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Online assignment handling - Instructions for tutors 

Assignment submission

If set in the preferences when the assignment was set up, you will get an email notification whenever a student submits an assignment. If groups have been set up that assign students to particular tutors for certain assignments, this acknowledgement will be sent only to the tutor of that student's group. If email notification has been disabled for a particular assignment, you will need to access the Moodle to determine which students have submitted their assignment files. 
  
To check the status of all submissions for a particular assignment either:

(a) follow the link given in the email notification

· If you are not already logged in to the system, you will need to login before being allowed to proceed

· The next screen lists the students and any files they have uploaded/submitted
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· If any work has been marked, the marks and comments will be shown. The grade will be provisional until Registry have approved release of the mark to the student

or
(b) login to the main Moodle screen 
· Click the link to the relevant assignment (either directly or following the 'Assignments' link in the 'Activities' block)
· The instructions for the assignment and relevant dates are displayed
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· The number of submissions will be shown towards the top right hand corner of the screen. If there have been any submissions, details may be viewed by following the link
· The next screen lists the students and any files they have uploaded/submitted
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· If any work has been marked, the marks and comments will be shown. The grade will be provisional until Registry have approved release of the mark to the student

Downloading assignments to mark
· Click on the link to the relevant assignment
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· Click on the link towards the top right hand corner of the screen to view the submitted assignments
· If you only want to list those for your group of students, choose your group from the drop-down list for 'visible groups' at the top left of the screen
[image: image5.png]Ele Edt View Hstory Bookmarks Toos Help

® cxao

[Fttp:fimassmoodie conted. o ac.kimodassignment/submissions.phe?id=71

Google

2] Mot visted 4 Getting Started

Google | Bridgst _ Books _ Restore | Lstest  Restors2 _ OnScreenMarkng | GIS&Data  CaseStudes  Goods .. LatestHeadines

Course: ADLH testing of MASS

MAS5 - moodle test server

TALL: Assignment 2.

TALLTEST

Visible groups [All participants =/

. Firstname Provisional  Grade
Surname ¥ = grade = =
;uaemDa\e (Conted g7 /400 19;01
{Coneasn 70100 0
Mike Taylor 97/100 19;0’
Student Test 0/100 07100
Student2 Test - -
Student3 Test 157100 :gol
(Comensian 011100 0
Dave White - -

I |

massmoodle » TALL b Assignments »- Assignment 2 b Submissions

Firstname  ANABCDEFGHIJKLMNOPQRSTUVWXYZ
Suname  AIABCDEFGHIJKLMNOPQRSTUYWXYZ

Comment -

Well done

Remarkably

Youwin a

Apparertly

Blah

Love the

Last modified (Student) -
@ Picture2 jg ] Test_file_2 doc
Thursday, 22 July 2010, 12:04 PM

(1 Extension, to 22/07/10, 17:00)
3 Picture2 jog [#] Test_file_2 doc

Wednesday, 21 July 2010, 10:31 AM
(1 Extension, to 21/07/10, 17:00)

[@ Picture1 jpg (] Test_file_3 doc
] Test_file_a doc

Wednesday, 26 July 2010, 11:16 AM
@ Picture3 jpg ] Test_file_3 doc

Friday, 23 July 2010, 11:33 AM
(1 Extension, to 22/07/10, 17:00)

() testbt

Monday, 16 August 2010, 03:12 PM
@ Picture2 jpg ] Test_file_2 doc

Wednesday, 21 July 2010, 10:26 AM
(1 Extension, to 22/07/10, 17:00)

Zip & Download all submissions

Word
count -]

15

100

666

123

Last modified (Teacher)

Wednesday, 26 July 2010,

11:09 AM

Wednesday, 26 July 2010,

11:09 AM

Wednesday, 26 July 2010,

03:22 PM

Wednesday, 26 July 2010,

03:22 PM

Friday, 20 August 2010,
04:52 PM

Wednesday, 26 July 2010,

11:09 AM

Submissions shown per page[10 @
Allow quick grading T~ @
Save preferences |~

See all course grades

Sta}us
Wiew
Wiew
Wiew

Wiew

Wiew

Wiew

Update this Assignment

Final

grade =

97.00 B

75.00 @

97.00 @

000

1500 ()

9100 @

-8

Dore

4





· You may click on each individual file to open it or save it to your computer. Alternatively you can, in a single action, download all submitted files to your computer by clicking 'Zip & Download all submissions' and save the resulting zip file (this downloads the work for all the students who have submitted, regardless of tutor group; it is not possible to select those to download)
· The zip file is identified by the date and time (hour & minute) of download so any later downloads should not overwrite earlier ones
· Double click the zip file and locate the files within the given file structure
· Open each file to mark it, making a note of grades and comments
· Note that comments may be given to students in a variety of ways (not all of which you will wish to use)

· within their marked script (for example, using the 'Comment' function within Word)

· as a separate comments file generated by the tutor and uploaded to the Moodle

· within the 'comments' box in the Moodle grading window (see below)

· within the 'comments' box in the 'quick grading' screen (see below)

Uploading marks and comments

· If hard copies of marked scripts are to be returned, these must be handed to Registry

· Return to the Moodle to upload grades, comments, electronic versions of marked scripts and any associated files such as specimen answers
· Click the link to the relevant assignment and then the link to view the submissions
· If you only have grades and comments to enter (and no files to return) you can use the 'quick grading' feature; otherwise you need to deal with each student individually

Quick grading

· Check the 'Allow quick grading' checkbox at the bottom right of the screen and click 'Save preferences'
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· For each student, enter the provisional grade and any comments on their assignment

· Do not close the window or go to another screen before having saved your actions 

· Click 'Save all my feedback'
· The 'Status' for the submission should now be 'Update'. Clicking this link enables the grade and comment for that individual to be edited if required (as in the method below) at any time before registry confirm the mark to the student

Individual marking

· Click 'Set grade' for the relevant student to open a new grading window
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· The student's details are shown and their submitted files and word count
· If you have files to return to the student (e.g. marked script or specimen answer) these must be uploaded before entering a grade or comments
· Use the 'Browse..' button to locate the first file on your computer; double click on the filename to enter the file into grading window; click 'Upload this file'; repeat for all the files you need to return to this particular student
· Uploaded files are listed under the 'Upload this file button; if you need to delete a file, click on the [image: image8.bmp] icon next to the filename
· Only when you have uploaded all the files for this student (e.g. marked script or specimen answer) should you continue

· Use the drop-down menu to enter the grade
· Enter comments into the text box
· Do not close the window or go to another screen before having saved your actions

· 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

Late submissions

Unless directed otherwise by the course team, any work submitted after the due date should be marked as above. The system will flag the date/time of submission and whether it was after the due date, so that any necessary penalties may be applied by the administrative team.
Extensions
If the course regulations allow it, some students may have applied for extensions to an assignment deadline. These will be referred to the Course Director for approval/rejection and tutors will be notified by email of the decision. At any time, the current status of all extensions may be followed from the 'Extensions' block within the Moodle.

Work should be marked in the normal manner.
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