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Online assignment handling - Instructions for registry

Marked assignments
Once a tutor has entered the grade/comments for a submission you should get an email notification asking you to confirm/adjust the mark

To confirm/adjust a mark
Either
· Click on the link in the email to open the grading window for that submission
· If you are not already logged in to the system, you will need to login before being allowed to proceed

or

· Log in to the course Moodle
· Click on the link to the relevant assignment; click the link towards the top right hand corner of the screen to view the submitted assignments; follow the link to 'Update' the 'Status' of the relevant submission which will open the grading window
· The student's details are shown, together with their submitted files and word count
· The grade given by the tutor is shown in the drop-down menu and their comments in the text box
· Edit as required
· Check the checkboxes to 'Confirm grade' and 'Send notification emails'
· Either 'Submit changes' to save and return to the 'View submissions' screen or click 'Save and show next' to get the grading window for the next student
· Email notifications will be sent to the student and to the tutor
Extension requests
You should receive email notification of any extension request, stating that the course director has been notified to approve/reject it. Once they have done this, you should receive another email informing you of their decision and requesting you confirm/amend their decision, and to notify the student.

To confirm an extension decision
Either
· Follow the link in the email to open the extension request window
· If you are not already logged in to the system, you will need to login before being allowed to proceed

or

· Log in to the course Moodle
· Click the 'Extensions' link in the 'Activities' block in the Moodle  (or, if available, the 'Pending' link in the 'Extensions' block)

· follow the link to the relevant extension request to open the request window
· The details are shown, including any files the student has uploaded to support their request
· Private notes are not visible to the student; those marked 'Feedback' are visible to the student
· Edit as required
· Check the checkbox 'Notify student'
· Click 'Save changes'
· Email notifications will be sent to the student, the tutor and the course director.
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