[image: image1.jpg]PRIFYSGOL CYMRU ———
S Y Drindod Dewi Sant
UNIVERSITY OF WALES

Trinity Saint David





Staff Guide

Understanding & using the assignment tool

[image: image2.png]



Content


4A
Assignment Types


41) Advanced Uploading of files


52) Online text


53) Upload a single file


54) Offline activity


6B
Advanced uploading of files


61
Uploading assignment details


82
What students’ see when uploading work


93
Marking, feedback and grading


93.1
Downloading assignments for marking


103.2
Uploading grades and feedback/annotated script


113.3
What students’ see


13B
Online text


131)  Assignment setup


152)  What students’ see:


163)  Feedback and grading


18C
Upload a single file


18Uploading assignment details


181)  Assignment setup


202)  What students’ see:


213)  Downloading assignments


224)  Using the Grading system options


23D
Offline Activity


241)  Assignment Setup


242)  What students’ see


253)  Uploading grades & comments


27Appendix 1 - Downloading and using ‘DownThemAll’



(To use DownThemAll you need to use Firefox as your internet browser)
Introduction

The assignment tool in Moodle has a number of possibilities and options and can be helpful for tutors to manage assessment; for example allows students to submit work through Moodle, and teachers to give grades and feedback., specifically it can allow you as a tutor to:

· Add details of the assignment and any related files to the course homepage for students to access at any point during their module

· Students can upload their assignments to the module site (you can control the parameters in relation to when they are able to do this)
· Collect assignment submissions through Moodle

· Provide student grades and feedback.

· Student can download their feedback from Moodle.

This guide will lead you through the process of setting up the assignment activity tool.  

A
Assignment Types

You can choose from 4 options within the assignments tool:
A. Advanced uploading of files

B. Online text

C. Upload a single file
D. Offline Activity

You can see your choices by Turning the editing on and going to the Add an activity box, they are listed under Assignments at the top
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1) Advanced Uploading of files
Advanced uploading of files is the most flexible of the assignment options.  It allows students to upload multiple documents (tutors being able to set the number up to 20), submit drafts and gain feedback on these before final submission.
2) Online text
Online text allows users to edit a text within the module environment using the normal editing tools within Moodle. Students therefore can type straight into the module and tutors can grade and add comment or change entries within the students’ text.
3) Upload a single file
Single file uploading as the name suggests allows tutors write assignment instructions and students upload a single file (Word, PDF, Image etc).  Tutors are then able to download the file, mark and upload the annotated scripts and grade, but are not able to upload separate feedback on documents.
4) Offline activity
Offline activity is for assignment information.  The student does not undertake the assignment within Moodle nor can a student upload a document into this area.  Here tutors pass on instructions, so for example if the assignment was to prepare a presentation and present to class, here you post the details.  Once completed, you can upload the grades to this area.
B
Advanced uploading of files
As noted above, this is the most flexible options within the assignment tool, as a result there is slightly more steps to setting it up.  The sections below will guide you through:
1) Assignment Setup
2) What students’ see when uploading their work
3) Marking, feedback and grading

3.1
Downloading assignments for marking
3.2
What students’ see 
3.3
Uploading grades and feedback/annotated script
4)
Uploading grades and feedback/annotated script

1
Uploading assignment details

Remember you need to:

Turn the editing on, then:

Go into Add an activity and then

Click on Upload a single file activity
You will come to the screen below.  Complete the boxes with the assignment information.  Remember to make the assignment name relevant and the instructions clear.

Advanced uploading of files option gives students flexibility to upload as many files as they wish (or you have stipulated).  As a result there are a number of options within the settings you can consider applying, the most useful ones are:
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2
What students’ see when uploading work
Students see an area where they are able to upload their files and leave a cove note:

Students upload files in the usual way (Browse, select, upload)

They can also click on Edit to add a cover note

Once it is complete click on Send for marking.
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	(
TIP
It is important to have a naming convention for document for example:


First name followed by Surname followed by assignment name

If you are marking anonymously then:


Student number followed by assignment name




3
Marking, feedback and grading

From the assignment page (looks the same as the students’ page) you will also see on the right side of the screen a link to the grades page where you see a summary of all students work and can upload student marks and feedback:  Click on the link that will tell you know many assignments have been uploaded:
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This will bring you to the grade book area with all your students’ names and assignment details.  In the example below, you can see Kathryn James has uploaded 3 documents with a cover note, and Elisa Conti has uploaded 1 document with no cover note.
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3.1
Downloading assignments for marking

There are 2 ways to download assignments, the second is detailed in Appendix 1, here we will concentrate on the first.
1) Click on each individual document and save it to your hard dive in the usual way. Then in the usual way you can make it, Open the document, Save, print/annotate electronically and write feedback.  You will need to do this for each document uploaded (so in the above example you will need to do this 3 times for Kathryn James).
2) If you want to download a group of documents or all the documents within the module, you need to download a small piece of free Firefox software called ‘downthemall’.  Appendix 1 details how to download this software and use it.

So, once the assignments are marked you are ready to enter your grades and upload your feedback.  (I do not detail electronic marking here, but do assume you are uploading some form of electronic feedback sheet - this could include the annotated assignment script).
3.2
Uploading grades and feedback/annotated script

Go back into the Grade book area
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Click on Grade, this will take you to the window below, you will see:
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Enter a grade in the Grade box
Write general comments in the comments area (these will be seen on the students’ module page

Under Response files click on Browse and upload your feedback/assignment file in the usual way

Click on Upload this file for each piece of work you wish to submit

Click Save (or Save and show next for the next student)
You will need to repeat this for each piece of work.
Once you have completed uploading your feedback you will see your documents listed within the grade book area (see below).
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Within the Grade Book, Tutor collective feedback and grades will appear in the relevant columns (only tutors see this)
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3.3
What students’ see
The student will see your feedback, plus the original documents within the assignment area of the module
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B
Online text
The online text tool allows students to write directly into the Moodle module page and for you as tutor to annotate this page.  Neither student nor tutor can upload documents into this page.
This guide will take you through:
1)  Assignment set up
2)  What students’ see
3)  Commenting and feedback
Remember you need to:

Turn the editing on, then:

Go into Add an activity and then

Click on Upload a online text

1)  Assignment setup

You will come to the screen below.  Complete the boxes with the assignment information.  Remember to make the assignment name relevant and the instructions clear.
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2)  What students’ see:

Students will see the assignment information and instructions and the deadline.  

	(
Tip

It is good practise to use this area to relay information about the assignment and how to use the tool, especially if this is the first time students have used the online text tool
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Students need to click on Edit my submission.
The following screen will appear:
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Students type straight into the text box, note the editing tools.
3)  Feedback and grading
The students’ answers/work will appear on their Moodle module page.
As tutor you will receive an email (if you have turned the alert on) and at the top of the assignment page you will be notified how many assignments have been submitted.
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Click on this link and it will bring you to the Grade Book, in this example only one person has completed the assignment.
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Click on Grade
Click on Grade will bring you to the screen below.  You will see the Grade on the right and a box to annotate the student text below.
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Once you have completed your annotation, save changes
	(
TIP
It is a good idea to change the colour of your text and bracket your comments.  This will make this easily and quickly visible to the student, remember your choice of colour should have contrast, try dark blue or green.



The annotated text and grade will appear in the students module page and within your grade book summary sheet.
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C
Upload a single file

With this tool, tutors upload within their module space assignment instructions and students upload a single file (Word, PDF, Image etc).  Tutors are then able to download the file, mark and upload the annotated scripts and grade, but are not able to upload separate feedback on documents.

This guide will take you through:

1)  Assignment set up
2)  What students’ see
3)  Downloading assignments

4)  Using Grading system options

Uploading assignment details

Remember you need to:

Turn the editing on, then:

Go into Add an activity and then

Click on Upload a single file activity

1)  Assignment setup

You will come to the screen below.  Complete the boxes with the assignment information.  Remember to make the assignment name relevant and the instructions clear.  Then you have a number of options within the settings:
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2)  What students’ see:
Save and return to your module page both you as the tutor and your students will see:
The assignment details
The date and time the assignment is available from until it is closed

An area to upload their assignment document into
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Students upload their documents in the same way as they would an email, simply browse, select and upload.

	(
TIP

It is important to have a naming convention for document for example:


First name followed by Surname followed by assignment name

If you are marking anonymously then:


Student number followed by assignment name




3)  Downloading assignments
As a tutor, you will also see a link to the grades page where you can upload student marks:

Click on the link on the right side of the screen:
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This will bring you to the Grade Book an area with all your students’ names with the details of their assignments uploaded.
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Just click on each document to download to your hard drive, you will with go through familiar steps or opening or saving the document.
4)  Using the Grading system options

Within this option there is only one way you can return feedback and your mark to your students.  That is to complete the grade sheet.  The system does no allow you to upload documents (feedback sheet or annotated assignment)
Adding a grade and / or comment 

This is the fastest way to use the grade book in Moodle.
At the bottom right side of the screen click on Allow quick grading.  
Click on this and Save Preferences, you will see the interface change and you can type straight into Moodle.

Once you have completed your making click on Save all feedback
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D
Offline Activity
This is an area for assignment information.  The student does not undertake the assignment within Moodle nor can a student upload a document into this area.  Here tutors pass on instructions, so for example if the assignment was to prepare a presentation, and present to class, here you post the details.  Once completed, you can upload the grades to this area.

This guide will take you through:

1)  Assignment set up
2)  What students’ see
3)  Uploading grades and comments

Remember you need to:

Turn the editing on, then:
Go into Add an activity and then
Click on Offline activity

1)  Assignment Setup 

You will come to the screen below.  Complete the boxes with the assignment information.  Remember to make the assignment name relevant and the instructions clear.
You can see from the date section you are able to open and close the dates you wish the students to view the assignment details.  Scroll down to the bottom of the page and save and return to the course.
[image: image31.png]Assignment name* [ How do swallows find their way home

T — pe e

Osdlol@

For this assessment you will need to prepare a 15 minute presentation on
how swallows find their way to the UK and to the same building from South
Africa. You can use as may props s you like including the internet, g

[Path:_body » divé#page

Grade B [1gg v]

Available from 1575 [5un

¥| [2010 %] [12¥] [15¥] Cpisaple

Due date [3575) [june ] [2000¥] [12¥] [15¥] Cpisable

Prevent late submissions





Save and return to your module page.

2)  What students’ see

Both you as the tutor and your students will see the assignment details:
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3)  Uploading grades & comments

As a tutor, you will also see a link to the grades page where you can upload student marks:

Click on the link on the right side of the screen:
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This will bring you to an area with all your students’ names and grades:
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To upload a grade and comment for a student simply click on Grade:
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You can save your changes or go onto your next student, so speeding up the process.

On your page you will see the details of the assignment marks:
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On your students page it will show as Feedback from your Teacher with the grade and comments under the assignment details.
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Appendix 1 - Downloading and using ‘DdownThemAll’
Introduction - what is DownThemAll?

DownThemAll is a useful extension to Firefox (sorry if you use Internet Explore then you are not able to use this tool).  It allows you to download all the documents in your Moodle Grade book in one click, thus ameliorating the need to click on and save each individual assignment one at a time.

1
Make a folder

Make a folder for your assignments where you wish to download them to, as DownThemAll will send them there automatically.

2
Download the tool

Download this tool from:

https://addons.mozilla.org/en-US/firefox/addon/201/
Once you have added this tool,
3
Open your Grade Book page

Open the page in Moodle with the assignments you would like to download (remember you will need to do this in Firefox)

4
Open DownThemAll 
Choose Tools, DownThemAll from the Firefox drop-down menus at the top of the page
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5
Choosing your files
DownThemAll will show links to ALL the files on the page that you currently have open (see section below), this can look like a lot.
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|#] http: learning. lamp. ac. ukfmod/assignment fsubmissians. php?ids submissions. php

(8] http: iearning.lamp. ac. ukjmodjassignment submissions. php i submissions. php




6
Finding the right files

Your assignment files in Moodle will have MODDATA

 as part of the extension.  Therefore, you will need to find and download only the files with "moddata" as part of the file name.
To do this look at the bottom of the page and look for the box Fast filtering
Enter ‘moddata’ in this box.
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From the example above 4 files are chosen

Select the files you want to download and choose a location on your hard drive (the folder you made at the start) to save them to.
Click on Start from the bottom right of the screen
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Files will be downloaded to a folder you specified. 
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TIP
It is important to have a naming convention for document for ease of identification for example:


First name followed by Surname followed by assignment name

If you are marking anonymously then:


Student number followed by assignment name




Ensure the name and description clear and relevant. Use this area to relay information about the assignment, especially if this is the first time students have used the online text tool.  It would be good practise to explain to students how the tool works.





Areas marked with * must be completed.  








Most tutors prevent students from submitting late, and then extensions can be granted as per protocol. 





Set the date/time students can view the assignment and the deadline for submission





Details





Date/time





Upload area





Ensure the name and description clear and relevant. Use this area to relay information about administrative and academic information such as file naming conventions, cover sheet instructions, statements about plagiarism, and other students support information.  In addition to deadlines, add information about when and how students will receive feedback.





Areas marked with * must be completed.  








Ensure the name and description clear and relevant. Use this area to relay information about administrative and academic information such as file naming conventions, cover sheet instructions, statements about plagiarism, and other students support information.  In addition to deadlines, add information about when and how students will receive feedback.





Most tutors prevent students from submitting late, and then extensions can be granted as per protocol. 





Set the date/time students can view the assignment and the deadline for submission





These options allow:


Set a maximum file size for total submission


Maximum number of files you allow students to upload (20 max)


Set up an email alert to let you know when a work is submitted 


Allows students to send a cover note with their work








Grade box





Area for general comments - students will see these comments in their module page





Upload area for feedback & annotated scripts





Student documents





Tutor returned assignments or/and feedback appear under the Browse bar





Student Originals 





Student Originals 





Tutor feedback, general & grade





Set the date/time students can view the assignment and the deadline for submission





Areas marked with * must be completed.  








Most tutors prevent students from submitting late, and then extensions can be granted as per protocol. If you allow students to resubmit they will be able to continue to do so even after the deadline has expired





Useful options allow:


Set a maximum file size for total submission


Set up an email alert to let you know when a work is submitted 





Options:


Allow resubmission, allows students to resubmit after marking and grading.


Set up an email alert to let you know when a work is submitted 


Comment inline - we will come to, it allows tutors to comment within the student text.
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