom of the pop
funct ions for formatting text and includ

ing files.

. The Quick Comment option appears
Quick Comment option to explain a

-up window to access all the Text Editor

|
] Brown Tony ——% 96.00 .
] casper Chris -- Wiew Grade Details
[] Cooper Ashby 7] Quick Comment
] Durand Parter a Exernpt Grade
[] Herrera Lz a Atternpt 22200 96.00
86 00 -- a
Feedhackio User
You covered all the bases an this #
assignment. The only area that "
needed minar improverment was the g
conclusion. Review the rabric for L
S % at\ns
Grading mHotes
Will be good team leader in upcoming
project. »
3
e aE‘S
Text Editar Cancel Submit




Hands -on Activity 'f?\

For this activity, use your Practice Course.

In the Grade Center, locate the Planet Paper assignmen t.
Grade an assignment

e Review one of the Planet Paper submissions and assign a grade. Access the
attempt in one of the ways you learned.

e Type comments for the student. Optionally, use the Text Editor functions to forma
the text and include files, images,  external links, multimedia, and Mashups.

e Type private instructor notes for yourself.

Add a Quick Comment

e Use a cell's contextual menu and add a Quick Comment to an existing grade.

View Grade Details

e Use a cell's contextual menu to view a grade's activity. Explore the tabs.

View the changes to the Grade Center columns after your actions.



Ask Dr. C

In the following table, Dr. C explains how to keep students on track when completing
large projects.

Your question Dr. C's reply

How can | use the Students can submit their assignments for review at
Assignme nts tool to any time. To encourage students to do so, allow
keep students on track multiple attempts and  add assignment checkups to
when completing larger the Course Calendar or use some of the notification
projects? modules available to add to the course Home Page.

These additions can help students stay on track, raise
the quality of assignments, and ultimately improve
student success and retention.

For example, you can provide feedback througho ut
the research paper process. In one assignment with
four attempts , students can submit their outline  as afile
attachment for the first , bibliography for the second ,
rough draft for the third , and final paper as the fourth
and last attempt.  You can provide feedb  ack at each
stage. A grade is not assigned until the final papera s
the last attempt is received.

Alternatively, if you want to provide grades for each

portion of the research paper process, you can create
separate assignments for each. You canthensetu pa
calculated column in the Grade Center to add the
points of each assignment to produce a final score for

the research paper.




Reviewing Assignments Offline

You can download assignment submissions to your computer to review offline instead
of reviewing them online from the Grade Center. You can download all or selected
submissions as a single zipped file. Unzip the file to view the contents, where each
submission is saved as a separate file.

QUICK STEPS: Reviewing Assignments Offline

1. Inthe Grade Center |, locate the assignment column containing the assignment
files you want to download and click the Action Link to access the contextual
menu.

2. Select Assignment File Download
NOTE:The Assignment File Cleanup option allows you to select users and delete
files associated with their submissions.

Move To Top | Email Saort Columns By: Laydg
Grade Information Bar
: @
] Brown Tony 24.00 ; : -
O Casper chris o Q-Un:k Column In.formanon
View and Add Alignments
O Farrell Andy a
Grade Attempts
[ Gonzales Monica 24.00
Grade Anonymously
L Hernandez e = e Assignment File Download
[ Lopez Bruce -- Assignment File Cleanup
] Paul Dwight -- Rubric Evaluation Report
(] Spooner Sarah - Edit Column Information
O | Tsal Mark -- Column Statistics
] Wong Mei - Set as External Grade
Selected Rows: O e > S5how/Hide to Users
Mowve To Top | Email Clear Attempts for All Users
Sort Ascending
Sort Descending
Hide Column

3. Onthe Download Assignment page, select the student submissions to download.

4. Click Submit.

5. Onthe next Download Assignments page, click Download assignments now



Download Assignment: Worksheet 1

4]

Cancel m
W seicctusers

[] Name < Date Grade

] Brown, Tony Friday, June 3, 2011 2:05:30 PM EDT 24.0

# Casper, Chris Friday, June 10, 2011 10:54:46 AM EDT MNeeds Grading
e@l Farrell, Andy Friday, June 10, 2011 9:09:53 AM EDT MNeeds Grading

Download Assignment: Worksheet 1

The assignments have been packaged. Download assignments now. (45 KB)o
Monday, June 13, 2011 10:03:11 AM EDT

6. Click OK to save the file to your computer.

7. Click OK to return to the Grade Center.

Within the downloaded zipped file, each submission's file name includes the assignment
title, username, attachment file name, and a TXT  document with information about the
submission and any student comments.

[ gradebook_earth_sys_sci_Worksheet 1

H =

| Worksheet201_afarrell_attempt_2011-06-10-09-09-53_WORKSHEET20120CC.docx
=| Worksheet201_afarrell_attempt_2011-06-10-09-09-53.1xt
1 Worksheet201_ccasper_attempt_2011-06-10-09-07-30_ WORKSHEETZ20120CC.docx
=| Worksheet201_ccasper_attempt_2011-06-10-09-07-30.txt
|4 Worksheet201_ccasper_attempt_2011-06-10-10-54-46_WORKSHEET20120CC.doex
| Worksheet201_ccasper_attempt_2011-06-10-10-54-46.txt

Al

TIP:When using the Assignment File Download function, the usernames are included
automatically in the file names for easy identification. However, if you plan to

download files one by one from the Grade Assignment page, specify a root file name
for your students to use and ask them to append their last names or usernames to it.



Grading Assignments Offline

You can download an assignment's column from the Grade Center and provide
grades offline.

QUICK STEPS: Downloading Grade Center C olumns

1.

In the Control Panel , expand the Grade Center section and select Full Grade
Center .

In the Grade Center, on the Action Bar, point to Work Offline to access the
contextual menu.

Select Download .

Grade Center: Full Grade Center

Create Calculated Column % Filter Wark Offline
pload

Download o
On the Download Grades page, selectthe Selected Column option and choose

the assignment's name from the drop  -down list. Optionally, select the check box
to Include Comments for this Column , if you want to type comments offline.

The Options section defaults to settings that will allow you to open the file in a
spreadsheet program, such  as Excel. Change these options, if needed.

Select the option for the  Download Location . If you select My Computer , you do
not use the Browse function. If you select Content Collection , you may Browse for
the correct course folder.

Click Submit.



On the n ext Download Grades page, click DOWNLOAD and save the file. Do not
change the file name while saving, as the Grade Center needs the information it
contains to deliver it to the appropriate column when uploading your

completed work.

Working offline, type grades in the assignment name column. Be sure to

overwrite the text: Needs Grading . If you have chosen to include comments,

type comments inthe  Feedback to User or Grading Notes columns. While you
can use limited HTML in the comments, the full features o f the Text Editor are not
available offline. You can attach files or format text after you have uploaded the
completed grades. Insert links within comments to rich media, such as images or
sound files online.



