Download and Grade Assignments

OVERVIEW

A new grade column is automatically added to the Grade Center when an assignment is

created. Instructors can manage the assignment grades and feedback to students through
the Grade Center.

1. In the Control Panel, click on Grade Center under the “Assessment” menu.
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The Grade Center Spreadsheet will appear on screen.
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DownNnLoAD ASSIGNMENT FILES

Instructors can download all submissions for an assignment
at one time.
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Download and Grade Assignments (continued)

The “Download Assignment: Assignment Name” page will appear on screen, with a chart
listing of all the students in the course, date the assignment was submitted, and if the
grade is available or needs grading.

2. Under section 1, Select Students, check each student whose file you wish to download,
or click Select All to download all assignment files needing to be reviewed.

n Select Students This column will show the status
of the assignment grade.
—» Salect All | Select Ungraded | Unsalect Al *
Name Date Grade
— | Ausubel David Thursday, August 16, 2007 11:57:41 AM EDT 52
Bloom, Benjamin | Med Avaitable

r Bartiatt, Frodor Thursday, August 18, 2007 11:25:58 AM EDT | Maeads Grading

[ Dewey, John Thursday, August 16, 2007 114117 AM EDT | Needs Grading
Maontessori, Maria | Mot Avaitable
[ | vygotsky, Lev Thursday, August 16, 2007 11:37:10 AM EDT | Needs Grading

[ | Shannon, Claude Thursday, August 16, 2007 11:35:16 AM EDT | Needs Grading

Gagne, Robert Mot fvaitable
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3. Click Submit to finish.

The assignment files will be packaged into a .zip file to download onto your desktop.

The assignmenis have been packaged. Download assignmenis now. (13 KB)

A

4. Click Download assignments now, and save the file to your desktop.

5. Double click the .zip file to open the folder containing all selected assignment files. Each
file name contains the assignment title, student username, and file name given by the
student.
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Download and Grade Assignments (continued)

GRADE THE ASSIGNMENT

To grade the individual student assignment:

E Assignment Re ¥

| |u ¥ 1. In the Grade Center spreadsheet, click the arrow next to the

* | Grade Domlls <€—4— exclamation point in the grade cell, and click Grade Details to
1 Exempt Grade ' view the individual student assignment submission.
- Ciosa Manu

The “Grade Details” page appears on screen, giving an overview of the grade item, the
attempts by the student, and the history of the assignment submitted by the student.
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2. In the "Attempts” section, click on View Attempt under the “Action” column.
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Download and Grade Assignments (continued)

The “Grade Assignment” page appears on screen.
Section 1, “Assignment Information,” shows the original assignment information.

Section 2, "User’s Work,"” contains the student’s submission and comments for the
assignment.

[ o
ﬁj Grade Assignment: Assignment Review

Do not click “Clear Attempt.” You
@ Assignment Information will lose all assignment data and files
submitted by the student.

Mame Assignment Review
Instructions Reviewing the assignmant ol in connect nnbilh the new grade canber.
Clear Attempt Click this button o clear this atempl  Cloar Atlemst
€) User's Work
User's Comments [Ive attached the completed assignment.
User's Files % test doc.dos

3. Click the link next to “User’s Files” to download the student’s work.

4. Under section 3, “Feedback to User”:

&) Feedback to User
Grace <o Enter in a Grade for the assignment.

Co M
Insert any Comments on the assignment to send

back to the student.

Add one or more attachments, such as an edited version of
the student’s paper with additional comments.

"

Astach local Tike ir =
or Copy fla from Conbent Collection | B T -
Curremily Attached Files: ddd Anolbvar Fia
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Download and Grade Assignments (continued)

5. Under section 4, “Instructor Notes,” add Notes or Files on the assignment available only
to the instructor to view, such as reminders for why the student received a certain grade.

£} Instructor Notes

Kotk
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6. Click Submit to enter the grade.

The grade will be automatically uploaded into the Grade Center. Students will be able to

view the assignment grade and instructor feedback by clicking on the original assignment
in the course, or click on the grade in their “My Grades” view.
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Download and Grade Assignments (continued)

UprLoAD ASSIGNMENT FILES

Once an assignment has been graded, Instructors can upload corrected assignment files as
well as provide feedback to the students through the course Grade Center.

0 ¥
7 (Brace Detalls — 1 1.In the Grade Center Spreadsheet, click the arrow next to the
[t e 1 individual student assignment, and click Grade Details.
Exarmpt Grada
- Closa Mani

The “Grade Details” page for the individual user and assignment submission will appear
on screen.

2. In the "Attempts” area, click on View Attempt under the “Actions” column.

Attempts

Jur 5, 2008 Jun 5, 2008 1:28:20 |8 Ve Atel

1:26:20 PR P : i
1”35{]’5 Ciaar AHamgt |
Graging ) Moty Atiampl

The “Grade Assignment: Assignment Name” page appears on screen. Section 1 lists the
details of the assignment, and section 2 includes the student’s submitted file and any
associated comments.

3. Under section 3, “Feedback to User"”:

€) Feedback to User ,
Enter in the grade the student

Grace — i )
' oulof 1004 <4 received on the assignment,
Cofimddna . A .
Enter in any comments relating to the given
grade,
And optionally attach a file (such as the
corrected version of the assignment).
-
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o Copy fe Troen Conbent Collection Brossse. .
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Download and Grade Assignments (continued)

4. Under section 4, “Instructor Notes,” enter in any notes or reminders relating to the
assignment grade. This area is viewable only by the instructor.

€) Instructor Notes
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5. Click Submit to finish.

The grade and comments will be updated in the Grade Center spreadsheet, and available
to the student to view in the assignment submission area, or their “My Grades” area.
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