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Preface

This guide explains how teachers can use e-Racer to manage their courses and interact with
students.

In this chapter:

= About e-Racer

= Intended audience

= Conventions used in this guide
< For more information

= Providing feedback
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About e-Racer

e-Racer is a web-based learning management system, or LMS. e-Racer is a component of
Jenzabar’s Internet Campus Solution (JICS), an online portal where members of your school
community can collaborate. At most sites, e-Racer’s functionality is accessed through the
Academics tab in your portal (though your setup could be different).

Intended audience

This guide is intended for faculty members (people who are members of the Faculty role in JICS).
Portal administrators — people who are members of the Administrators role — may also find this
guide useful.

This guide is intended for sites using version 1.6.x of e-Racer. It covers features of e-Racer and
some features that are considered part of base JICS.

For an overview of features covered by this guide, see the Introduction on page 19.

Conventions used in this guide

This following sections describe conventions used in this guide.

Terminology

This guide refers to your JICS site as the portal. Your school probably has its own name for this
site, but portal is the term that we use generically for any JICS web site.

Additionally, your school probably uses its portal in conjunction with another Jenzabar product,
such as Jenzabar CX or Jenzabar EX. This guide refers to each of these as the ERP system. Each
ERP system has its own documentation. If you need help locating ERP documentation, check with
your portal administrator.

lllustrations and logos

14

The illustrations in this guide were created using the default artwork and site design in effect
when JICS was installed. If your site has been customized with your school’s own logos, artwork,
and content, your view will differ.
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Typographical conventions

The following table summarizes the icons and typographical conventions used in this guide.

Style Description

black bold Indicates a term that is being used and defined for the first time.
Also used to introduce procedures and for emphasis.

gray bold Used to quote the names of labels and options as they are displayed

in the portal interface.

gray bold italic

Used to represent text in system-generated messages and labels,
when the text would vary depending on the name that you gave
something. For example, when you edit a page, the system displays
a label that says Edit page name of page, where name of page is the
name of your page.

italics Used for document titles and for emphasis.

blue Indicates that the text is a hyperlink to either another place in this
document or to a URL.

monospace Used for file names, menu paths, and text that you enter.

italic monospace

Used to identify user input in situations where the text is not literal.
For example, if we want you to enter the name of a course you teach,
this might be represented as YourCourse.

This icon is used alongside a note or a recommended practice.

This icon is used alongside a cautionary note.

15
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For more information

In general, more information on your portal is available at MyJenzabar.net (http://
www.myjenzabar.net/ics/).

This section assumes that you have permission to log in to MyJenzabar. If you do not have
permission, check with your portal administrator. Note that your portal administrator may also
be able to brief you about any defects that exist in the product.

e-Racer

Additional titles that cover e-Racer include:
< Faculty Guide (this document)

= Release Notes

To find these documents, log in to MyJenzabar and choose Support > e-Racer > e-Racer V1.6
Resources.

There is also an upgrade guide for e-Racer available at Support > e-Racer > e-Racer installers.

Learning Tools

A recorded demo of the Learning Tools portlet is available at Support > e-Racer > e-Racer V1.6
Resources.

Base JICS

Additional titles that cover JICS include:
= Installation Guide

= Administration Guide

= Release Notes

To obtain any of these guides, log in to MyJenzabar, choose Support > JICS - CRMs > JICS
Downloads for your ERP system, then use the sidebar at the left to navigate to the appropriate
page.

Constituent Relationship Modules

If you are looking for details on a portlet or feature that is not covered by this guide, it may be
associated with a Constituent Relationship Module, or CRM, and covered by a different set of
documentation. Check with your portal administrator for details.

16
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Providing feedback

If you have comments or suggestions about this document, please e-mail them to
JICSDocumentation@jenzabar.net.

17
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Welcome to the e-Racer learning management system.

Introduction

e-Racer is a component of JICS that lets you manage the course sections you teach and interact

with students. You can use e-Racer to track attendance, create assignments, and much more. This
introduction is designed to acquaint you with the basics of e-Racer and help you navigate the rest
of this guide more easily.

In this chapter:

Key concepts

Navigating to a course context
About your course context
Portlets available for adding
Other tools

Additional contexts
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Key concepts

Within e-Racer, a series of pages known collectively as a context. For each course section you
teach, you will have a course context, which is the place where you can prepare materials for your
students, and where students can interact with you and with one another. Depending on your
responsibilities at your institution, you may also have permission to manage additional contexts.

A context is made up of pages, which host portlets. Each portlet is associated with a specific type
of content or activity. For example, the Announcements portlet lets you publish announcements,
the Handouts portlet lets you post handouts, and so on.

The ability of a user to view pages and use portlets will vary depending on the roles to which that
user is assigned. Each role is associated with different privileges, and you have the opportunity to
fine-tune these privileges each time you manage permissions for a particular page or portlet.

This section describes these concepts in greater detail.

About the default template

20

e-Racer comes with a default template for course contexts that includes specific pages and portlets.
However, it is possible for your school to develop its own template, which could include more or
fewer portlets, as well as a different layout.

If your school is using the default template, then you may want to refer to the navigational
instructions in this guide for navigating to certain key portlets. If you are using a custom template,
or if you have manually modified the layout of a particular context, then the navigational
instructions in this guide may not apply to you.

Additionally, depending on your school’s JICS setup, some portlets may not be available.
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How a faculty member uses the course context

In general, you can use your course context to do the following types of things:

Track attendance.

Post a list of readings.

Distribute handouts.

Post useful links.

Send e-mail to the entire course, or to selected students.

Start, participate in, and monitor discussions in forums and chatrooms.

Create tests for students to complete online.

Track assignments that are completed outside the portal.

Enter scores for other criteria, such as participation, that you want to affect students’ grades.

Configure the system to generate students’ grades for the term based on their assignment grades
or attendance, or both.

Review students’ midterm and final grades and submit them to your school’s ERP system (for
example, Jenzabar EX or CX).

21
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How students and others use the course context

22

The behavior of a course context varies depending on the permissions of the user.

Students

Typically, students use the course context to do the types of things:

= Complete online tests and upload files.

= Participate in forums.

= Review their attendance records.

= Review their grades — both for individual assignments and for the term overall.
= Download handoults.

= Communicate with other students via chatrooms and e-mail.

By default, all students in your course sections should belong to the “Students” role. Because of
this, when students go to the course context, they see a view that is similar to the faculty view, but
which has fewer options.

If you need to grant someone student access to your course, you can make the person a “non-roster
student.” This process is described in “Adding a non-roster student” on page 594.

Additionally, some portlets behave differently depending on one’s role — for example, some
portlets let faculty members see details about all students, but a student looking at the portlet will
see details only about his or her own work. At any time, you can see the student view using the
Student Emulation feature, which is described in Chapter 37, “Previewing a context as a student.”

Custom roles

If appropriate, you can create custom roles and give those roles specific permissions. For example,
you might do this if you want certain students to help manage a forum, or if you want a teaching
assistant to be able to grade assignments. The process of creating roles is covered in Chapter 35,
“Creating and maintaining roles.”

When you create a role, you create the role for use solely in one context (such as your course
context). There is a more universal type of role (called base roles, or global roles), but only
administrators of the portal can create these.
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About portlets and related features

The basic unit of content that might be placed on a page is the portlet. This section offers a few
more details about portlets and related concepts.

About portlet views

When you navigate to a page that hosts several portlets, the portlets typically are displayed smaller
than they would be if you maximized them, which you can do by clicking on the name of the
portlet. The initial, smaller view of the portlet is the default view, and the larger view is the
maximized view. Sometimes the maximized view includes more features and more content than the
default view.

About portlet instances

Some portlets can be added to your course context multiple times. Others can exist only once. Each
occurrence of a portlet is a called a portlet instance. For example, your context might have several
instances of the Forums portlet, each devoted to a different subject. But the context can have only
one instance of the Attendance portlet. The behavior and rules governing each portlet are major
topics of this guide.

There are two levels of permissions that pertain portlets:

= Some portlets have “global” permissions (known as global portlet operations), which apply to
all instances of the portlet on the site. In most cases, each role should already have the global
operations that they need, but if you have a user who is having trouble access a portlet, they
might need a global portlet operation. If you need help with this, contact an administrator for
your system.

= Some portlets have permission that apply to only one instance of a portlet. You manage this type
of permission through the portlet instance itself. These permissions are described throughout
this guide, in the sections that pertain to each portlet type.

Details on managing permissions specific to the portlets are described throughout this guide,
usually under headings labeled “Managing permissions.”

Adding pages and sub-sections

If appropriate, you can augment your course context by adding pages to it. For details on adding a
page to your context, see “Working with pages” on page 568.

If you have a large number of pages to add, you might want to group the pages into a sub-section.
When you do this, you are essentially created a sub-context to your course context. A context is
governed by its own set of context-specific roles. So, a sub-context that you create you will not be
able to use roles that you defined at the higher level (the course context). This might be desirable if
you want to put another role in charge of managing the sub-context (but not have that role be able to
manage the course in general). For more details on sub-sections, see “Working with sub-sections”
on page 577.

23
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Navigating to a course context

There are a few ways to navigate to the context for a course section that you teach. The simplest is
through the Quick Links sidebar, which is described below.

To navigate to a course context using the Quick Links sidebar:

1 Log in to the portal.
2 Inthe Quick Links area of the sidebar at the left, expand the link labeled My Courses.

The area expands to show links to all of your course sections.

3 Click the section whose course context you want to display.

T NP P

B My Courses
ENG 320 C -
Renaissance Poetry

My Pages

=T

The system displays the context for the course section. The exact layout of the context may
vary depending on design choices made at your school. For details on the default setup that
JICS uses, see “About your course context” on page 25.

24
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About your course context

This section describes both the key e-Racer portlets and the structure of the default template for
course contexts. If your school has created its own template, or if you have modified your own
context, then the layout described in this section may not match what you see. However, the
behavior of the portlets is always the same no matter what pages or tabs they are associated with. So
even if your school uses a different template, you can refer to the sections below for a quick
snapshot of how the portlets are meant to be used.

Main page

In the default layout, every course context has a Main page, which is the page that is automatically
displayed when you first navigate to the context.

Portlets on the Main page

The default layout of the Main page includes the following elements:

About This Course — You can use About This Course to list details about the course section.
This portlet, though it is named “About This Course,” is actually an instance of the Custom
Content portlet, which is described in Chapter 22, “Custom Content.”

Announcements — You can use this portlet for posting announcements. Announcements can
be posted for all members of the course context or for particular roles or individuals only. For
details, see Chapter 13, “Announcements.”

Bookmarks —This portlet lets you post URLS, or bookmarks, that might be useful to other
members of the context. For details, see Chapter 15, “Bookmarks.”

Calendar — The Calendar portlet can be used to display and manage calendars. Note that the
system creates a calendar for each of your course sections. Each course calendar automatically
lists regularly scheduled meetings of the class. Further, you can manually add events to the
calendar and, when you create assignments, you can configure their due dates to show up. For
details on the Calendar portlet, see Chapter 17, “Calendar.”

Handouts — You can use the Handouts portlet to upload files that you want students to have.
For details, see Chapter 24, “Handouts.”

25
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Other pages in the context

From the Main page — and from any page in the context — you can navigate to other pages using
the sidebar on the left side of the screen. By default, the other pages in the context include the

following:
= Attendance

« Collaboration

= Course Information

= Coursework
« Gradebook
= Syllabus

As illustrated below, each of these pages is listed in the sidebar on the left side of the screen. When
you select one of the pages in the sidebar, the system displays that page and expands the sidebar to
include a bulleted list of the portlets on that page.

T T s e e e

. e et s
Admissions ] Campus Life | Candidate J¥.Y=-1:i[= =30 Student | Faculty | Alumni

You are here: Academics = English - ENG = Renaissance Poetry = ENG 320 C - Renaissance Poetry = Main Page

S T T e et e ey e e = 2= LA S T e de e

o

Finances | Employee

ENG 320 C -
Renaissance Poetry

Attendance

Collaboration

Course Information

Coursework

Gradebook

Main Page

® About This Course

e Bockmarks

® Calendar

® Announcements

* Handouts

e Live from the workshop
& EBlog

* Blog

# Bulletin Boards

e Task Manager

Syllabus

My Courses

My Pages

-
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ENG 320 C - Renaissance Poetry

About This Course

Meeting time and place

Our class meets from 8:00 a.m. to 9:40 Tuesdays and Thursdays at
Strong Hall, room 101.

Your teacher

I'm Laura Martin. My office hours are Mondays and Wednesday, 3 p.m. to
4:30 p.m. You can also make an appointment with me.

Material we will cover

Please check the Syllabus page for details of what this course will cover.
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Bookmarks

New translations

This set contains links to new translations of some of the foreign-
language works we have been studying.
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Attendance
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The Attendance page hosts the Attendance portlet, which you can use to track whether students are
present, tardy, or absent. As part of this, you can use the portlet to specify how attendance is tracked
and manage a variety of preferences. These options are described in Chapter 8, “Tracking

attendance.”

Some settings related to attendance — for example, the extent to which attendance affects students’
midterm and final grades — are configured through the Gradebook portlet, which is described in
Chapter 9, “Configuring the Gradebook.”

Attendance

< August 2010 =

Weekly View

g Add 3 Session

Z Manage Sessions

Settings
Export Full View to Excel

R e L

Most Recent Session

MName Tuesday 8/3
Anderson, Jim @ |Present
Brown, Dana B |Present
Garcia, Ana @ |Present
He, Steve @ |Present

Jackson, George i ] |Present

Jones, Jane @ |Present
Keita, Amy 6 | Present
Mevyer, John 6 | Present
Sato, Lisa @ |Present
Tavlor, Sam @ |Present

Save Cancel

e Tt SRR e i e e e e T T s o, e T e T e,

By default, the content and layout of the Attendance page cannot be modified, which means that
you cannot remove the Attendance portlet, nor can you add other portlets to this page.

Collaboration

By default, the Collaboration page hosts three portlets.

= Forums — The Forums portlet is used for discussions. For details, see Chapter 23, “Forums.”

= Chat — The Chat portlet is an online chatroom. For details, see Chapter 19, “Chat.”

= Coursemates — The Coursemates portlet is an online roster of all students and faculty
associated with the course section. You may want to use this portlet to send e-mail to one or

more students. For details, see Chapter 21, “Coursemates.”

27



Introduction

Course Information

28

By default, the Course Information page hosts only portlet — the Course Information portlet,
which lists details about the course section and the person teaching it. This information is derived
automatically from the system when the course context is created.

About This Course

Renaissance Poetry (ENG 320)
Term: Summer 2010 (UNDG)

Faculty

J Laura Martin @

laura.martin@ju.edu

Schedule

Tue-Thu, 8:00 AM - 9:40 AM (5/1/2010 - &/23/2010)

Description

Renaissance Poetry

T ATROTETR Pk TR e L R, e R T R T R, T m e m TR T e R S s

By default, the content and layout of the Course Information page cannot be modified, which
means that you cannot remove the Course Information portlet, nor can you add other portlets to
this page. The Course Information portlet itself also cannot be modified.
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Coursework

The Coursework page hosts the Coursework portlet, which you can use to do the following:

= Create units for grouping your assignments. You can also set up other ways of classifying
assignments. These are described in Chapter 1, “Setting up the portlet.”

= Create assignments. These can include assignments that students will complete in the portal, as
well as those that might take place offline, such as an oral presentation. This is described in
Chapter 2, “About assignments,” and Chapter 3, “Creating assignments.”

= Add content to online tests. Students log in to the portal to take these tests, and the tests can also
be automatically graded. This process is described in Chapter 4, “Adding content to online
tests.” If you prefer, you can require students to use a special browser that prevents cheating —
this browser is described more in Chapter 5, “Using the e-Racer Locked Browser.”

= Give students grades for assignments and provide other feedback. This process is described in
Chapter 6, “Managing and grading assignments.”

= Review detailed statistics about students” work on a particular online test. Using a feature called
Test Analysis, you can review metrics that show which questions were most difficult for
students, and so forth. This is described in Chapter 7, “Viewing statistics about online tests.”

All of these chapters are part of Part 1, “Coursework.”

Note that, by default, the content and layout of the Coursework page cannot be modified, which
means that you cannot remove the Coursework portlet, nor can you add other portlets to this page.

Gradebook

The Gradebook page hosts the Gradebook portlet, which is used to track students’ overall grades
for the term. The Gradebook portlet automatically imports data from the Attendance portlet and the
Coursework portlet, so you can see at a glance how each student is doing. You can also use the
portlet to do the following:

= Assign “weights” to attendance, and to coursework assignments, so the system can
automatically calculate students’ midterm and final grades.

= Configure how many points (or what percentages) merit an A, B, C, and so forth.
= OQverride a grade that is automatically calculated by the system.
= Provide feedback to students.

All of the above tasks are described in Chapter 9, “Configuring the Gradebook,” and Chapter 10,
“Reviewing and adjusting grades.”

You can also use the Gradebook portlet to submit midterm and final grades to your school’s ERP
system, which is described in Chapter 11, “Submitting grades to the ERP system.”

By default, the content and layout of the Gradebook page cannot be modified, which means that
you cannot remove the Gradebook portlet, nor can you add other portlets to this page.
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Syllabus
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By default, the Syllabus page hosts three portlets:

= Course Syllabus — You can use this portlet to list the agenda for the course section. Though it
is named “Course Syllabus,” this portlet is an instance of the Custom Content portlet, which is
described in Chapter 22, “Custom Content.”

= Downloadable Version —You can use this portlet to host a downloadable version of the
information listed in Course Syllabus portlet. This portlet, though it is named “Downloadable
Version,” is actually an instance of the Handouts portlet, which is described in Chapter 24,
“Handouts.”

= Readings — You can use this portlet to list recommended and required readings. This list can

include a link to an online bookstore, details about the appropriate edition, and whether or not
the reading is required. For details, see Chapter 26, “Readings.”
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Portlets available for adding

If desired, you can add additional portlets to your course context. A few of the portlets you might
want to add include:

Blog — With this portlet you can publish blog posts for students to review — or you can set up
the portlet so that they publish their own blog posts. This portlet is described in Chapter 14,
“Blog.”

Bulletin Boards — The Bulletin Boards portlet lets users post messages for other people in the
course section. A user can respond to the original poster’s message via e-mail (using links in the
portal). This portlet is described in Chapter 16, “Bulletin Boards.”

RSS News Reader — This portlet works as an RSS Reader. This portlet is described in Chapter
27, “RSS News Reader.”

Task Manager — You can use this portlet to assign tasks to other people — such as students or
perhaps teaching assistants. For details, Chapter 28, “Task Manager.”

For a longer list of portlets you can add, see “Additional portlets” on page 303.

The general process of adding a portlet to page is covered in “Creating a portlet instance” on
page 571.

Other tools

This section describes additional tools that support your teaching. Unlike the tools described in
“About your course context” on page 25, the portlets and tools in this section do not store
information specific to any particular course section. Rather, these are general tools you can use to
support any of your course sections or simply to find something you need.

Navigational tools

To assist you with navigating among all of your school’s course contexts, e-Racer includes the
following portlets:

= Course Search — You can use this portlet to search for details about any course sections that

exist in the portal and to navigate to their contexts. This might be useful if you want to review
details about sections taught by other faculty members. For details, see Chapter 20, “Course
Search.”

All My Courses — The All My Courses portlet offers a way for you to quickly navigate to your
own course contexts. This portlet is not included in the default template for course contexts, but
you can add it to your context or to your My Pages area. For details on how the portlet works,
see Chapter 12, “All My Courses.”
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Tools that help you manage materials
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e-Racer includes a few tools that let you manage materials and reuse them in multiple
course contexts. You can also export content into a course cartridge, for use outside the portal.

The File Cabinet

Every member of the Faculty role has a File Cabinet, which you can use to store materials for use
in future course sections. For example, you can store any of the following:

= Coursework

= Bookmarks

= Handouts

< Readings

= Course cartridges

Some of these items can also be created from within the File Cabinet portlet.

The File Cabinet is located on a page within your My Pages context. For most faculty members,
the content and layout of the File Cabinet page cannot be modified, which means that you cannot
remove the File Cabinet portlet, nor can you add other portlets to this page.

For further details, see Chapter 30, “Working with the File Cabinet.”

Copy Course Materials

If you teach the same course regularly, or if you teach similar courses, you may want to copy
portlets from one course context to another. You can do this using the Copy Course Materials
portlet, which you access from the Quick Links area of the sidebar. The idea behind this process is
similar to the idea of saving something in your File Cabinet for later reuse, but with the Copy
Course Materials portlet, you can copy whole portlets in bulk, along with any permissions you
have defined for the portlets. This process is described in Chapter 31, “Copying course materials.”

Export

The Export feature lets you create a course cartridge that includes content from any course context.
Cartridges created this way have a . imscc extension and are compliant with the IMS Global
Learning Consortium’s Common Cartridge v1.1 standard. This process is described in Chapter 32,
“Creating a course cartridge.”

Course Content Import

You can use the Course Content Import (CCI) portlet to upload a supported course cartridge and
integrate its contents into other portlets in your course context. For example, you may want to
import cartridge items into the Coursework, Forums, or other portlets. Supported cartridges are
those that comply with the IMS Global Learning Consortium’s Common Cartridge v1.0 and v1.1
standards. The CCI portlet is described in Chapter 33, “Importing from course cartridges.”
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Tools for previewing your course context

e-Racer includes a feature for previewing your entire course context as a member of any other role.
This feature, called Student Emulation, is described in Chapter 37, “Previewing a context as a
student.”

Tools for creating portal-only elements

e-Racer and JICS also include the following features:

= Course Creator — The Course Creator portlet lets an authorized user create courses that are
defined and managed entirely through the portal (instead of in conjunction with your school’s
ERP system). This portlet is described in Chapter 38, “Creating portal-only courses.”

= Portal-only account creator — The portal-only account creator lets an authorized user create
user accounts that exist only in the portal and not in your school’s ERP system. This feature can
be used only by members of the Administrators role and is described in Jenzabar’s Internet
Campus Solution: Administration Guide.

Additional contexts

In some cases, you may have permission to manage additional contexts besides those for your
course sections.

For example:

= If your school uses the Campus Groups feature, you might manage a campus group, which
means that you would have administrative privileges in the group’s context.

= You may have permission to manage another set of pages within your school’s portal.

In each of the above cases, you may be add portlets, manage roles, and so forth, just as you would in
your course context. For help managing a context, see Part 6, “Pages, sub-sections, and roles.”

Similarly, note that you have a My Pages tab, which is solely for your own use. You have the ability
to add pages and portlets to this tab. In fact, your privileges in this tab are similar to your privileges
in your course context, though note that there is no Context Manager in this tab (because it is not
needed — the tab has no other users besides you).
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Part 1:
Coursework

This section describes how to set up the Coursework portlet, create assignments, and related tasks.
In this section:

“Setting up the portlet” on page 37

“About assignments” on page 65

“Creating assignments” on page 87

“Adding content to online tests” on page 101

“Using the e-Racer Locked Browser” on page 159

“Managing and grading assignments” on page 169

“Viewing statistics about online tests” on page 207



Coursework
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1
Setting up the portlet

For each course section you teach, you can create and manage assignments in the portal. You do
this using the Coursework portlet.

In this chapter:

Key concepts

Navigating to the Coursework portlet
Managing units

Managing types

Configuring the portlet

Managing permissions



Setting up the portlet

Key concepts

This section offers an overview of the Coursework portlet and the assignment-creation process.

About the Coursework portlet

e-Racer includes a unique instance of the Coursework portlet for each course section. This portlet
instance is the place where students and faculty interact with assignments. For example:

= Faculty members use the Coursework portlet to create and manage assignments.

= Students use the Coursework portlet to take tests, review their own work, and view feedback
from faculty.

Assignment classifications

38
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Every assignment in the Coursework portlet is defined using a few key classifications:
= Formats
= Types

e Units

Formats

A Coursework assignment can exist in any of three formats.

Online Test

Online tests are created in the portal, and students complete them in the portal. You add content to
tests using the Test Builder, which is part of the Coursework portlet. Note that online tests are
sometimes generically referred to as “tests,” and you also will also see this format abbreviated

as online.

Upload File

An upload-file assignment is completed outside the portal, but it is uploaded and turned in through
the Coursework portlet. For example, you might use this format for a term paper that is completed
in Microsoft Word and then given to you through the portal. You will sometimes see this format
abbreviated as uploaded.

Basic

The basic format is intended for any assignments or assessments that can’t be tracked easily using
the online-test or upload-file format. For example, you could use the basic format to track
students’ grades on an oral presentation, or their overall participation in the course.

For an additional method of tracking students’ performance, see “Working with evaluations” on
page 248.



e-Racer: Faculty Guide

Types

Each assignment you create must be classified as a particular type. In general, the type is a label that
helps students understand the nature of the assignment. e-Racer comes with several predefined
types, and you can also create your own. The predefined types are:

= Exam

= Homework
< Lab Report
= Paper

= Participation
e Quiz

= Reading

e Test

An assignment’s type is completely independent of its format. That is, an “exam” could be an
online assignment, a basic assignment, or an uploaded assignment. Similarly, a basic assignment
could be a “test,” a “lab report,” or something else. Often, the Coursework portlet will describe an
assignment both by its format and type — for example, as a “basic test,” an “online quiz,” or an
“uploaded paper.”

Related to this, note that while an assignment created using the “online test” format is sometimes
referred to as a “test,” an online assignment can be classified as any type — it can use the “test”
type or any other type.

For details on creating, modifying, and deleting types, see “Managing types” on page 51.

Units

A unit is a group of assignments. In any given instance of the Coursework portlet, you must always
have at least one unit defined. Apart from this restriction, you can create as many units as
appropriate for your course, organizing them with any system you like. For example, you might
create a series of units that represent the general progression of the course (“Week 1,” “Week 2,”
and so on), or your units might coincide with topics you will cover (“Faulkner,” “Hemingway,” and
so forth).

For details on creating, modifying, and deleting units, see “Managing units” on page 44.
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Understanding the default view

The default view of the portlet varies depending on one’s role — faculty and students have
different views.

A main feature of both the faculty and the student view is a list of assignments. As the faculty

E member teaching the course, you can organize this list in a few different ways (and when you do,
it changes for all users). The process of rearranging the list is described in “Configuring the
portlet” on page 56.

Default view for faculty

The faculty view of the Coursework portlet includes three main components:

= At the upper left, a list of buttons that let you manage several aspects of the portlet instance.
= At the upper right, a list of assignments recently submitted by students.

= A list of assignments, organized either by type or by unit.

Coursework

i Recent submissions
Add an Assignment

. Aaron Williams submitted Short Essay
Student List
Frank Jones submitted Short Essay
Manage Units & Types Alison Smith submitted Test

Grace Miller submitted Short Essay

Grace Miller submitted Quiz

“ B e

{8k

Configuration

=

Yiew the Gradebook

Unit 1 Chick to close

P

9/1/2011 to 9/30/2011 i Edit d
In this unit, we'll cover the basics -- pronunciation, the concept of gender-specific nouns, and simple vocabulary words,

Assignment Due Date Type Status 5
DQuiz 9/9/2011, Closed online Quiz Cormplete :
Short Essay = 1042172011, Closed [ Uploaded Paper Complete, 2 ungrs
Test 10/26,/2011, Closed Online Test Complete :
. CDmBﬂtﬁg_El s e n Mondaz, 11:55 PM PartiEinﬂDn com Iete‘______J
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Default view for students
The student view of the Coursework portlet includes three main components:
= At the upper left, a list of assignments that are due next.

= A list of assignments, organized either by type or by unit. The student’s view of this list may be
a subset of the list that you as a faculty member see (because your view will include assignments
that you have not yet finished creating). The student view shows only those assignments that the
student can go ahead and work on, upcoming assignments that you have specifically set up to be
visible to students, and assignments they have already finished.

Coursework

This page lists the assignments for this course, Yiew one to see all
the details about what you need to do to complete it, and

Midterm feventuallyy the grade you earned.
due Tomorrow, 2:50 PM

Due Next:

o Generally, assignments are added throughout the course, so be sure
Short Essa to ChECP:JhaCngftEﬂ. ? '
due Monday, 2:50 PM

view afl assighmnents by date

Unit 1 Click o close

9/1/2011 to 9/30/2011

In this unit, we'll cover the basics -- pronunciation, the concept of gender-specific nouns, and simple vocabulary words,

& Quiz (100/100, &)

&F Short Essay (877100, B)

& Test (91/100, &)

&# Comentarios (897100, B)

B e T Py R R e A 3 A Tt A AR il i s il ot

As with other screens in your course context, you can at any time display the student view of the
portlet using the Student Emulation feature.

ﬁ:- Current view: Faculty | %
Current view: Facult

View as; Students

For details on Student Emulation, see Chapter 37, “Previewing a context as a student.”
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The life of an assignment

42

The way you set up and process an assignment varies slightly depending on the format that you are
using, but the general steps are as follows:

A

Creating the assignment — The process of creating an assignment includes giving it a name
and defining basic settings, such as whether or not the assignment is required. This process is
described in Chapter 2, “About assignments,” and Chapter 3, “Creating assignments.”

Adding content (online tests only) — With the online-test format, you add content to the
assignment using the Test Builder. The process of adding content is described in Chapter 4,
“Adding content to online tests.”

Activating the assignment — After you activate an assignment, students can see it listed in the
Coursework portlet, and the following are true:

 If the assignment is an online test, students can go ahead and take it.

« Ifitis an uploaded assignment, students can upload their files.

Activation is controlled by the Open field, which is on the main screen where you edit the
assignment (described in “Open” on page 74).

Grading the assignment — This process of grading completed assignments and providing
feedback is described in Chapter 6, “Managing and grading assignments.”

Viewing statistics about online tests — With any given online test, you may want to review
statistics on how students did, and on how effective the test was. You do this using a feature
called Test Analysis, which is described in Chapter 7, “Viewing statistics about online tests.”
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Navigating to the Coursework portlet

The way you navigate to the Coursework portlet will vary depending on whether your school has
customized the portal. The following procedure describes how to find the portlet using the system’s
default layout.

To navigate to an instance of the Coursework portlet:
1 Log in to the portal.

2 Navigate to the appropriate course section:

a Inthe Quick Links area of the sidebar, expand the link labeled My Courses.

b Select the appropriate course section.

[T —,

B My Courses
EMNG 320 C -
Renaissance Postry

My Pages

The system displays the context for the course section.

3 In the sidebar, click the Coursework page button.

ENG 320 C -
Renaissance Poetry
Attendance

Collaboration ’

Course Information

Coursework )
Gradebook

The system displays the Coursework page, which hosts the Coursework portlet instance for this
course section. If this is your first time visiting the portlet instance, the system displays a
getting-started message.

Otherwise, the portlet instance displays a list of controls at the upper left, followed by a list of
any assignments you have created, organized either by unit or by type.

From the main view of the Coursework portlet, you can do any of the following:

« Create units, as described in “Managing units” on page 44.
« Create assignments, as described in Chapter 3, “Creating assignments.”

¢ Add questions to online assignments, as described in Chapter 4, “Adding content to online
tests.”
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Managing units

A unit is a group of assignments. Every assignment must be associated with a unit when it is
created. For this reason, setting up your units might be a good thing to do before you begin
creating assignments.

About units

This section describes units in a bit more detail.

Attributes of a unit — defined

The main attributes of a unit are its name, date range, and description. You can set these when you
create or modify a unit (as described in page 46 and page 48).

Attribute Required? Always displayed in the main view? Purpose
Name Yes Yes To identify the unit for
both faculty and
students.
Description No No — descriptions are displayed only | To offer additional
if the portlet is organized by unit. details on the unit.
Additionally, a particular unit’s
description is shown only when that
unit is expanded.
Date range | Yes, but if you do No — date ranges are displayed only if | To give students a
not enter a range, the portlet is organized by unit. Also: general idea of when the
the syste_m will = Aunit’s full date range is shown material will be
automatically make only when the unit is expanded. covereql, and to help _
the range extend for o determine when the unit
the duration of the | = Ifthe unitis collapsed, only the will automatically be
term. start or end date is shown. expanded in the main
Coursework view.
Attributes of a unit — illustrated

In your own view of the portlet, the way units display varies depending on how the portlet instance
is organized.

If the portlet instance is organized by unit, the names of the units will be featured somewhat
prominently (as headings under which the assignments are listed). Additionally, when a unit is
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expanded, its description and date range are displayed. Less information is shown for units that are
collapsed.

End of date range

T T L T L P L LR T T s T T S T et

_ _— Innowvative Storytelling  This unit ended on 5731 Click to view
Unit names .
—ft=The Classics Click fo ciose Date range
6/1/2011 - 5/30/2011 /Description
In this unit, we'll look at classic films by directors such as Billy wilder, Frank Capra, and John Ford,
Assignment Due Date
Quiz Friday, 3:20 PM
Cral presentation 6/15/2011, 5:00 PM
Exam 6/20/2011, 3:20 PM
Eaper 6/28/2011, 1:25 PM
. L —=tLiterary Adaptations This urit beging on 8/1 _Click to view
Unit names
T T=rThe Art of the Sequel This unit begins on 8/15
e s R A e e i e o R R T Ty

Start dates of date ranges

If the portlet instance is organized by type, then only the unit name is displayed, as a column in each
table that lists the assignments.

S I m R A e e e T P L e e e e T S e e e s e e s ST e e e = e

Exam Click o close ’

B Edit due dates
Assignment Due Date /U;\T\;p

Iidterm Monday 10710, Closed Unit 1

[EN=

Final Tuesday 10411, Closed Unit 2

Quiz Click o close

24 Edit due dates

Assignment Due Date Lnit Typ
Pop Quiz Monday 10/10, Closed w

O B AR ATttt e L e e o AR R Sl R C A e A T

The student views in both cases are similar — although if the portlet is organized by type, the
student will see the unit mentioned only in the description of open assignments.
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Which units expand by default?

When a Coursework portlet instance is set up so that assignments are grouped by unit, the default
view may show some units expanded and some collapsed.

A unit is automatically expanded if:
= The current date is within the date range defined for the unit.

= There are no items within the unit that require the user’s attention. For example, for you as a
faculty member, this would include an assignment that needs to be graded. For a student, this
would include an assignment that needs to be completed. Note that this part of the equation is
made on a user-by-user basis — in other words, the same units will not necessarily be expanded
for the same people.

Creating a unit

46

Use this procedure to create a unit.

To create a unit:
1 Navigate to the appropriate Coursework portlet instance, as described on page 43.

2 Click Manage Units & Types.

Coursework

&  Add an Assignment
2 Student List
& Manage Units & Types
i Configuration

[El  View the Gradebook

B T R e

The system displays a screen used to manage both units and types.
3 Click Add a Unit.
The system displays a pop-up form.

4 Fill out the fields as appropriate. If you need help with any particular field, see “About units”
on page 44.

5 Click Add unit to save the new unit.
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Add a Unit

Unit name: |[Unit 4
Optional (Leave blank for & unit that

Date range: |1/2/2012  [E] to |5/31/2011  [] e the whale tarm)
Description:
Qotional Defaulk Font = Size ™

EEE=EEiTiz —=cas U

B X UA-®.F

CaMormal EHTML

I Add unit [ Cancel ]
N

You can also create a unit while you are adding or modifying an assignment — to get started, just
click the green plus-sign icon next to the Unit field.

B T T T LTI L R

Unit: || jterary Adaptations v | db

S ) o= - T R P RO ¥ SR AR s =YY PR P S I N
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Modifying a unit

After you create a unit, you may want to go back and change the unit’s name, date range, or
description.

To modify a unit:
1 Navigate to the appropriate Coursework portlet instance, as described on page 43.
2 Click Manage Units & Types.
The system displays a screen used to manage both units and types.
3 Locate the unit you want to modify and click the corresponding edit icon.
The system displays the Edit a Unit pop-up form.

4 Make any changes as appropriate. If you need help with any particular field, see “About units”
on page 44.

5 Click Edit unit to save your changes.

Ordering units

48

By default, units are presented in chronological order based on their date ranges.

= Even if you are sticking with the default method of chronological ordering, if you have
multiple units with the same date range, you may want to manually order those units.

= You might want to manually arrange all of the units and not have the placement be determined
by their date ranges.

You can use this procedure to do either of those things. Also, if you have been manually ordering
units, and you want to go back to having the sequence determined by date, you can use these steps.

To reorder units:
1 Navigate to the appropriate Coursework portlet instance, as described on page 43.
2 Click Manage Units & Types.

The system displays a screen used to manage both units and types.

3 Click Unit ordering.
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The system displays a screen titled Ordering Your Units.

Coursework
4= Back to the Manage Units & Types screen
Crdering Your Units
[ want to order my units:
@By Date
O Manually
Unit Date Range
Coriginal Screenplays 4/1/2011 to 4/23/2011
Innovative Storytelling 4/24/2011 to 5/31/2011
The Classics 6/1/2011 to 6/30/2011
= T R S o = = e B e Sl A R S AR o

4 Select one of the following ordering types as appropriate:

5

6

» By Date
¢ Manually

If you selected Manually, the screen updates to let you drag and drop the units. In this case, drag
the units into the appropriate order. (To select any unit, click the corresponding black arrows.)

T T S L A e e S ST i g T s = 2t

Crdering Your Units

[ want to order my units:
C‘By Date

® Manually

LInit

& The Classics

& Original Screenplays
#  Innovative Storytelling
& Literary Adaptations

& The art of the Sequel

Done recgrdering

- B s e e e PR S TR S S SR J WS POST ¥)

When finished, click Done reordering.
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Deleting a unit

Use this procedure to delete a unit. Note that if you delete a unit that contains assignments, you
will be given the option of deleting the assignments or moving them another unit.

To delete a unit:

1 Navigate to the appropriate Coursework portlet instance, as described in page 43.

2 Click Manage Units & Types.
The system displays a screen used to manage both units and types.

3 Locate the unit that you want to delete and click the corresponding trash-barrel icon.
The system displays a pop-up:

« If the unit contains assignments, the pop-up asks if you want to move the items to
another unit.

Delete "Extra credit unit"

You have 1 assignment currently categorized within the Extra credit
unit unit. What would you like to do with it when the unit is deleted?

® Convert them to: | Regular unit 2

. Fegular unit
O Delate the aSSlgnnm

[ Delete unit ] [ Cancel ]

« If you have no assignments in the unit, the pop-up simply asks if you are sure you want to
delete the unit.

4 If the unit contains assignments, choose the appropriate option for dealing with them.
5 Click Delete unit.

The system removes the unit.
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Managing types

A type is a classification, such as “exam” or “paper,” that helps give the student an idea of what the
assignment is. This section describes how to create, modify, and delete types.

About types

This section describes types in a bit more detail.

Attributes of atype — defined
A type has only one attribute — its name. The name of the type displays in several places:

= In the main view of the Coursework portlet, sometimes as headings (depending on how the
portlet is configured).

= In labels and automatically generated messages about assignments. For example, if you create
an uploaded assignment of the type “paper,” that assignment will often be referred to as “an
uploaded paper.” In these messages, it is usually assumed that the name of the type is singular,
s0 it’s recommended that you use a singular word.

Attributes of atype — illustrated

By default, when you view an instance of the Coursework portlet, the list of assignments is
organized so that each unit is displayed as a heading, with that unit’s assignments listed below. With
this setup, each assignment’s type is listed in a column labeled Type.

Alternatively, you can choose to organize the view by type rather than unit (this is described in
“Changing the grouping method” on page 56). When you do this, the types become more prominent
— each is listed as a heading on the page.

B e e R R T T P P

B~

Exam Click to close

[ Edit dus dates

Assignment Due Date Unit Ty
Midterrm Monday 10410, Closed Unit 1 | &
Final Tuesday 10411, Closed Unit 2 | =

Quiz Click to close

B Edit due dates

Assignment Due Date Unit Ty
Pop Quiz Monday 10/10, Closed Unit 1

Bometl il ettt bt ame t a ket A i e e m e o b B ot st fanth metn i S e B T T B e e ne e B

The student views in both cases are similar — although if the portlet is organized by unit, the
student will see the type mentioned only in the description of open assignments.
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Creating a type

Use this procedure to create a type.

To create a type:
1 Navigate to the appropriate Coursework portlet instance, as described on page 43.
2 Click Manage Units & Types.

The system displays a screen showing several settings.

3 Click Add a Type. This link is midway down on the screen.

Types
Types are used to differentiate yo

quiz, a forum post or class particip
assignment has one type,

& Add 2 Type 90 Type ordering

Exam rd|
Homework rd|
Lab Report Fal
Lo PEEEL. e s DT sttt

The system displays the Add a Type pop-up.

4 Enter a name for the new type.

Add a Type

Type name: Short essay

I Add Type tg[ Cancel ]

5 Click Add Type to save the new type.
The system creates your type.

You can also create a type while you are adding or modifying an assignment — to get started, just
click the green plus-sign icon next to the Type field.

T | S el e e o R s T At e e g —

Type: |Required ~ Test v t}s

. [e+7]
SO TR T - o= P == PR N AP
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Rename a type

If you want to rename a type, use this procedure.

To rename a type:

1
2

Navigate to the appropriate Coursework portlet instance, as described in page 43.
Click Manage Units & Types.
The system displays a screen showing several settings.

In the area of the screen labeled Types, locate the type that you want to rename and click the
corresponding pencil icon.

The system displays the Edit a Type pop-up.

Edit a Type

Type name: | EXTTEEEEN,

[ Edit type H Cancel ]

Modify the name as appropriate.

Click Edit type to save the change.

Ordering types

By default, types are ordered alphabetically, but you might want to change this.

The sequence of your types does two things:

= It determines the sequence used within the Type drop-down list, which is on the screen where

you create or modify an assignment.
e OIS A £ o< e ¢ 1 it e
Type: | Reguired v Exam v

Exam
Homework

Due Date:

Participation
O accept late subn Quiz

Reading
Test

T mteha et st ol S o hd o St i B o gl o otk ol R oM it e b, ot Sl

= If you have chosen to organize the portlet instance by type (as described in “Changing the

grouping method” on page 56), then type-ordering affects the sequence of the types in the main
view of the portlet.

53



Setting up the portlet

To reorder types:

1
2

Navigate to the appropriate Coursework portlet instance, as described in page 43.
Click Manage Units & Types.
The system displays a screen showing several settings.

Click Type ordering.

T Unit 8 4/30/2012 to 5/31/2012 | (TR,

Types

Types are used to differentiate your assi
quiz, a forum post or class participation?
assignment has one type.

dr Add & Type 38 Type Drderin%

Exam .}@

Homework S

Lab Report s
B W T R N ST

B L I TR Y SN e

The system displays a screen titled Ordering Your Types.

4= Back to the Manage Units & Types screen

Ordering Your Types

I want to order my types:
O Alphabetically
@ Manually

*Tomh e s s e gt 8000 Sl - Sl Bt ol e

Select one of the following as appropriate:

« Alphabetically
e Manually

If you selected Manually, the screen updates to let you drag and drop the types. In this case,
drag the types into the appropriate order. (To select any type, click the corresponding black
arrows.)

When finished, click Done reordering.

Deleting a type

54

Use this procedure to delete a type.
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To delete a type:

1
2

Navigate to the appropriate Coursework portlet instance, as described in page 43.
Click Manage Units & Types.

The system displays a screen showing several settings.

Locate the type you want to delete and click the corresponding trash-barrel icon.

The system does one of the following:

« If you currently have assignments of this type, a pop-up is displayed that lets you reclassify
the assignments as another type, or choose to delete them.

 If the type is currently not used, the system displays a dialog asking whether you are sure
you want to delete the type.

If there are assignments of this type, choose the appropriate option for dealing with them.
Click Delete type.

The system removes the type.
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Configuring the portlet

By default, the Coursework portlet is configured to group assignments by unit rather than by type.
That is, each unit is a heading, and the unit’s assignments are listed below it, ordered according to
their due dates.

However, you can change this — you can choose to group assignments by type rather than by unit,
and you can also change the way that assignments are ordered.

Note that these choices affect everyone’s view of the portlet instance, not just your own view.
Also, as soon as you make a selection, the system changes the view immediately. That is, you will
not have an opportunity to cancel out of these changes (though you can change it right back, if
necessary).

Changing the grouping method

=
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The grouping method is the main organizational choice that affects how the portlet looks.
Assignments can be grouped either by unit or by type.

If you have already chosen the grouping method you want to use, but need help ordering the
individual units or types, see “Ordering units” on page 48 or “Ordering types” on page 53 as
appropriate.

To change the grouping method:
1 Navigate to the appropriate Coursework portlet instance, as described in page 43.

2 Click Configuration.

Coursework

& Add an Assignment
& student List
&  Manage Units & Types
iﬁ} Configuration

El “iew the g;r;debuuk

=l T Bt A0 it ATt e SRR s S A S B B
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The system displays the Configuration screen, with messaging indicating how your
assignments are currently grouped.

R e T e T e e et e s e -‘.-_--—.,- B I N i Y

The Drganlzatlun methud determlnes how thlS course's cuurSework is dlsplayed to you and yoi
setting does not affect how you choose to group assignments for grade-weighting purposes,

Y¥Oour assignments are Group by Assignment Type instead
Grouped by Unit

g N L QD BSSIANMENTS 38 e i a0 b s s e i b b
To change the current grouping method, click the link at the right, which will say one of the

following:

e Group by Assignment Type instead
e Group by Unit instead

The system changes the grouping method.

At this point, you may want to change the way that units or types are ordered. For help doing
this, see “Ordering units” on page 48 or “Ordering types” on page 53.

Changing the ordering method

On the main Coursework screen, either units or types are used as headings (as described on
page 56). Under each heading, you can order assignments by any one of the following criteria:

by due date (oldest first) — Assignments that are due earlier are listed first. This is the default.
by due date (newest first) — Assignments that are due later are listed first.

by unit — Assignments are listed by unit, with units being presented in alphabetical order. (This
option is available only if grouping is done by type.)

by type — Assignments are listed by type, with the various types being presented in
alphabetical order. (This option is available only if grouping is done by unit.)

by format — Assignments are listed in the following order: basic, online, uploaded. If there is
more than one assignment of any format, then within each format, items are ordered by due date,
with the assignments due earliest listed first.

manually — You manually arrange assignments using an Order assignments link that is added
to the screen.

alphabetically — Assignments are ordered alphabetically.

To change the ordering method:

1

If you haven't already, go to the appropriate Coursework portlet instance, as described in
“Navigating to the Coursework portlet” on page 43.

Click Configuration.
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The system displays the Configuration screen, which includes messaging that explains how
assignments are currently ordered.

T L S TP P TS S PP

Your assignments are ;

Ordered by Due Date b
Ascending (oldest first)

Change ardering
1

4= Back to the Main screen #

R TS T S SR S L T S R SRS T S SIS S,

If you are currently ordering assignments manually, this box also includes a link labeled Order
assignments.

Click Change ordering.

The system displays a pop-up that lists all the ordering methods. The method you are currently
using is displayed in black — others are styled like hyperlinks.

Ordering method

COrder by due date (oldest first)
COrder by due date {newest first)
Order by type

Crder by format

Crder manually

Crder alphabetically

Select the ordering method you want to use.

The system changes the ordering method. If you selected anything but Order manually, you
can stop now.

If you selected Order manually, the system adds a link that says Order assignments.
Continue to “Ordering assignments manually” on page 58.

Ordering assignments manually

58

Use this procedure if you’ve decided to order assignments manually, as described in “Changing the
ordering method” on page 57.

To order assignments manually:

If you haven't already, go to the appropriate Coursework portlet instance, as described in
“Navigating to the Coursework portlet” on page 43, and click Configuration.
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2 Click the Order assignments link.

i TR et e e T T b e b e st e e

% Your assignments are
Ordered Manually

Order assignmeniﬁ
Change orderin

Lhange orderng

B W LM FACT S Sy WSt S Sare e

The system opens a screen that lets you manually arrange your assignments. At the top of the
screen is a drop-down list that screen lets you select any of your units or any of your types
(depending on the grouping method that you’ve chosen).

3 Use the drop-down list to select the unit or type whose assignments you want to order.

Coursework
4= pack to the Configuration screen
Ordering Your Assignments
Select a Unit (Original Screenplays | |
Original Scresnplays
Literary Adaptations
Assignment | The Classics k Date
} Innovative Storytelling
& Quiz 2 TFIE 7011
& Essay 3/1/2011
& Exam 2/16/2011
# Quiz 1 2/16/2011
& Oral presentation 2/28/2011
4= pack to the Configuration screen
T ———y EPr e - T P

The system updates the screen to include the assignments associated with that unit or type.

4 Click and drag the units into the appropriate locations. (To select any unit, click the
corresponding black arrows.)

5 Repeat steps 3 and 4 until you have ordered each unit and type as needed.
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Managing permissions

By default, only members of the Administrators and Faculty roles have permission to create
assignments, grade them, and so forth. If you have created a custom role — for example, a
teaching assistant role — you may want to give its members permission to work with assignments
and so forth. You have a few options in this regard.

Available permissions

=

60

Within the Coursework portlet, there are two permissions. Giving a role both these permissions
essentially lets them do everything in the portlet except use the administrative tabs accessed using
he wrench icon. To give a role more limited privileges, consider giving them just one of these
permissions.

These permissions are not intended to be used by students in the course section (enrolled students
and non-roster students). If you try to give a Coursework permission to one of these students, the
permission will not be honored.

Can Grade Assignments
The Can Grade Assignments permission gives members of a role the ability to:

= Review completed assignments, grade questions, and adjust the overall grade for an
assignment.

= Manage a student’s interaction with the assignment by granting a retake, closing the
assignment, leave feedback and so forth.

= View data about online tests using the Test Analysis feature.

This user’s view of the portlet will include two buttons at the upper left — Student List and View
the Gradebook.

Of these, the Student List functions as it would for a faculty member. However, View the
Gradebook is useful only if the user also has permission to use the Gradebook. (For more on the
available Gradebook permissions, see “Managing permissions” on page 280.)
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In the main view of the portlet, this user will be able to see the Recent submissions list.

Coursework

o . Recent submissions
85  Student List

Jeff Thomson submitted Pop Quiz
Scott Carter submitted Pop Quiz

Jennifer Adams submitted Pop QUiE
Alison Smith submitted Pop Quiz

Jane Roberts submitted Pop Quiz

[l  view the Gradebook

Unit 1

9/1/2011 to 10/15/2011

Assignment Due Date
Pop Quiz 10/13/2011, Closed

T ol A e O S e il e R o, g, g ot T ) U o, N T A gt B S e, g 0

This user will also be able to click through an assignment and see the list of students, then click
through to review each student’s work and modify the student’s grade.

Note that this user has full use of the controls on the Student Assignment Details screen, which
allow for granting retakes, entering a personalized due date, reopening the assignment, leaving
comments, and so forth.

Coursework

Exam

Exam in Unit 1

by Jennifer Adams B <3

Jennifer's exam is
A

~— not yet graded

) pewaork the exam - If Jennifer needs to make corrections (or answer skippé
%) Reopen the exam - Jennifer did not use 2 retakes. Use this option to give
E view Jennifer's Detailed history for this assignment

= 1 attemEt needs to be Eraded before a final Erade can be determined. P
T it -

Using the More menu, this user will also have the ability to preview the test.
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Can Manage Content

The Can Manage Content permission gives members the ability to:
= Create, edit, and delete assignments.

= Create, edit, and delete units and types.

= View data about online tests using the Test Analysis feature.

When a user has this privilege, his or her view of the portlet includes three buttons in the upper left
portion of the screen: Add an Assignment, Manage Units & Types, and View the Gradebook.

Of these, the Add an Assignment and Manage Units & Types buttons work as they would for a
faculty member. However, View the Gradebook is useful only if the user also has permission to
use the Gradebook. (For more on the available Gradebook permissions, see “Managing
permissions” on page 280.)

In the main view of the portlet, this user will also be able to see edit icons for each assignment, and
the Edit due dates link will be available.

Coursework

& Add an Assignme%t')

#  Manage Units & Types

[El  view the Gradebook

Unit 1 This unit ended on 1034 Cliick fo wiow

Unit 2 This unit ended on 1136 Click fo view

Unit 3 Chick to close

10/31/2011 to 12/16/2011 & Add an Assignment
In Unit 3, we will look at equal and unequal comparison, plus direct- and indirect-object pronouns. We will also start looki
past imperfect tenses,

Assignment Due Date Type Stat
Quiz =v, | Tuesday 11/8, Closed Online Quiz Corm
Long Essay Tuesday 11/15, Closed [€] Uploaded Paper Cornp
Test Friday 11/25, Closed Online Test Carnp
Comentarios =v, Friday 11/25, Closed =] Participation Camp

R e LY CPFeUAr e g B TN LS U S e e IR R B ST S R g S T E ST N

Users who have this permission will not see the Recent submissions list. Also, this user’s view of
the assignment overview will not list individual students, and this user will not be able to grade
assignments or review a student’s work. However, the user will have access to several items in the
More menu, including the ability to delete assignments.
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Giving a role a permission
Use this procedure to give a role a permission in an instance of the Coursework portlet.

Make sure that you have also given the role permission to view the Coursework page. You do this
through the Context Manager — for more details, see “Letting a role view pages and context links”

on page 601.

Users who have Coursework permissions — but no other affiliation with the course — will not
E see the course section in their My Courses lists. These users should be instructed to bookmark the
pages they’ll need to access.

To give a role permission:
1 Navigate to the appropriate Coursework portlet instance, as described on page 43.
2 Click the wrench icon.

The system displays the Customize portlet Coursework screen, with the Preferences tab
selected.

3 Select the Permissions tab.
The system displays the Permissions screen.

4 Locate the role that needs a permission. In the Operations side of the screen, select the
appropriate checkbox(es).

5 Scroll to the bottom of the screen and click Save.
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About
assignments

This chapter explains the various options available when you create and modify assignments.

In this chapter:

= Key concepts

= General assignment information
= Format-specific options

= |nstructions and files



About assignments

Key concepts

For every assignment you create, you have the option of defining values for several settings. These
are divided into three categories:

= General assignment information
= Format-specific options

= |nstructions and files
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General assignment information

The general assignment options are the most basic ones you’ll set for the assignment. They include:
= Name

« Unit

= Type

* Due date

= Open

« Grading

= Show grade

On the screen where you create or edit the assignment, the general assignment options show up
under the Step One heading.

Coursework

43 Back to Main Screen

Step One: General Assignment Information

The Online Test format

P

555 For giving online tests to your students,

Change the format

[T Ry #--Mm-n—-.mam-—- PRE R -J..-—-u-..-»-n

Note that with most of these options, you can pick values at the time you create the assignment, or
you can go back and set them later.
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Name

The name of the assignment is the main thing that identifies it, for both you and your students, so
you should choose a name that is meaningful. The name must be unique within its unit.

This field is required — you will not be allowed to save the assignment until you enter a name.

Coursework

43 Back to Main Screen

Step One: General Assignment Information

The Online Test format
For giving online tests to your students.

Change the format

Mame: |The Sound and the Fury| |

Unit: | Faulkner

The student will see the name in the default view of the Coursework portlet instance (when the
assignment becomes visible).

et T T g T e e s T w0 W T e e T e T e

Faulkner Chick to close

10/1/2011 to 10/31/2011

The Sound and the Fury [@ Now open
Exam due Friday, December 16 at 2:50 PM (Required)

D et e e e

The name is also shown when the student clicks through to display details about the assignment.

Coursework

The Sound and the Fury

@ Exam in Faulkner

IT This exam is open and can now be taken {See below)
e
20 It is due on Friday, December 16 at 2:50 PM

L~ S =y I T S S g S

Additionally, the name is also shown on the assignment itself, and in automatically generated
labels describing the assignment.
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Every assignment must be associated with a unit. When creating or modifying an assignment, you
select a unit using a drop-down list.

Mame: | The Sound and the Fury
Unit: | Fitzgerald v -
. |Fitzgerald
T¥PE: |Eliot
Due date: Hemingway

e B RPCEPSTY PSR

The Unit field is required, but if you don’t actively make a selection, the system defaults to
choosing the first unit in the list. (If you need help adjusting the order of the units in the list, see
“Ordering units” on page 48.)

If you don’t see a unit appropriate for the assignment, you can create a unit by clicking the green
plus sign.

7 e M SOURE SE YHE iy T T e e

Unit: Fitzerald
_ype: | Reguired w Exam.. .

In response, the system displays a pop-up form, which you use out to create the unit. (If you need
help with the form, see “Creating a unit” on page 46.)

The unit will be shown in several places, including when the student clicks through to see more
details on the assignment.

Coursework

iP5l The Sound and the Fury
Exam |

@ This exam is open and can now be taken {See below)
2a x|
1t is due Today, at 3:55 PM

RSy

B TR R L Tl L R

It will also be displayed on the assignment itself.

The Sound and the Fury  1ic jimit:

Quiz in(Eaikner) 45 minute
[S—]

Additionally, the unit is shown in automatically generated messages about the assignment.

Time Remaining:
= 44 minutes

T,
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Type

70

For more details on units, see “Managing units” on page 44.

Every assignment must be associated with a type. As part of specifying a type, you also make a
selection regarding whether the assignment is required, optional, or extra credit. You make both
choices using drop-down lists.

ey T et i g e o T e e P e P b mm s = P = e e

Type: ¢ v Exam v ||k

Required _—
Due date: ERE w |G w [[pM | w
Cptional

- Hq%ﬂ—wbimmwwm*mxﬂ—am

First drop-down list
The options in the first drop-down list are:

= Required — The assignment will be factored into Gradebook and will affect the student’s
course grade.

= Extra credit — The assignment will be factored into Gradebook but can only benefit the
student.

= Optional — The assignment will not affect the student’s grade.

Second drop-down list

The second drop-down list allows you to actually select the type.

L e Tt i TR ey e e g e e e e g e Ot e g iyt e T e

Type: |Required v Do

LE]
Due date: 5w |[|[PM o+
Lab Report
L e I TN R T

T

The Type field is required, but if you don’t actively make a selection, the system defaults to
choosing the first type in the list. (If you need help adjusting the order of the types in the list, see
“Ordering types” on page 53.)

If you don’t see a type appropriate for the assignment, you can create a type by clicking the green
plus sign.

R et T P e ey R e S A oy A e e AT e e e T

Type: | Required v Exarn = @ . ;
T o g I—
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In response, the system displays a pop-up form, which you use to create the type. If you need help
with the form, see “Creating a type” on page 52.

The type will be shown in several places, including when the student clicks through to see more
details on the assignment.

Coursework

in Faulkner

H Sound and the Fury

=
v

~ It is due Today, at 3:55 PM

FR T NPT S P S PN S NI P JP PSS T APEC TSI JSTE P S— ST S ST S

L == This quiz is open and can now be taken (See below)

It will also be displayed on the assignment itself.

The Sound and the Fury = tj.c jimit:
in Faulkner No time limit

7 Time Remaining:
&5 Not Timed Progr

Gl P I N YO B T I TS IS TP e Poger S

Additionally, the type is shown in automatically generated messages about the assignment.

For more details on types, see “Managing types” on page 51.

Due date

You use the Due date field to set the deadline for students to complete the assignment. This field is
required — you will not be allowed to save the assignment until you enter a due date.

In general, the following actions automatically occur if a due date is reached and a student has not
yet finished:

= For an online assignment, if the student has not yet submitted the assignment, the system gives
the student a zero.

= For an uploaded assignment, if the student has not yet uploaded a file, the system automatically
gives the student a zero. If the student has uploaded a file (or files) but failed to click the Mark
as Final button, the system submits the file(s) on the student’s behalf.

= If the assignment is a basic assignment, there are no automatic actions taken when the due date
arrives.

You may also set up the assignment so that late submissions are allowed. If you do this, then these
automatic actions will occur only when the deadline for late submissions is reached. For more
details on late submissions, see page 72.
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When you set the due date, you choose both a date and time. Note that if you use the calender icon
to select a date, the system will automatically format the date correctly.

L T T e P i e T e e et T I NS e LAY

Due date: 15/19/2011 2 [ = |:[s0[ = |[pm[ = | [Jshow this due date in the

i i e Rt AT e T sl T e oo e e e e i o R e bt 0 AR A e A S

The due date is displayed for students in the list of assignments in the Coursework portlet instance.

et e At L b e i i i A iy e o am e it e =

Faulkner Chick to close

10/1/2011 to 10/31/2011

The Sound and the Fury [E Mow open
Exam dué Friday, December 16 at 3:55 .ﬁ‘.‘:ﬂ'?equ.frea‘)

R et S e e e o St S i, St el B Pt Sl e et Rt 5,

The due date is also shown to students when they view the Student Assignment Details screen.

Coursework

The Sound and the Fury
E=zam in Faulkner

ez This exam is open and can now be taken {See below)
i

It is dug Today, at 3:55 PM

Adding the date to the calendar

If you want the due date to show up in the calendar for the course section, select the checkbox
labeled Show this due date in the course calendar. For more details about course calendars, see
Chapter 17, “Calendar.”

Accepting late submissions

If appropriate, you can allow late submissions. When you do this, you fill out the following two
fields:

= You must use the date and time fields to specify the latest you will accept late submissions.
This is required.

e T R T e T i 8 T T m e Tt T e T AT e e e T et e T A

Due date: [yg9/17/2011

LS
,

3 | W

155 v |[Pm

Accept late submissions until: |1Df18f2011-|—
A

gt eV AT

A AT T et e e e T B AR S s e an e AT A L
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= Optionally, you can use the remaining fields in this area to specific a penalty. This is either a
percentage or a point value that should be deducted from the score of an assignment turned in
late. This deduction can be taken off once, or for each day that the assignment is late.

e e i A R e e T TS i e T, L e e g o e e e e R T e e T R R B s T et

Penalize late assignments: |10 points e Total b

Per day late
® Now (students can start working on this immediately)

_\QAQEmeQMMﬂmM*“-*‘-4 el -l -l S A, S S R, ol - e et -

If you are accepting late submissions, in the student view, once the due date passes, the assignment
will be marked with a late icon.

T S

Quiz [ Late
Quiz due Friday, December 16 at 12:20 PM (Reguired)

" kit

A A Sl St ol s = L o,

If the assignment shows up in the Due Next area of the screen, the assignment will be marked as
“Accepting late work” — although the actual cutoff date for late submissions is not shown.

Due Next:

Quiz
due Today, Accepting late work

e R AT Sl om0 B o o m g e i

When you configure the system to include a late-submissions date, then this is the date the system
will look to for choosing when to automatically submit assignments for students who didn’t
complete them.

Extending a due date that has already passed

When the due date for an uploaded or an online assignment passes, generally the assignment
automatically closes for all students. If you move the due date from the past to the future, this action
alone will not make the assignment available again. The assignment must be also reopened for any
students who should still be able to submit work.

For this reason, when you turn a past due date into a future due date and click Save your
assignment, the system will present a pop-up asking whether you want to reopen the assignment
for some or all students. The exact choices are:

= Reopen for students who haven’t taken the assignment / uploaded files — This option
reopens the assignment for all students who did not take the assignment at least once. For
example, the assignment will not be reopened for a student who took the test one or more times,
even if the student had additional attempts remaining.
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= Reopen for ALL students — This reopens the assignment for all students. If this is an online
test, and if any students already used all available attempts, this option also grants these student
one retake each.

< Don’t reopen any student assignments — This option does not reopen the test for any
students. If you choose this option, then in practical terms extending the due date has no
immediate effect. But you may want to choose this option if you plan to make other changes
prior to making the test available again to students. (Later you will have to manually reopen the
assignment for each student, as described on page 184.)

Note that this same pop-up also displays, with all of the same options, if you change the date for
late submissions from a past date to a future date, or if you create a new late-submission date for an
assignment whose due date is in the past.

Batch-editing due dates

If you want to edit all due dates for a single group of assignments on one screen, note that the main
view of the Coursework portlet includes a link labeled Edit due dates. This link displays near the
top of each group of assignments.

When you click Edit due dates, the system makes the due dates for all assignment editable, as
well as the date for the unit (if assignments are grouped by unit). If a particular assignment is
closed, the system will include a link for reopening the assignment.

Open

The Open setting determines whether or not an assignment is active. This is a required setting that
defaults to Later.

When an assignment is open, or active, then all of the following are true:

= The assignment is visible in the student view of the portlet, and students can display a screen
that lists details about the assignment (the Student Assignment Details screen). They can use
this screen to leave comments for you, or read your comments for them.

e Also —

 If the assignment is an online test, students can display and take the test.
« Ifitis an uploaded assignment, students can upload their files and mark them as final.

When you create the assignment, you can accept the default choice of leaving the activation date
undecided, or you can specify a date when the assignment will open. In some cases, you can
choose Now to make it active immediately.

T e e T e T s vt W et e e T e T e e e e T m e e s et e 2Ty e Tt ams e et T et S s s ety 5 e

Open: O MNow (The assignment will be shown as 'open' to students so they know they can work on it}

O Later {opening date to be determined)
® on: |11/15/2011 EEl 2 |« |:[55] » [[am| w

s

TP p———— m&mwh&iﬂmﬂsmﬂ“n S T S S S R R TSP AR G AP S CR S e E R S
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If you are working with an online assignment and have not yet added content using the Test Builder,
the Now option will be grayed out. An online test cannot be opened until it has at least one question
that is not flagged as extra credit, and until all questions have point values.

For assignments that are not yet active, you can optionally select the checkbox labeled Display to
students before it’s open. When you do this, the student will see the item listed in his or her view
of the Coursework portlet and be able to display the Student Assignment Details screen, but they
will not be able to submit work (and messaging will tell them that the assignment isn’t open yet).

Note also that you can grant an individual student a personalized start date. When you do this, the
assignment will open for that student on a different day than it does for the rest of the class. For
details, see “Setting a personalized start date” on page 180.

Once an assignment is ready to be activated for the whole class, you can also open it from the
main portlet view by clicking the lightswitch icon.

T[TREgE T T T e T e T TH[J'rédEy"":['i}"i"?"',"c'lb's'éi'j""“‘“"E.
Wednesday 12/21, 4:50 PM ‘

An online test can also be activated from the main Test Builder screen — just click the Activate
Now button.

Coursewiork

Final Activate Mow

Exam in Unit 4

Time limit == Qpens an: Due an:
Mo time limit \EYOU need to enter an opening date & Fri 12/23, 2:55FM More -

e i e ol s it M el 2 RS
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Grading

The Grading option is relevant only for basic and uploaded assignments — online assignments
are always graded.

For basic and uploaded assignments, you can select from the following grading methods.

Option Point value Description Factored into Gradebook?
required?

Graded Yes, you enter the Each student will get some number Yes, the result will be
point value on the of points for the assignment, and a factored into Gradebook
screen where you grade determined by the letter grade | and affect the student’s
create and edit the scale in the Gradebook portlet. overall grade for the

Credit/ assignment, in the Each student will either get all credit course section.

field directly below
the Grading
drop-down list.

No Credit or no credit (all points or no points),

similar to a pass/fail option.

Not No There will be no grade and no No
graded indication of whether the student has
completed the assignment.

You choose a grading method using a drop-down list. This list defaults to Graded.

P

Grading: Graded v
out of |100| Points

D Fre——

If you choose Graded or Credit/No Credit, the screen includes a field for you to enter the total
number of points that the assignment is worth.

~mhaw orada: ..

Later, when the student clicks through to review details about the assignment, the portlet includes
messaging that indicates whether the assignment is scored out of a certain number of points
(graded), whether it is not graded, or whether it is credit/no credit. If the assignment is credit/no
credit, the system does not display the number of points that the assignment is worth.

e e A T e it g et m e T e P e e e e =

"
i This exam is open and you can now upload files

)
“= It is due on Tuesday, December 20 at 2:50 PM i

=]

:»_,__,:' | You have not recelved any feedback yet, ,

+

This paper is required and s scored credit fno credit,

PRSP A P A P A R S e g Sy _.o..\...,...p-.:
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Show grade

The Show grade field lets you specify when students should be allowed to see the grade they got on
the assignment. You can choose to show the grade at either of the following time:

= As soon as the grade is available.

= Assoon as the grade is available and after the due date has passed.

You set this using a drop-down list.

P T

Show grade: {as sopon as grade is available

As spon as grade is available
As soon as grade is available, and due date has passed

L L R G AR T s LN LT e 0 T BT L T S e L T TR T W e P e

The Show grade value is not displayed for students.
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Format-specific options

For every assignment you create, you have the ability to configure certain settings specific to the
assignment’s format (online, uploaded, or basic).

Online assignment options

78
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The following settings are specific to online assignments.

Test review

This option lets you specify whether students can review their completed assignments, along with
the correct answers. There are three components to this choice.

P B

Ep Two: Online Assignment Options (Optional, Click to close)

Test review! Students can wiew their test: | As soon as they turn it in b

Show students the correct answers to missed questions: | Anytime they can review the test

Turn off all test review access after: |10/27/2011 G ] v |20 % ||pm | =

LR T A SR R AT N R ¥ S ST A ST PRI YC R PUT R T S AL S R SN SR N S T T

The first option determines whether students can view their completed tests, whether or not their
responses were correct, and the scores they got on each question. You can choose to let students do
this at any of the following times:

= Assoon as they turn it in.

= Assoon as it is fully graded.

= As soon as the due date passes.

= As soon as the due date passes AND it’s fully graded.

= Never.

If you pick anything other than “Never,” then the next two options become relevant.

The second option allows students to see the correct answers to any questions that they missed —
otherwise they will just see whether they got the answer right or wrong. You can let students see
the correct answers at any of the following times:

= Only after the due date.
= Anytime they can review the test.

< Never.
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The third option lets you turn off review access after a certain date and time.

T R am T e v et e S e et et sl e e liatat LR et et ol it iy

Turn off all test review access after: 10,/2?/’2011:[ D o w |20 » [[pM | »

e T i T T LRIV SR T ST TS S e y

Time limit
The Time limit is the amount of time the student has to complete the test, starting from when the
student clicks the link labeled Start this test.

When the time limit is reached, the test is automatically submitted, whether or not the student has
completed it.

When setting this value, you can choose any number of hours, minutes, or days. The default choice
is that there is no time limit.

T L e NPy

Time limit: (4 Minutes ¥ || g
Pagination: | one section per page  |Haours [g
Days

- -.q.aiem—nam LI T R HLA WP L I W T Y

The time limit will be displayed on the student’s view of the Assignment Details screen, which
offers a summary of the assignment.

Then, after the student begins the online assignment, the time limit is shown in the header on the
screen. This view also includes an hourglass field that shows the current time remaining.

New Vocabulary  Time limit: Length: Scored out of:

Quiz in Unit 1 45 minutes '@ 24 questions ' 100 Points

' Time Remaining:

& 39 minutes ’ Save Progress ] Progress has never been saved
Matching

1) Match the patois words with their English counterparts. (20pts)

B u“mﬂnﬁnwmuu P P P P Y SO U L A s R 1 PP NP oy

Once the student begins the assignment (by clicking the Start the test link), the header area keeps
track of the time remaining. When the time limit ticks down to five minutes, the system generates a
warning dialog that only five minutes remain, then begins counting down the seconds.

When the time limit is reached, the assignment is automatically submitted. This is true even if the
student has navigated away from the page or logged out of the system.

79



About assignments

80

Pagination

The Pagination setting determines whether and how the assignment is split into multiple pages.
You can choose from any of the following pagination types:

= One section per page (this is the default).

= One question per page.

Five questions per page.

(None) all on one page.

You make this choice using a drop-down list.

T S e e T T e e e e

Pagination: | one section per page w
. One section per page
Section gy question | s r

Order:

Five questions per page
Lock out:  (Mone {all on one page)

Ao s tooET e tor TE sarre a1t

L PR P S A PP SN PR T ST Sy

Section order

The Section order setting determines whether or not the sequence of sections will be shuffled for
each student (meaning that different students will see a different order). The default choice is that
sections are not shuffled.

You set this using a checkbox.

e T T et E i T T

Section order: %@Shufﬂe sections, creating a random order for each Student}

et e LG ML L o nl st e s i e L bt L i o 2 s

Lock out

The Lock out setting determines how the student’s attempt is affected if interrupted by an incident
such as a computer crash, or if the student navigates away from the test to another page. The
default is that students are allowed to resume an interrupted attempt, which means they can re-
display the assignment and start from the last place it was saved.

If you choose to lock students out, they cannot re-display the assignment, and the system will
automatically submit the student’s work when the time limit is reached or, if the assignment is not
timed, when the due date arrives.
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Extra credit

The Extra credit setting determines whether the system can give a student a better-than-perfect
grade when automatically scoring the test. The default is that this is not allowed. What this means is
that extra credit questions can raise the students’ score only to a maximum of 100 percent.

Even without enabling this feature, you can always give a student a better-than-perfect score when
manually grading the test.

You activate the Extra credit setting using a checkbox.

T o B L

Extra credit:  [/] sllow better-than-perfect scores (e.g. 105/100)
Otherwise extra credit will only raise scores to a maximum of 100%

* ailah e TR,

B L & PN Y PR —

Security

Under Security label, you have a few choices.

Password

If desired, you can require students to enter a password before being allowed to open a test. This
might be useful if you want to make sure the test is taken only by students who attend class on a
particular day, when you distribute the password.

With this option, when students click the Start the test link, the system will display a pop-up that
prompts them for a password. Any student who does not enter the correct password will not be
allowed to proceed.

If a student begins the test, navigates away, and then returns, the student will be prompted to enter
the password again before being allowed to resume work.

Requiring the e-Racer Locked Browser

When you require students to use the e-Racer Locked Browser, they are not allowed to use any
other applications on their system, such as e-mail and instant messaging. They cannot take
screenshots, copy, paste, print, or view other web sites.

You have two options for using the Locked Browser:

= Require that students use the e-Racer Locked Browser for this test — Students are
redirected to the e-Racer Secure Browser when they click the Start the test link.

= Also require the secure browser for reviewing a completed test — Students who select the
review link are redirected to the e-Racer Locked Browser.

In order for a student to use the Locked Browser, they must have downloaded the Locked Browser
to their desktop. When you configure a test to require the Locked Browser, the student’s view of the
Student Assignment Details screen will show a link for downloading the installer. For this reason,
the first time you set up an assignment to use the Locked Browser, you might want to make the
assignment visible before it is active so that students have plenty of time to set up the browser. The
browser is also available on Jenzabar’s support web site ((http://www.myjenzabar.net/ics/), if you
or an administrator wants to make the installer available at another location.
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Prior to installing the locked browser, students should have already installed Internet Explorer (if
they have a PC) or Safari (if they have a Mac), and they should have launched Internet Explorer or
Safari at least once prior to installing the Locked Browser.

For more details on the locked browser, see “Using the e-Racer Locked Browser” on page 159.

Retakes
With the Retakes setting, you can allow students to take a test multiple times.

You make this choice using a drop-down list.

e e T T e e Y e e e T e T e L T T T T T T e d LTI S e S e U T et ey =L Y e e T e
Retakes: | ot ctudents retake this test | O ¥ | times after their first attempt
o]
These retakes are used to auw all students multiple attempts. You can always
grant individual retakes to spdo regardless of this setting.
3
Retake waiting period 4 Minutes | v
Unlimited
- i ol SEEE sl aim s s b s b asa b et sag ke s nbdbumsmmeste b L e s b e

The options are:

* 0 (the default)

1

-2

-3

- 4

< unlimited

When you create retakes, you can also set values for each of the following:

= Retake waiting period — This is the minimum time that the student must wait between the
end of one retake and the start of another. If you leave it blank, the student can turn in one
attempt and immediately start the next.

= Show in-progress grade updates — If the test will be graded automatically, this lets the
student see how their grade changes after each retake.

= \When taken more than one time, the final grade for this assignment should be — This lets
you choose to make the final grade the highest grade (of all retakes), the lowest, or the average.
The default choice is the average of all grades.

If desired, you can also grant an individual student an additional retake, beyond those that other
students get. For details on individual retakes, see “Granting a student a retake” on page 189.

After the assignment is closed, you can optionally customize how the final grade is determined for
any particular student — for details, see “Adjusting the final score when multiple attempts were
allowed” on page 197.
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Basic assignment options

The basic assignment options are relevant only if you want to add a reading as part of the
assignment.

You can add the following details about a reading:
= Title

= Author

= Edition/Issue

= Library/Bookstore link

= Chapters/Pages

= Notes

If you need to create more than one reading for the assignment, click the Add another reading link
to add a second form to the page.

e i T e et e e T L e e S Ty 0 e e T T ot e g

Chapters/Pages:  [agg

MOtes:  This reading is not require but strongly reco

W Remove this reading

g 4dd anather readin?

e e T R o T o S A TR et T T s na e T e T Tl A

Similarly, if you need to remove a reading, click the Remove this reading link.

Uploaded assignment options

The uploaded assignment options determine how many files students should upload for the
assignment. Specifically, you can specify:

< A minimum number of files that are required (choices are 1 to 5 — the default is 1).
= A maximum that will be accepted. (choices are 1 to 5 or unlimited — the default is unlimited).

You do this using a set of drop-down lists.

D s [y,

4. Step Two: Uploaded Assignment Options {Cptional, Click to close)

Minimum number of files required to complete this assignment: |2 | ¥

Maximum number of files to accept from each student: | 3 ﬁ

4

L i, - e o G S .l o e R S B 2 Bk e e MR St o R e B W Wl el R S M
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Instructions and files

For any assignment, you can optionally give students more context by adding a description,
instructions, and one or more supplementary files.

Description

84

If you add a description, this text will be displayed as soon as the assignment becomes visible to
students (either because it is active, or because you selected Display to students while it’s
inactive).

The description is shown in a few different places. First — students will see it in the main view of
the portlet, along with the name of the assignment (for this reason, it may be a good idea to keep
the description somewhat concise).

T e T T T e e P T e i S a T e e e T

Quiz [E Mow open
Quiz due Friday, December 9 at 7:50 PM [Required)
This quiz covers the vocabulary we learned last weelk,

description

S G TR S SR TR NPT ST S N SIS U ST TR S MRS r—— T

The description is also shown to students on the Student Assignment Details screen.

ot e T T T e AT e T i T T AR T S e S e e .
This quiz Is required and s scored out of 100 points,

description This quiz covers the vocabulary we learned last week,

ot e o o S, e IR, oy e At R B, o S B A SR e

However, note that for an online test or an uploaded assignment, once the student has started
taking the test or has uploaded a file, the description will be collapsed — so on future visits to the
Student Assignment Details screen, the student will need to click an Instructions link to see the
description, along with any instructions or files that you uploaded.

et T e e T St e e

&% For the full assignment information, read the Instructions L

Vs (o = Wil 1111 AU

%

You have taken this 1 time J
i iR I OrE Attemnts. can be faken . ooa e e o
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When creating or modifying the assignment definition, you enter the description using a rich
text editor.

o T At Lt s e el e T ot e e et et et e 0 ey

4, Step Three: Instructions 8 Files {Optional, Click to expand)

Description:  The description is an {optional) concise introduction to the assignment.
assignment list, so it shouldn't be long. The description is shown at all ti
visible,

1— m—

b

F— 1 —

|DeFauItFDnt|"||Size|"| v B I H&va'yv‘{? =

This quiz covers the vocabulary we learned last weelo,

R T T T T S S ST I T ST N T ERCE W

Instructions

Instructions are displayed to students only after the assignment has been made active (even if the
assignment itself is set to be visible before then). Instructions are shown on the Student Assignment
Details screen.

If you also included a description, the instructions are displayed right below the description.

e e e i i m e P e e S e gt e L e b =

This quiz Is required and s scored out of 100 points,

This quiz covers the vocabulary we learned last week,

Instructions:
Please answer only in Spanish.

PP S S e T CIPEY SSUPA ST PN P VNP SIS S SRS - S ——,

However, note that for an online test or an uploaded assignment, once the student has started taking
the test or has uploaded a file, the instructions will be collapsed — so on future visits to the Student
Assignment Details screen, the student will need to click an Instructions link to view the
instructions, along with any description text or files that you uploaded.

You enter the instructions in a rich text editor.

DT PP S P g N VS P S T P SRR PRSP LI

Instructions: The instructions are an {optional) description of what your expectatio
how your students should complete it. The instructions are only show
and able to be worked on.

b

|DeFauItant|'||Size|'| v B I Hé-aﬂi‘-g

Please answer only in Spanish.

R T L R e T T e L IS T T T T P P R T WL C DT, EP T A S Sy
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Files

86

You use the Files field to make an attachment available to students as soon as the assignment
becomes active. Files are not displayed before the assignment becomes active, even if the
assignment itself is set to be visible before then.

If you also included instructions, the attached file will display below the instructions.
RIS AU BAVERS thi VhEERUIERy We TEEreT Ak wWesR T T

Instructions: j
Please answer only in Spanish,

Files:
D Essay - please read this before starting the quiz (.doc, 587K)

e Jhiz Uiz can anly be taken dtime,

However, note that for an online test or an uploaded assignment, once the student has started
taking the test or uploaded a file, the files will be collapsed — so on future visits to the Student
Assignment Details screen, the student will need to click an Instructions link to view the files,
along with any description or instructions that you created.

To upload a file, click the Add a File link and follow the prompts.

e T et S T e e e

T e T S

Note that you can give the file a label and a description, if desired.
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Creating
assignments

This chapter explains how to create an assignment. It also explains how to modify an assignment’s
settings or delete an assignment.

This chapter does not describe how to add content to an online assignment. For help with that
process, see Chapter 4, “Adding content to online tests.”

In this chapter:

= Adding an assignment

= Modifying an assignment
= Saving to the File Cabinet
= Deleting an assignment

= About the assignment detail screens



Creating assignments

Adding an assignment
You have two options for adding an assignment:
= Creating an assignment

= Importing an assignment from the File Cabinet

Creating an assignment

If you want to create an assignment (by manually defining all of its settings), use this procedure.

To create an assignment:
1 Navigate to the appropriate Coursework portlet instance, as described on page 43.
2 In the pane at the upper left, click Add an Assignment.

A pop-up menu asks you to choose a format.

What would you like to use to create your assignment?

The Online Test format
For all types of online testing, from pop quizzes to final
exams. You build {or import) the test, and students take it
online right here.

@ The File Upload format

= | For collecting one or more files from students, Papers, lab
notes, art projects -- any files that can be uploaded can
be accepted here,

H:| The Basic format

For anything {and everything!) else. Whatever the actual
activity is, this simple format will present the assignment
details to your students and let you manually enter
grades.

If you have already created the assignment for a different course, you
can import an existing assignment instead of creating a new one,

Don't want to make an assignment after all? You can just go back
ta the Main screen.
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3 Select one of the options. (If you need help making a choice, see “Formats” on page 38.)

The system displays a screen with three sections:

Step One: General Assignment Information. This is the area where you define the most
basic settings. Note that the Name and Due date fields are required. If this is an uploaded or
basic assignment, the Points field is also required. For details on all of these settings, see
“General assignment information” on page 67.

Step Two: Format Assignment Options. This area includes optional settings specific to the
format of the assignment. For details on these, see any of the following:

— “Online assignment options” on page 78.
— “Basic assignment options” on page 83.
— *“Uploaded assignment options” on page 83.

Step Three: Instructions & Files. These optional settings let you add a description,
instructions, and supplementary files. For help with these, see “Instructions and files” on
page 84.

4 Once you have filled out all of the fields that you want to complete, scroll to the bottom and
click Save your new assignment.

The system creates your assignment. If this is an online assignment, the system opens the Test
Builder, which you can use to create questions. For details on this process, see Chapter 4,
“Adding content to online tests.”
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Importing an assignment from the File Cabinet

90

If you have saved assignments to your File Cabinet, you can import copies of these into any of
your courses.

If you want to import an assignment from a course cartridge, that is a slightly different process —
for details, see Chapter 33, “Importing from course cartridges.”

To import one or more assignments from the File Cabinet:
1 Navigate to the appropriate Coursework portlet instance, as described in page 43.
2 In the pane at the upper left, click Add an Assignment.
The system displays a pop-up menu.
3 Click the link labeled import an existing assignment.

T O AR AT N e TR FF BT e a e e trigmEotuEl Ty
activity is, this simple format will present the assignment
details to your students and let you manually enter
grades.

If you have already created the assignment for a different course, you
can import an existing assiu?ment instead of creating a new ane,

Don't want to make an assignment after all? You can just go back
ta the Main screen.

The system displays a screen that lets you browse your File Cabinet. Note that you can filter the
list to show only online, only basic, or only uploaded assignments.
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4 Using the checkboxes at the left, select the assignment(s) you want to import.

Coursework

4= Back to Assignment screen

== Your File Cabinet
| These are the assignments you have saved in your File Cabinet. Use this screen to impor

Shaw assignment.

1] assignment Type Created

Midterm Exam 6/16/2011 5:0

Pop Quiz Quiz 6/29/2011 3:5]‘

vh Presentation [E Participation 6/16/2011 S:D?i
N Short Essay . . .. | & Exa_rﬂ_'h e X o 6:‘16!2011 5:03

5 Click Import Selected.

The system displays a dialog stating that it imported the assignment(s). Note that by default, the
imported assignments are not active and not immediately visible to students. They are
automatically given a due date equal to the last day in the term.

6 Click OK.

Next you might want to do either of the following:

« Modify basic settings for the assignment, such as its name and its due date (for help with
this, see “Modifying an assignment” on page 92).

 If this is an online assignment, you may want to modify its content (for help with this, see
“Adding content to online tests” on page 101).
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Modifying an assignment

You can use this procedure to change any aspect of an assignment except for the content of an
online assignment (for help with that, see Chapter 4, “Adding content to online tests™).

To modify an assignment:
1 Navigate to the appropriate Coursework portlet instance, as described on page 43.
Locate the assignment you want to modify and click the corresponding pencil icon.

The system displays a screen that lets you edit the assignment.

B woN

Make any changes necessary. For help with the fields on this screen, see the following:

« “General assignment information” on page 67
« “Format-specific options” on page 78
e “Instructions and files” on page 84

5 Click Save.
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Saving to the File Cabinet

=

If you think you’ll want to re-use some or all of an assignment, save it to the File Cabinet.

The system allows you to save the same assignment to the File Cabinet multiple times. You might
want to do this if you end up making unexpected modifications to an assignment, and you want to
save the revisions.

To save an assignment to the File Cabinet:
1 Navigate to the appropriate Coursework portlet instance, as described on page 43.
2 Locate the assignment you want to save and click the name of it.
The system displays the assignment overview.
3 At the upper right, click More to expand a menu with additional options.
4 In the More menu, click Save to your File Cabinet.
The system displays a dialog stating the assignment was saved.

5 Click OK.
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Deleting an assignment

When you delete an assignment, you also delete all students’ grades for it. This cannot be undone.

94

To delete an assignment:

1
2

Navigate to the appropriate Coursework portlet instance, as described in page 43.
Locate the assignment you want to delete and click the name of it.

The system displays the assignment overview.

At the upper right, click More to expand a menu with additional options.

In the expanded menu, click the link labeled Delete this assignment.

The system displays a dialog asking if you’re sure you want to proceed.

Click OK.
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About the assignment detail screens

Regardless of its format, each assignment you create has the following:

= An assignment overview, which summarizes details about the assignment and lists each

student’s name, as well as each student’s grade, if one exists.

= A Student Assignment Details screen — one for each student. You get to this screen by

navigating first to the assignment overview, then clicking the name of any student listed. The
Student Assignment Details screen lets you leave feedback for the student, view the student’s
detailed history with the assignment, and take other actions.

Coursework

Midterm

Ezam in Unit 1

by Jennifer Adams 8 =3

b Jennifer's final grade is

“~ 100/100, A (100%)

() pework the exam - If Jennifer needs to make corrections (or answer skipped guestionsy
®) Reopen the exam - Jennifer did not use 1 retake, Use this option to give access to th
| view Jennifer's Detailed history for this assignment

wThis. pram anas.takan on tinesns QG A 20731 S5 D0 DM es o 000 st snnin, s fon o e mrho s

You use these two screens for a variety of tasks that are described throughout this guide. This
section simply offers a quick overview of these screens.

The assignment overview

You might want to refer to the assignment overview in any of the following situations:

For online and uploaded assignments, you can use this screen to see which students have
completed the assignment.

For uploaded and basic assignments, you can use this screen to enter students’ grades, as
described in Chapter 6, “Managing and grading assignments.”

For any assignment, you can use the assignment overview to navigate to other screens, such as
the Student Assignment Details screen.

The assignment overview can be viewed only by faculty members and by roles that have the Can
Grade Assignments or Can Manage Content permission.
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assignments

Layout of the assignment overview

The exact contents of the assignment overview will vary depending on the format of the
assignment, but all versions have the following:

= A header that includes details about the assignment — its name, its format, the unit it belongs
to, and so forth.

= An action bar, which includes several useful links. The exact links will vary depending on the
assignment’s format and whether the due date has passed. If you’re looking for a link in the
action bar and do not see it, click the More link to display additional options.

= A Student Results area, which lists all students in the course section, along with each student’s
grade on the assignment (if one exists), and related details. For uploaded and basic
assignments, you can enter grades here.

Mame of assignment LInit

Coursework

Test #3

o/ Exam in Unit 1

due Today, 4:00 PM B Go to the Test Builder . Edit this assignment More -

Student Results )
Student Grade Completed Time spent Aggrun

[ | Adams, Jennifer {--/100, awaiting gradey | &t apen | 13 Minutes

[ Carter, Scott {--/100, awaiting grade} still open | 32 Minutes

e e ST e e T P TR e s T T T S e e im0 e T T e T T T I e TR e e

Navigating to the assignment overview

There are a few ways of navigating to the assignment overview.

To start from outside the Coursework portlet:

1 Navigate to the appropriate Coursework portlet instance, as described on page 43.

2 Locate the assignment whose details you want to review. Click the name of the assignment.
The system displays the assignment overview screen.

To go back to the assignment overview from a lower-level screen:

If you are looking at another screen specific to the assignment — for example, if you are viewing
the assignment in the Test Builder, or if you are on a Student Assignment Details screen — you can
navigate back to the assignment overview by clicking a link in the upper left corner that says Back
to the assignment overview. In many cases, you can display this link even if you don’t see it at
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first. For example, sometimes the text in the corner will just list the name of the assignment, along
with its type and unit.

Coursework

sl Midterm

i Exam in Unit 2 [%

by Jennifer Adams B <3

B i Y L T

In this case, just move your cursor over whatever text is in this spot, and the text will change to
a link.

Coursework

71| Midterm
Click to returnrﬁ_tlf the assignment overview

o
l by Jennifer Adams 8 =53

SRt el STt Temme TR e T e T e e S e e s e e

To navigate from one assignment overview to the next:

If desired, you can navigate from one assignment overview to the next using the Previous and Next
links at the top right corner of the overview screen.

4 Previo fS Other azsignments  Mest b

The Student Assignment Details screen

For every assignment, there is a screen you can use to manage each student’s work. This is the
Student Assignment Details screen. There are two versions of this screen — one shown to faculty
and one shown to students.

Student version of screen

The student version of the Student Assignment Details lets them do the following:

= View details about the assignment, such as how many points the assignment is worth.
= View instructions for the assignment.

= Upload afile (if this is an uploaded assignment).

= Display and take a test (if this is an online assignment), and later review the completed test, if
review is allowed.
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= View feedback that you or other authorized users (such as a teaching assistant) have left.

= Enter comments for you to review.

Coursework

Essay
Ezam in Unit 1

= This exam is open and can now be taken {See below)
=
\—" It is due on Friday, December 16 at 2:55 PM

& add a comment

This exam Is required and s scored out of 100 points.

Instructions:
Please answer only in Spanish.

Files:
D Essay - please read this before starting the quiz (.doc, 133K)

This exam can only be taken 1 time
It has no time limit

When you are ready...

Start the Essay exam

Wt

B A L L I

A ARl e T Bt i AR s 2E SR o

The Student Assignment Details screen is one of those which can be viewed in Student Emulation
mode only in a generic sense — you can see what the screen looks like for an anonymous student
who has not yet completed the assignment. You cannot preview what it looks like for a particular
student.

Faculty view
The faculty view of the Student Assignment Details screen lets you complete the following tasks:

= Manage this student’s experience with the assignment by taking actions such as giving the
student a personalized time limit, granting the student a retake, and so forth.

= If this is an uploaded assignment, download a student’s file(s).

= If this is an online test, review a student’s answers, adjust any scores that were automatically
given, and enter feedback for any question.

= Enter or adjust the student’s grade for the student.

= Enter feedback for the students. You can enter comments, and you can also upload a file as part
of the student’s feedback.
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= Review comments that the student left for you.

Coursework

I’ Final
@ Exam in Unit 1

by Jennifer Adams B <3

T This assignment is open

s
\—" It is due Today, at 3:55 PM

You can give Jennifer a different due date

7 Persanal time limit - Jennifer has a time limit of 50 minutes to take this exam. Use this opti

5

(B Close the assignment to end Jennifer's ability to work on it, and to enable grading,

%) Grant a retake - Jennifer hasn't taken the exam yet, but you can use this option to allow a

= wiew Jennifer's Detailed history for this assignment

QNS R W ST UIEE ST SRR R ST RO MRS PSPPI P ST P S " B TPV ¥ Ty

Navigating to the Student Assignment Details screen

There are a few ways of navigating to the assignment overview.

To navigate to the Students Assignment Details screen:

If you are looking at the assignment overview, just click the name of a student to view the Student
Assignment Details screen for that person. (For help navigating to the assignment overview, see
“Navigating to the assignment overview” on page 96.)

To navigate from one Student Assignment Details screen to another student’s screen:

If desired, you can navigate from one Student Assignment Details screen to the next using the
Previous and Next links at the top right.

7
¥ 4 Previous  Scott's assighrment  MNest b
;

i 4 Previous Other students  MNext b
3

s

.-"LMM PR

The links at the top let you move to Student Assignment Details screens for this student (but for
different assignments).

The links at the bottom let you move to Student Assignment Details screens for other students (but
for this same assignment).
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Adding content to

online tests

This chapter describes how to add questions and other content to online assignments.

In this chapter:

Key concepts

Opening an assignment in the Test Builder
Working with sections

Working with questions

Using the question-design screen

Working with point values

Previewing an test

Activating tests
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Key concepts

Before students can take an online test, you have to add questions to it. You do this using the

102

Test Builder.
Coursework
Pop quiz :
Quiz in Unit 1 Activate Mow
Tirne limit EEE Dpens on: Due on:

Mo time limit B vou need to enter an opening date & Mon 1/16, 11:55FM More »

4 preview this test

9 Add Section

Exam 7 Edit | [T celete
All questions are given, in the order shown below, Reorder
Question Type Point “alue

gr Add a gquestion
Essay Essay 50
Moun moutching Matching 10

&

Adverb matching Matching 10

B i e i i e e T i

You can use Test Builder to do any of the following:

= Add questions to tests and, optionally, the correct answers, so the system can automatically
score the assignment.

= Group questions into sections. You can optionally do either of the following:
« Configure the section so that its questions are randomly shuffled.

« Make the section a question pool — that is, configure the section to randomly display a
subset of its questions.

= Assign a point value to each question.

= Set up automatic feedback that will display when students review their graded tests.
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Opening an assignment in the Test Builder

After you create an online assignment, the system automatically displays the Test Builder. If you

navigate away and need to go back later, use this procedure.

It is possible to open an assignment in Test Builder even if the assignment is already active and
E students have begun taking it. However, making major changes after students have begun taking

a test is not recommended.

To open an assignment in the Test Builder:

1 Navigate to the appropriate Coursework portlet instance, as described on page 43.

2 Click the name of the assignment.

e T e LT T L e P F e iy s Ry e am T S it i e

Unit 3 Chiclk to close

10/31/2011 to 11/25/2011

In Unit 3, we will look at equal and unequal cormparison, plus direct- and indirect-
preterite and past imperfect tenses,

Assignment Due Date Typ
‘Qiz‘:} ‘ 11/25/2011, 11:55 PM

.-'_o.f‘.-{gé Es53Y 11/25/2011, 11:55 PM

Test 11/25/2011, 11:55 PM

A e B f s B e, o sl e e S At B s, T R ol e Sl 8 i, e o
The system displays the assignment overview.

Coursework

Quiz
o Quiz in Unit 2

G due 11/25/2011, 11:55PM | B Go to the Test Builder 7 Edit this assignment

This assignment is not yet active

It is MOT visible to students.

Student Results

Student Grade Completed Time spent
Adams, Jennifer Still open
Jones, Frank Still open
Eoberts, Jane Still open
Thomson, Jeff Still open
Williarns, Aaron Still open

S AT A e e on SRS it e s e SR sl S AT S AR ST AT e ST o B, S SR i A AT b
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If the test is active, the system may already list a grade for some students.

3 Click the link labeled Go to the Test Builder. (If the due date is in the future, this link will be
in the action bar. If not, look in the More menu.)

Coursework

Quiz

Quiz in Unit 3

[Eh due 11/25/2011, 11:55 PM | & Go to the Test aui%

The system opens the Test Builder view of the assignment.

4 From here, you can do any of the following:
« Create and modify questions. (For more details, see “Working with questions” on
page 113.)

« Change the point values of the test’s questions (by clicking Edit all points — for more
details, see “Point Value” on page 120).

« Create and modify sections. (For more details, see “Working with sections” on page 105.)

« Modify settings related to the assignment’s sections, such as whether any sections will
shuffle questions. (For more details, see “Modifying a section” on page 111.)
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Working with sections

All online tests must have at least one section. A section is basically a collection of questions.
Attributes of a section

When you create or modify a section, you enter values for the following fields.

Section name

Each section must have a name. When a student displays the test, the section name is displayed as a
heading over the section’s questions. For this reason, you should choose a name that’s meaningful.

Test
Test in Unit 1

Tirme limit: Length: Scored out of:

45 minutes | 17 questions @ 100 Points
7 Time Remaining:

£2 43 minutes PIEETESS N2E MEEr

Section name —+— Fill in the blank

1} perro (Spts)

2) camino (Spts)

R e o R EOEN

g,

S oy Sl b .

Instructions

The Instructions field is optional. If you decide to include section instructions, these will be
displayed below the section name.

Test

Time limit: Length: Scored out of:
Test in Unit 1

45 minutes | 17 questions | 100 Points

" Time Remaining:

&2 43 minutes FIBETEEE M35 MEEY

Fill in the blank

Instructions  —— Translate the following words into English.

1y perro (Spts)

- i o S, Al ol ot b ool i o s smmthon._oatliee il

105



Adding content to online tests

If appropriate, you can create equations or upload images, which you can add to the instruction
text (or use instead of instruction text). To do this, click the Add equation link or the Add

Image(s) button and follow the prompts.

You can leave the image or equation in a gallery that will display below the instructions text, or
you can click and drag the image (or equation) into the rich text editor, where you can optionally

resize it.

Section name: |Fill in the blank

U IS e |DeFauItFont|'||Size|'| :B/c’ B I gé-a‘_ﬂjvg

Z Translate the following words into English.

s

B SR TE N P N Y AR S N N TR 1 S g UL S R TR D RS Y YR SR S -

With this method, the image or equation will display alongside your instruction text.

Test
Test in Unit 1

Time limit:
45 minutes

Length:
17 questions

Save Frogress

T Time Remaining:
» 38 minutes

Fill in the blank

&  Translate the following words into English.
——

1) perro (Spts)

Type

;
Progress has never been

o Bt A & B e e ettt ot il el M‘HM—.J

Scored out of: ’
100 Points

L

You use the Type filed to specify whether the section will display all its questions or just a random
subset (making the section a question pool). Specifically, you choose one of the following:

= Regular — All questions will be displayed.

= Pool — A random subset of the section’s questions will be displayed. If you choose this, you

must also enter values for the following:

« Number of questions to give — Note that if you choose a value greater than what the
section contains, the system will simply display all the section’s questions.

« Point value for each question — Specify the point value of each question in the pool.
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Within the Test Builder, the system will indicate whether or not the section is a question pool in a
summary displayed under the section name.

e T s i _m pom et S S e e b m e e e e St e e i L o o e e o o 8% pm n i o o e,

True or False 7 Edit il Delete
5 questions are given randomly from this question pool.

Question Type Faoint value

9 Add 3 guestion

TF True or False g +
Fz True or False L3
TF3 True or False g

e T I SRR S ST PR ST T PP S R T PR ST e e EUT SIS SO S S PR e ey

Question order

The Question order field is presented only if the section is not a question pool. You can choose one
of the following ordering methods:

= Static — Questions will display in the same order that you arrange them in the Test Builder.
= Random — Questions will be shuffled randomly for each student.

Within the Test Builder, a label under the section name indicates how questions will be ordered.

Fill in the blank o7 Edit W Delete

All questions are given, in a random Drde?)

Question Type Point Yalue
9 Add 3 guestion
gapo Short Answer 2

I AR T et TR R ST el o M B el e T e O B e T AR o I S S n e St AT

If you choose Static, the description includes a Reorder link.

Fill in the blank 7 Edit W Delete

All questions are given, in the order shown below. Reorder

Question Type Point Value
oh Add a gquestion

Sapo Short Answer 2

| laza, . ekl b Lan OLE ANSWERL D e A

Clicking Reorder lets you manually order the questions. For help working with this, see
“Reordering questions within a section” on page 117.
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Time limit
If desired, you can set a time limit for the section. The section time limit is shown to students when
they begin the section, in a boxed message at the top of the page.

New Vocabulary = 1z jimit: Length: Scored out of:
Quiz in Unit 1 45 minutes | 25 questions | 150 Points

T Time Remaining:

£ 40 minutes Progress has never been saved

This page is timed

5:50 minutes remaining

When this time runs out you will no longer be able to answer the questions on this
page, even if you have time remaining for the quiz as a whole,

Matching

bkl o Ldatch the natnis woeds with, thaicEoalishecounternaet s, (200080 L o o sen

Once the time limit is reached, the system displays a dialog box stating tell the student that his or
her work on the section has been automatically saved, but that no further work on the section is
allowed.

If you previously saved a time limit for the section and you want to eliminate it, just clear the Time
limit field and then save the section.

If you create a section time limit that exceeds the time limit you set for the assignment overall, the
system will ignore the section time limit.

Similarly, if you set time limits for your sections that equal a smaller amount of time than the
limit set for the test overall, then the overall time limit will be ignored.

Extra credit

If you want the section to be solely for extra credit, select the checkbox labeled Make this section
extra credit. With this option, a student can earn points for the questions but will not be penalized
for missing any of the questions. (The point value of this section’s questions will not be added to
the total possible for the test.)
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If a section is extra credit, when the student displays the test, each question in the section will be
clearly marked as extra credit.

e b ot o e e mm A fo_imamt s e b p o rm TR ma mte F ot h n O LT s o e e e e P e

Bonus questions

22} What is the oldest continually inhabited city in South America? (W Spts extra credit)

23} What is the largest city in the world reachable anly by air or water? (% Spts axtra credit)

T R LT L L LI PSPPSR S LUY T Ja—)

In your view within Test Builder, the system will also include a reminder that the section is extra
credit.

i T o I i T i ]

Bonus questions 7 Edit [l Delete

W All questions are given as extra credit, in the order shown below, Reorder

Question Type Point value

gr Add a question

- EA-;—-&.&-—.‘—_M T T RS PR S e LR S S iahn[rAArME\r—F‘- -.--l-‘-—l-‘E-l‘--ll‘l-—-l—rL—‘-‘“

If you want the system to be able to give get a better-than-perfect grade when it is automatically
scoring the assignment, see “Extra credit” on page 81. By default, better-than-perfect automatic
scores are not allowed (though regardless of this setting, you can always manually give a student a
better-than perfect score).

If you want to make the entire assignment extra credit (not just this section), see “Type” on page 70.

Adding sections

There are two ways to add a section:
= Creating a section

= Importing sections from the File Cabinet

Creating a section

Use this procedure to create a section.

To create a section:

1 Open the assignment in the Test Builder, as described on page 103.
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2 Click the link labeled Add Section, which is near the top of the screen.

3 Enter a name for the section.

4 Enter values for any of the other fields, as appropriate. For help with these, see “Attributes of a

section” on page 105.

5 Click Save this section.

Importing sections from the File Cabinet

If you have previously saved assignments to your File Cabinet, you may want to import one or
more sections from those assignments. When you do this, you import both the section’s settings

and questions.

To import sections from your File Cabinet:

1 Locate the assignment to which you want to import questions. Open it in the Test Builder, as

described on page 103.
2 Click the More link to expand a drop-down menu.
3 Inthe More menu, click Import Question(s).

The system lists the assignments in your File Cabinet.
4 Click the name of the appropriate assignment.

The system lists its sections.

5 Use the checkboxes to select the section(s) you want to import.

File Cabinet / Yiewing the Midterm item

T e e e e T e e e T e e e e T e e e e Tl

_ T TeeseTe

[ sSection Questions
Matu:hing 10
1% Essay 1
[0 | Eillin the blank 5

PP Y P

6 Click Import Selected.

e T R L FLNY

The system imports the selected section(s), along with each section’s settings and questions.
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Modifying a section
Use this procedure to modify a section.
To modify a section:
1 Open the assignment in the Test Builder, as described on page 103.

2 Locate the section you want to edit, and click the corresponding Edit icon.

T R L L T L I PR LY I LI T T LI R U P S S e

Matching and ordering 7 Edit I Delete

All questions are given, in the order shown below, Reorder {b
Question Type Faoint value

ar Add 3 question
Matching Matching E +

B T N SR Y P S A SO CA S S A e S G U SRR ¥ [ % PN AP M ST L W A g S

The system displays a form that lets you modify the section.

3 Modify any of the fields as appropriate. For details on any of the fields, see “Attributes of a
section” on page 105.

4 Click Save.

Reordering sections

Use this procedure to reorder sections. Note that when you rearrange sections, the system saves
your changes automatically — so you do not have to click a save button, and you also cannot cancel
out of the changes.

To reorder sections:
1 Open the assignment in the Test Builder, as described on page 103.

Notice the pair of black arrows at the right side of each section.

LT Jul. - VP U

p o= T

True or False 7 Edit fi] Delete
all questions are given, in a random order.
Question Type Point value
gr Add a question
TFE True or False 1 @ gl
TF2 True or False 2 % 4
TF3 True or False 3
= s - LR e N AN A T A A s T e ~al 4 o, A - e, e BB, *‘—J
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2 To move a section, clicking the corresponding black-arrow icon and drag the section to the
appropriate location.

Deleting a section
When you delete a section, you also delete all of that section’s questions.
To delete a section:
1 Open the assignment in the Test Builder, as described on page 103.

2 Locate the section you want to delete, and click the corresponding Delete icon.

B e T FLAL PP _‘-\mghjf—._r'_"f'vh_r’—_a R LT I T e -
Edit all points Manage guestions Total: 15 extra credit
True or False 7 Edit fi] Delete

all questions are given, in a random order.
Question Type Point value
gr Add a question

TF True or False 1 &+

FO e o St U U R S g Ry T =] N = PP T L N S SR i

The system displays a dialog asking if you’re sure you want to delete the section.

3 Click OK.

The system deletes the section.
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Working with questions

This section explains how to add questions, move questions, and related tasks.

For details on any field related to questions, see “Using the question-design screen” on page 119.

Adding questions

There are two ways to add questions to an online assignment:
= Creating questions

= Importing questions from the File Cabinet

Creating questions

If you want to create a question, use this procedure.

To create a question:

1 Open the assignment in the Test Builder, as described on page 103.

2 Locate the appropriate section and click Add a question.

Coursework
Quiz
Quiz in Unit 3
Tirne limit |j Cpens on: Due an:
! o "2re! : !
Mo time limit 'You need to enter an opening date = Fri 11/25, 11:55PM

) preview this test

% add Section

Section 1 7 Edit ] Delete

All questions are given, in the order shown below, Eeorder .
¥

Question Type Paoint value

a0 Add 5 guestiu?

T TS ST SRR T SRR SRR e R S TR SRR SN

B e L L

The system opens a screen that lets you design the question. At a minimum, you must fill in the
following fields before you will be allowed to save the question:

e Question Label

» Question Text

« Answer Type (this defaults to Multiple Choice)

« Depending on the answer type you select, you may need to make additional selections
in the Design Your Answer(s) area.
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For further help with this screen, see “Using the question-design screen” on page 119.
3 If you want to preview the question, click Preview Question.

4 When you are done working with the question, click either Save and add another or Save and
return to Test Builder.

Importing questions from the File Cabinet

If you have saved assignments to your File Cabinet, you may want to import one or more questions
from those assignments.

To import questions from the File Cabinet:
1 Open the assignment in the Test Builder, as described on page 103.

2 Click More to expand a drop-down menu.

Coursework

Quiz
Quiz in Unit 3

Time limit IE Qpens an: Due on:
Mo time limit B vou need to enter an opening date & Fri 11/25, 11:55PM

©) preview this test
% Add Section

Section 1 # Edit | T Delete
All questions are given, in the order shown below, Reorder .
#
Question Type Point wvalue

9r Add a question

B S W PSR SR S S RN S P S S PSSP W S S ye—

A R e B 2 T e AR
3 In the More menu, click Import question(s).
The system lists the assignments stored in your File Cabinet.

4 Do one of the following:

« Find questions by browsing a particular assignment —
a Click the name of the assignment to display a list of its sections.

b Click the name of a section to a display a list of its questions. Note that you can click the
name of any question to preview it.
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¢ Use the checkboxes to select the questions you want to import.

File Cabinet / Pop quiz / Viewing the New grammar and vocabulary item
[1 question

Essay

MNoun moutching
[0 adwverb matching
B B oY P S O Y
d Click Import.
« Search by keyword and/or question type —
a Click the link labeled search for them.

The system displays a form.
b Enter a keyword in the text field provided.

c If appropriate, select the checkbox labeled Also search answer options. Otherwise, you
will be searching the question text only.

Coursework

43 Back to the Test Builder

==| Your File Cabinet
| These are the tests you have in your File Cabinet. Use this screen to ¢
into the test you are building.

Search for questions

Search f0r|demaSiadD |in |AII ¥ | questions

Also search answer options

Back to browsing

I e s S VS Lo = S

d If you want to restrict your search to a specify type of question, use the drop-down list to
choose one.

e Click Search.

The system displays all the questions that match your criteria.
f Select the questions you want.
g Click Import Selected.
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Opening a question for editing

After you create or import a question, you may want to make changes to it. Note that while you can
make changes to most of a question’s settings, you cannot change its answer type.

To open a question for editing:
1 Open the assignment in the Test Builder, as described on page 103.
2 Click the name of the question you want to edit.

The system opens the main question-design screen, which lets you modify the question and any
options that will display for students. This screen is described in detail in “Using the question-
design screen” on page 119.

Moving questions

116

After creating questions, you may want to move them or reorder them.

Moving a question to a different section

If desired, you can move questions from one section to another.

To move one or more questions to a different section:

1 Open the assignment in the Test Builder, as described on page 103.

2 Locate the section that contains the question(s) you want to move and click the corresponding
Manage questions link.

= 11701 e e ek St =1 | T T gt =1
perro Short Answer
ciudad Short Answer

Edit all points Manage guestions

B A PR O AP S P R P YN X NP SCEE S PP P R PPY SRR

The system updates the screen to include checkboxes and two drop-down lists.
3 Use the checkboxes to select the question(s) you want to move.

4 Leave the first drop-down list set to the default of Move and use the other list to choose the
section that should host the question(s).

5 Click Submit.
The system moves the questions.

6 Click Finish managing these questions.



Reordering questions within a section

If a section is configured so that its questions will be presented in the same order as in the Test

Builder, then you may want to reorder them.

Note that the system will not allow you to reorder questions if the section is set up to shuffle

questions randomly for students.

To reorder questions within a section:

1 Open the assignment in the Test Builder, as described on page 103.

2 Locate the section that contains the question or questions you want to reorder and click the

corresponding Manage questions link.

e-Racer: Faculty Guide

The system updates the screen to include black arrows to the right of the questions. If you do not
see this, that means the section is set up to display questions randomly and you cannot reorder

them. (For help changing the setup of the section, see “Modifying a section” on page 111.)

3 To move a question, clicking the corresponding black-arrow icon and drag the question to the

appropriate location.

O te ShDrt”:érr';s'\;\r-;r

[ océano Short Answer

[ iglesia | Short Answer

(I pintiras - Bhort answer

[ carterista Short Answer

Move % |selected items to | Matching and ordering | #
Finish managing these questions

e T Py bt A" e m 6 e b 0 A i ear s o = ——-Ey

B 6

*

S

O S P T S TS MY S SRS TS S NPT APPEOr NP RSSE SR ST SR S PP e e p———y

4 When done, click Finish managing these questions.

Previewing a question

Use this procedure to preview a question from within the Test Builder.

To preview a question:
1 Open the assignment in the Test Builder, as described on page 103.

2 Click the label of the question you want to preview.

3 Scroll to the bottom of the screen and click the Preview Question link.
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Deleting questions

118

To delete one or more questions from a test, use this procedure.

To delete questions:

1
2

o o1 B~ W

Open the assignment in the Test Builder, as described on page 103.

Locate the section that contains the question(s) you want to delete and click the corresponding
Manage questions link.

The system updates the screen to include checkboxes and two drop-down lists.
Use the checkboxes at the left to select the question(s) you want to delete.

Set the first drop-down list to Delete.

Click Submit.

Click Finish managing these questions.
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Using the question-design screen

This section describes the screen you use to create and modify questions. This screen is divided
into three parts:

= Step One: Design the Question
= Step Two: Design the Answer(s)
= Step Three: Automatic Feedback

Step One: Design the Question

In the Design the Question area, you enter the text of the question and other basic details.

Question Label

The question label is used to identify the question within the Test Builder. It is not shown to
students. If you do not enter a label, the system will generate a label based on the question text.

4= Back to the Test Builder

Step One: Write the Question

Question Label: Quotation 1|

uestion Text:
Q DefaultFont - Size - S | B I O &

e Sl gl B o 1 P e ol e SR L Bl ol R el Bt it = 1

Question Text

You use the Question Text field to create the question that will be shown to students. This field is
required. It can include any combination of the following:

= Text — You input this using the rich-text editor.

o T e T DI ] e T T T T S g e e,

uestion Text:
Q DefaultFont - Size - ¢ | B 7 U év

Who said "I read: I travel; I become"?

el e AR e M T g e Rt SRR e e i S . B
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= One or more images — To input images, use the Add Image(s) button.

T

EIHTML

Add Image(s) #5g) How Do 1 Use Images

RS S S T T E S R P R S LR R Y

< An equation — To add an equation, use the Add equation link to open a LaTeX-format
Equation Editor.

e  py

Add equation

S NI T b s

You can leave your images and equations in a gallery that will be displayed below any text you’ve
entered, or you can drag them into the rich-text editor to resize them and arrange them alongside
your text.

If you need additional help with images, click the link labeled How Do | Use Images. If you need
help with the Equation Editor, note that after you open it, you can display instructions using the
link labeled Show help text.

If you want students to answer using the Equation Editor, make sure you select “equation” as
E this question’s answer type. For more on answer types, see “Step Two: Design the Answer(s)” on
page 122.

Point Value

If you want to assign a point value to a question, enter it in the Point Value field.
B ‘”'""'H(.'I'U'E:l_ﬂ"_'rdﬁ'l'crl"l-" P J-.

Point Value: 10| Optional

PSPPI [0 Y, EX PN TP L TN =03 e POt 2
Eventually, every question must have a point value before you will be allowed to activate the
assignment — but you don’t have to enter the value now.

If you do not see a Point Value field, that means that this question belongs to a question pool — all
questions in the pool must have the same value, and you can set this when you edit the section.
(This is described in “Type” on page 106.)
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Make this question extra credit

If you want the question to be one that can only benefit the student, click the checkbox labeled
Make this question extra credit.

e i = e e el o | T o e e 7 e T T e e 7T e e it L e e Tt e s el e
Paint™Vallz: 14 F| Optional

ake this question extra credit

‘= total point value for this guestion is not added to the overall quiz total. This makes points
earned via correct answers here increase a student's score, but missing or skipping it does not
decrease the final score.

PR TTE e ST LSS R S v U S R T S T S — e — e e T T T e Se— e R PR T e T —

When you do this, the point value for the question is not added to the total for the test. This means
the student will not be penalized for skipping or missing the question.

To help you keep track of which questions you have designated as extra credit, the system adds an
extra-credit icon next to the corresponding questions in the main Test Builder view. It also makes a
notation about the section’s total extra-credit point value.

o i e e R et B b Pt g [ g o 3P i
pinturas Short Answer 5
carterista Short Answer 5
rascacielos @ Short Answer 5
Edit all points Manage guestions TDtEI|GE Points + 5 extra cred@
oS 0 50 B o B A0 om0 £ B e I s bt

When they take the test, students will be able to easily see which questions are extra credit.

T UL PP S S D U o g

23) rascacielos (W Spts extra credit)

T i et St R el o e o B B St = B, s R
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Step Two: Design the Answer(s)

In the Design the Answer(s) area, you select an answer type, which determines how students will
submit their responses.

Answer Type

You choose the answer type using a drop-down list.

e e e e Sem AT st A Al e d e,

Step Two: Design the Answer(s)

Answer Type: Multiple Choice
Equation
Multiple Choice OjEssay

- : Matching
Correct Options Multinle Choice k
Ld Ordering

Short Answer
¥ True or False

B T PP s P P P,

After you make a selection, the system updates the rest of the screen with details specific to
your choice.

E Once you save the question, you will not be allowed to change the answer type.

The various question types fall into two general categories:
= Types that can be graded automatically by the system.
= Types that cannot be graded automatically.

For types that can be automatically graded, you have to fill in a bit more information after selecting
the answer type.
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The answer types are described in the following table.

Table 4-1. Answer types

e-Racer: Faculty Guide

Type Response required Will the question be
from student automatically graded?
Equation A mathematical answer submitted using No
a LaTeX-format Equation Editor.
Essay A text response that can be lengthy. No
Matching The matching of items from one list Yes, see “Options for matching” on
with their counterparts in a second list. page 124.
Multiple Selection of one or more answers froma | Yes, see “Options for multiple
Choice list of correct and incorrect choices. choice” on page 131.
Ordering Correct ordering of a list of items that Yes, see “Options for ordering” on
have been presented randomly. page 138.
Short Answer | A short text response. Optionally, see “Options for short
answer” on page 142.
True/False Assessment of a statement (the Question | Yes, see “Options for true-or-false”

Text) as true or false.

on page 151.
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Options for matching

When you select Matching as your answer type, the system updates the screen to include two
columns — one labeled Object and one labeled Correct Match. You fill out these two columns
with pairs of items that go together.

e T T T e T T L e e e g it gy e im0 el T e o m e e e

Step Two: Design the Answer({s)

Answer Type: | Matching v |

Matching Options

Ohject - Correct Match
|perrc: hE * |d°9
|gat0 %ﬁ:ﬂ ¥ |cat
|\.rac:a %@J ¥ |c:c:w

TR g et M o i S e o SRS B i oo g, 2tttk g din e 5 A el s, oyttt on v gl 2 e M e B, o g it = o g e

When the question is shown to students, items in the Object column are listed on the screen. Next
to each object is a drop-down list that includes the Correct Match items in alphabetical order.

T T T T Tt

24% Match the Spanish wards with their English counterparts, (Spts)

perro Select One | +

Select One
gato cat

COw
vaca
ratan

caballo || Select One | v

LT ¥ W UTESEE SR ST C IS S LORTEr TS T R AR S S E A
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If appropriate, you can configure the drop-down list to include distractors — choices that do not go
with any of the objects. To do this, enter incorrect choices in the fields labeled Unmatched
distractor.

G T T T e ot L S (S e O e e
AS $
ratan = T2 mause
AS
caballo =48] * |horse

Distractors

Unmatched distractor & |pjrg
Unmatched distractor $ |raphit
Unmatched distractor 3 [%

g 4dd more matching pairs g 4dd more unmatched distractaors

o o e 2 T o e i o i T 0 R SRR, 4 ot Rt A SR SRt e e d T e e

You also have the following options:

= You can configure items in the Object column to use images, equations, or rich text (or any
combination of these). For details, see “Using images, equations, and rich text” on page 126.

= If you plan to allow students to review their completed tests, you may want to set up automatic
feedback to display if the student makes a correct match or chooses a specific distractor. For
details, see “Creating match/distractor feedback” on page 128.

= You can have the system randomize items in both lists, enable partial credit, and more, as
described in “Other choices” on page 130.
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Using images, equations, and rich text

If appropriate, you can make each object an image, an equation, rich text, or some combination of
the three. You do this using a rich-text editor.

Note that if you follow these steps, and if you have already entered text in the Object field, your
text will be lost. To make sure your text displays, enter it again using the Rich Text Option Editor
(in step 3 below).

To use images, equations, or rich text in the Object column:

1 Inthe Design the Answer(s) area of the screen, locate the object you want to work. (For help
getting to this screen, see “Opening a question for editing” on page 116.)

2 Click the rich-text/camera icon.
Step Two: Design the Answer({s)

Answer Type: Matching v

Matching Options

Chject Correct Match

AS

ﬁ%ﬁ

=8 ¥

A
R e R A o BB s B oot o o it S R M‘..__..ﬂhdl. x%ﬁ..-‘m‘ta‘-—-’-‘-‘. B

The Rich Text Option Editor opens.

Rich Text Option Editor

1

wep I UA.-W. g = =i — =2 &5 &5

e
|

P

[Eormal &L
Add Image(s) i5g) How Do I Use Images

N smmcntin S o b A AfA A i i st

3 Do any of the following as appropriate:
» Enter text in the text field.

 Select the Add Image(s) button and follow the prompts to upload an image file.

« Select the Add equation link to open the Equation Editor. Create your expression and click
Save your equation to return to the Rich Text Option Editor.
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Note that you can leave images and equations in a gallery that will display below the text, or you
can drag them into the text field to display alongside any text you have added. (Once in the text
field, images can be resized as needed.)

In the Rich Text Option Editor, click Save.

The editor closes, and your new material is displayed in the Object column. However, note that
this item will not be saved until you save the question.

If you are done working with the question, scroll to the bottom of the screen and click either
Save and add another or Save and return to Test Builder.

Modifying or deleting images, equations, rich text

Use this procedure to modify or remove an object made up images, equations, or rich text. You can
also use this procedure to remove the image, equation or rich text in the Options field, which might
be desirable if you want to replace it with a plain-text value.

To modify an object made up of images, equations, or rich text:

In the Design the Answer(s) area of the screen, locate the object you want to change or remove.
(For help getting to this screen, see “Opening a question for editing” on page 116.)

2 Click the corresponding Edit this item link.

e T s T g e T T e e 6 6 T e g s e e B e T

Step Two: Design the Answer({s)
Answer Type:

Matching Options
Ohject Correct Match

¥ |Buenos Aires, Argentina

8] Edit this Item

¥ Playa Del Carmen, Mexico

B T N T N RS s S LT SR R T S S Y

The Rich Text Option Editor opens.

3 Do one of the following:

« To modify the option, make the appropriate changes and click Save.
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e To delete the material, click Clear this option.

E "_ea A PR LI PE R NEPE P LR

Add eguation

Clear this Dgti%@

-}
ol ain it ol nend e
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The system again displays the main question-editing screen, with your changes reflected.
However, your changes will not be saved until you save the question.

If you deleted the item, do one of the following:

» Clear the corresponding text from the Correct Match column.
« Type something into the Object column to replace the rich text you deleted.

This is necessary because the system will not allow the question to be saved with an unmatched
Correct Match.

If you are done working with the question, scroll to the bottom of the screen and click either
Save and add another or Save and return to Test Builder.

Creating match/distractor feedback

You can set up automatic feedback for each of the following:

= A correct match — this feedback will be displayed only for students who match the item

correctly.

= A distractor — this feedback will display if the student chooses that distractor.

Students will see match/distractor feedback only if you have set up the test so that they can review
their completed work, as described in “Test review” on page 78.

You can also set up a more general type of feedback linked to this question. For details, see “Step
Three: Automatic Feedback” on page 152.

To create automatic feedback for a correct match or a distractor:

1

In the Design the Answer(s) area of the screen, locate the item for which you want to add
feedback. (For help getting to this screen, see “Opening a question for editing” on page 116.)

Click the corresponding Add feedback link.
The system displays a pop-up editor.

Enter the comments you want to be displayed if the student matches this pair correctly or
selects this distractor.

Click Save.
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The pop-up editor closes. The system updates the balloon icon to include an ellipsis, and the link
now reads Edit feedback.

]

St

Clear

gentina G Edit feedback (x|

Tkl e g et e e e il el — il plipelese e S A g o pliieebb

e e A

However, note that your feedback will not be saved until you save the question.

5 If you are done working with the question, scroll to the bottom of the screen and click either
Save and add another or Save and return to Test Builder.

Modifying or deleting feedback

Use this produce to modify or remove feedback for a correct match or a distractor.

To modify or delete feedback from a match or distractor:

1 Inthe Design the Answer(s) area of the screen, locate the item for which you want to edit
feedback. For help getting to this screen, see “Opening a question for editing” on page 116.)

2 Click the corresponding Edit Feedback link.

T T R e m = e S P e T T e et R T R e T em LT L e T e

Step Two: Design the Answer(s)
Answer Type:

Matching Options

Ohject Correct Match Cle

# |Buenos Aires, Argentina G Edit feedba@k (]

=361 Edit this Ttem
P —— S T E RS SV S S PRI UM ST e S S C PRI Y PO | h,_i:lq#._uﬁ-...._q_.
The system displays a pop-up editor.
3 Do one of the following:

« If you want to modify the feedback, make the appropriate changes, then click Save.
« If you want to delete the feedback, click Clear this feedback.

The system again displays your list of matching pairs. If you deleted feedback, note that the
Edit feedback link has changed to an Add feedback link. However, your changes will not be
saved until you save the question.
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4 If you are done working with the question, scroll to the bottom of the screen and click either

Save and add another or Save and return to Test Builder.

Deleting a matching pair

Use this procedure if want to remove an object and its correct match, and any automatic feedback
that you created to go with it.

To delete an object/correct match pair and its feedback:

1 Inthe Design the Answer(s) area of the screen, locate the pair you want to delete. (For help
getting to this screen, see “Opening a question for editing” on page 116.)

2 Click the red x to the r

ight of the pair.

3 Save the question by clicking either Save and add another or Save and return to Test

Builder.

Other choices

The checkboxes at the bottom of the form let you take advantage of a few additional features,
which are described in the following table.

Table 4-2. Additional features for matching questions

Option

Randomize objects

If you select this:

For each student, the system
scrambles the choices listed on the
test (the objects).

If you do not select this:

Obijects are listed in the order
that you list them in the Test
Builder.

Randomize matches

For each student, the system
scrambles the choices displayed in
the drop-down list (the correct
matches and the distractors).

Correct matches and distractors
are listed in alphabetical order.

Filter matches

The system displays a particular
match or distractor only once, even
if you entered it multiple times in
the Test Builder.

The system shows each match
and distractor the same number
of times as you entered it in the
Test Builder form.

Partial credit

The system automatically gives the
student a number of points
proportional to the objects the
student matched correctly.

The student must match every
object correctly in order to get
any points.

After selecting any of these options, remember to save the question.
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Options for multiple choice

With a multiple-choice question, you create options that students can choose from. You can
designate multiple options as being correct, or just one.

S e e P e 4 T e L L Tt e T e T e e e T e R e T e e T S T it R e R B

Step Two: Design the Answer(s)

Answer Type: |Multiple Choice | |

Multiple Choice Options

Correct  Options Feedback Clear
1852 55 O Add feedback @
O [1ass S5 O add feedback @
0 l1gss 55 O Add feedback @
0 1a60 S5 O add feedback @

e o B S e Bt et S el T S S e e it S LTI T T e T et s b AR e T

Note that this form includes a few static options — All of the above and None of the above. You
can select one or both of these to have them listed alongside the options you enter manually.

e e et T T R BT T e e b SR L o L s e e = b p s

Correct Include this static option Feedback

[0 Al of the above (- Add feedback
] [#INone of the above () add feedback
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On the test, students will see each option listed next to a checkbox or radio button.

3) What year was "Uncle Tom's Cabin" published?
1852
%1855
[] 1858

[] 1860
[] Mone of the above

B L R R T T g e L EE PR T ST

You also can do any of the following:

= Configure items in the Options column to use images, equations, or rich text (or any
combination of these). For details, see “Using images, equations, and rich text” on page 132.

= If you plan to allow students to review their completed tests, you may want to set up automatic
feedback that will display if a student chooses a specific option. For details, see “Creating
feedback for an option” on page 133.
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= Configure the question to automatically give students partial credit in certain circumstances, as
described in “Working with partial credit” on page 136.

= Set up the question so that it will tell students how many correct options exist, as described in
“Limiting selections™ on page 137.

= Configure the question so the options will be presented randomly for each student, as described
in “Randomizing options” on page 135.
Using images, equations, and rich text

If appropriate, you can make a multiple-choice option an image, an equation, rich text, or some
combination of the three.

Note that if you follow these steps, and if you have already entered text in the Options field, your
text will be lost. To make sure your text displays, enter it again using the Rich Text Option Editor
(in step 3 below).

To use images, equations, or rich text in the Options column:

1 Inthe Design the Answer(s) area of the screen, locate the option you want to work with. (For
help getting to this screen, see “Opening a question for editing” on page 116.)

2 Click the corresponding rich-text/camera icon.

SRR

e i B A Py R
'

Step Two: Design the Answer(s)
Answer Type: Multiple Choice |+

Multiple Choice Cptions

Correct Options Feedback
O S5& ) add feedhack
O 55 O add feedhack

T R S e ST RS L TS FERRSE SN

The Rich Text Option Editor opens.

3 Do any of the following as appropriate:

» Enter text in the text field.
» Select the Add Image(s) button and follow the prompts to upload an image file.

« Select the Add equation link to open the Equation Editor. Create your expression and click
Save your equation to return to the Rich Text Option Editor.

Note that you can leave images and equations in a gallery that will display below the text, or
you can drag them into the text field to display alongside any text you have added. (Once in the
text field, images can be resized as needed.)

4 In the Rich Text Option Editor, click Save.
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The editor closes, and your new material is displayed in the Options column. However, note
that your changes will not be saved until you save the question.

If you are done working with the question, scroll to the bottom of the screen and click either
Save and add another or Save and return to Test Builder.

Modifying images, equations, rich text

Use this procedure to modify or remove an option made up images, equations, or rich text.

To modify an option made up of images, equations, or rich text:

In the Design the Answer(s) area of the screen, locate the option you want to change or remove.
(For help getting to this screen, see “Opening a question for editing” on page 116.)

2 Click the corresponding Edit this item link.

Step Two: Design the Answer({s)
Answer Type:

Multiple Choice Cptions

Correct Options Fee

h_lmj _ G 4
=38] Edit this Ite%
O G

\
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The Rich Text Option Editor opens.
Do one of the following:

« To modify the option, make the appropriate changes and click Save.
e To delete all of the material, click Clear this option.

The system again displays the main question-editing screen, with your changes reflected.
However, your changes will not be saved until you save the question.

If you are done working with the question, scroll to the bottom of the screen and click either
Save and add another or Save and return to Test Builder.

Creating feedback for an option

For each option, you can enter feedback that will be displayed for the students if they chose that
item. Students will see this feedback only if you have set up the test so that they can review their
completed work, as described in “Test review” on page 78.
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You can also set up a more general type of feedback linked to this question. For details, see “Step
Three: Automatic Feedback” on page 152.

To create feedback for an option:

1

In the Design the Answer(s) area of the screen, locate the option for which you want to create
automatic feedback. (For help getting to this screen, see “Opening a question for editing” on
page 116.)

Click the corresponding Add feedback link.

i T e A i At e e s = T et o T i e e et P e e e et =

Step Two: Design the Answer{s)
Answer Type:

Multiple Choice Cptions

Correct Options Feedback Clear

_——Ig () add feedhack @
Al U
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The system displays a pop-up editor.
Enter the comments that you want to be displayed if the student selects this option.
Click Save.

The pop-up editor closes. The system updates the balloon icon to include an ellipsis, and the
link now reads Edit feedback. However, your feedback will not be saved until you save the
question.

If you are done working with the question, scroll to the bottom of the screen and click either
Save and add another or Save and return to Test Builder.

Modifying or deleting feedback

Use this produce to modify or remove feedback for an option.

To modify or delete feedback for an option:

1

In the Design the Answer(s) area of the screen, locate the option for which you want to modify
feedback. (For help getting to this screen, see “Opening a question for editing” on page 116.)

Click the Edit Feedback link.
The system displays a pop-up text editor showing the saved feedback.

Do one of the following:

« If you want to modify the feedback, make the appropriate changes, then click Save.
« If you want to delete the feedback, click Clear this feedback.
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The system again displays your list of options. If you deleted feedback, note that the Edit
feedback link has changed to an Add feedback link. However, your changes will not be saved
until you save the question.

4 If you are done working with the question, scroll to the bottom of the screen and click either
Save and add another or Save and return to Test Builder.

Deleting an option
Use this procedure to remove a multiple-choice option. Note that when you do this, you also delete

any feedback that you may have created for the option.

To delete an option and its feedback:

1 Inthe Design the Answer(s) area of the screen, locate the option you want to delete. (For help
getting to this screen, see “Opening a question for editing” on page 116.)

2 Do one of the following:

 If this is an option you created, click the red x to the right of the option.
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« If this is a static option, de-select the corresponding Include checkbox.
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3 Save the question by clicking either Save and add another or Save and return to Test
Builder.

An alternate way of deleting an option you manually added is to delete the text in the Option
column and save the question.

Randomizing options

By default, the system will display multiple-choice options in the same order that you list them in
the Test Builder. However, you can have the system scramble the options for each student if
desired.

Note that the two static options — All of the above and None of the above — will always be listed
last, if you are using them.
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To activate or deactivate the ‘randomize options’ feature:

1 Inthe Design the Answer(s) area of the screen, scroll to the bottom of the screen and select or
de-select the Randomize checkbox as appropriate. (For help getting to this screen, see
“Opening a question for editing” on page 116.)

2 If you are done working with the question, click either Save and add another or Save and
return to Test Builder.

Working with partial credit

For any multiple-choice question, you can activate partial credit, which lets the system
automatically give students some points even if they don’t answer the question perfectly.

With this option, the system will award partial credit in the following situations:

= If the student selects some but not all correct options. For example, a student who selects only
one of two correct choices will get 50% credit.

= If the student selects all (or some) correct options but also a distractor.

= If the student selects a particular distractor that you have configured to be worth a specific
amount of partial credit.

Essentially, if you do not set up partial credit, the student must select all correct options and no
incorrect options to get any credit for the question through the system’s automatic scoring.

By contrast, with partial credit, the system will take the total number of correct responses the
student made and divide it by the total number of selections the student made (unless the student
made too few selections, in which case the system will divide by the total number of correct
answers configured for the question). This value will be used to calculate the student’s partial
credit.

For example, suppose there is one correct option, and the student selects one correct response and
one distractor: one correct choice divided by two total choices is 1/2 or .5, so the student will get
50% credit. For more examples of how these values are calculated, click Help with Multiple
Choice partial credit setting on the Design the Answer(s) section of the screen.

To activate partial credit for a multiple-choice question:

1 Inthe Design the Answer(s) area of the screen, scroll to the bottom of the screen and select the
Partial Credit checkbox. (For help getting to this screen, see “Opening a question for editing”
on page 116.)

The screen updates to include a Partial Credit column. For each incorrect option, the Partial
Credit column includes a field that you can use to enter a percentage.
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If you want any particular distractor to be worth some amount of partial credit, enter the

percentage in the field provided.
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Note that these values will not be saved until you save the question.

If you are done working with the question, scroll to the bottom of the screen and click either
Save and add another or Save and return to Test Builder.

Deactivating partial credit

To deactivate partial credit, simply de-select the Partial Credit checkbox, then save the question.
Note that when you do this, any values you may have entered for distractors will be lost, so if you
later decide to restore partial credit will have to manually add these back.

Limiting selections

If desired, you can have the system spell out for students how many correct options exist. To do
this, you select the Limit Selections option.

With this feature, if the student selects too few or too many options, the system will display a pop-
up error and prevent the student from submitting the test. The only exception is if the student does
not make any selections at all (that is, if the student just tries to skip the question) — this is allowed.

If the Limit Selections feature is not selected, the test offers no indication of the number of correct
options, and the system will allow the student to make any number of selections.

If you intend to use this feature, make sure students are instructed to configure their browsers to
allow pop-ups.

To activate or deactivate the Limit Selections feature:

1

2

In the Design the Answer(s) area of the screen, scroll to the bottom of the screen and select or
de-select the Limit Selections checkbox as appropriate. (For help getting to this screen, see
“Opening a question for editing” on page 116.)

If you are done working with the question, click either Save and add another or Save and

return to Test Builder.
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Options for ordering

When you select Ordering as your answer type, the system updates the screen to include a form
labeled Ordering Items. When you fill out this form, place your items in the correct order — the
system will scramble the list for students.
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Step Two: Design the Answer{s)
Answer Type: Ordering

Ordering Items
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= You can configure the content in the Items column to use images, equations, or rich text. For
details, see “Using images, equations, and rich text” on page 139.

= If you plan to allow students to review their completed tests, you may want to set up automatic
feedback to display next to certain items. For details, see “Modifying or deleting feedback” on
page 140.

= You can set up the system to award partial credit if the student gets some of the order correct,
but not all. For details, see “Working with partial credit” on page 141.
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Using images, equations, and rich text

If appropriate, you can make a choice in the Items list an image, an equation, rich text, or some
combination of the three.

Note that if you follow these steps, and if you have already entered text in the Items field, your text
will be lost. To make sure your text displays, enter it again using the Rich Text Option Editor (in
step 3 below).

To use images, equations, and rich text in the Items column:

1

In the Design the Answer(s) area of the screen, locate the item for which you want to add an
image, equation, or rich text. (For help getting to this screen, see “Opening a question for
editing” on page 116.)

Click the corresponding rich-text/camera icon.

B e R e L T Moy el PESPUNP

Crdering Items

COrder Items Feed
L [The Sound and the Fury ‘:% LA
2 i = O
e S5 LAY DNIOD e a NS

The Rich Text Option Editor opens.

Do any of the following as appropriate:

« Enter text in the text field.
« Select the Add Image(s) button and follow the prompts to upload an image file.

» Select the Add equation link to open the Equation Editor. Create your expression and click
Save your equation to return to the Rich Text Option Editor.

Note that you can leave images and equations in a gallery that will display below the text, or you
can drag them into the text field to display alongside any text you have added. (Once in the text
field, images can be resized as needed.)

In the Rich Text Option Editor, click Save.

The editor closes, and your new rich text is displayed in the Items column. However, note that
your item will not be saved until you save the question.

If you are done working with the question, scroll to the bottom of the screen and click either
Save and add another or Save and return to Test Builder.

Modifying images, equations, rich text

Use this procedure to modify an ordering item that uses images, equations, or rich text.
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To modify an ordering item that uses images, equations, or rich text:

1 Inthe Design the Answer(s) area of the screen, locate the item you want to modify or remove.
(For help getting to this screen, see “Opening a question for editing” on page 116.)

2 Click the corresponding link labeled Edit this item.
The Rich Text Option Editor opens.

3 Do one of the following:
« To modify the item, make the appropriate changes and click Save.
» To delete all of the material, click Clear this option.

The system again displays the main question-editing screen, and you will see your changes in
the Items column. However, your changes will not be saved until you save the question.

4 If you are done working with the question, scroll to the bottom of the screen and click either
Save and add another or Save and return to Test Builder.
Creating feedback for an item

If appropriate, you can create feedback for any ordering item. This feedback will be displayed next
to the item only if the student orders this item correctly. Also, students will see this feedback only
if you have set up the test so that they can review their completed work, as described in “Test
review” on page 78.

If desired, you can set up a more general type of feedback linked to this question. For details, see
“Step Three: Automatic Feedback” on page 152.

To create feedback to go with an ordering item:

1 Inthe Design the Answer(s) area of the screen, locate the item for which you want to add
feedback. (For help getting to this screen, see “Opening a question for editing” on page 116.)

2 Click the corresponding Add feedback link.
The system displays a pop-up editor.

3 Enter the appropriate feedback (remember, it will be shown only if the student orders the item
correctly).

4 Click Save.

The pop-up editor closes, and the system updates the balloon icon to include an ellipsis, which
indicates that you have added feedback. (However, note that your feedback is not truly saved
until you save the question.) The system also changes the Add feedback link — it now says
Edit feedback.

5 If you are done working with the question, scroll to the bottom of the screen and click either
Save and add another or Save and return to Test Builder.

Modifying or deleting feedback

Use this produce to modify or remove feedback for an ordering item.
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To modify or delete feedback:

1 Inthe Design the Answer(s) area of the screen, locate the item for which you want to modify
feedback. (For help getting to this screen, see “Opening a question for editing” on page 116.)

2 Click the Edit Feedback link.
The system displays a pop-up text editor showing the existing feedback.

3 Do one of the following:
« If you want to modify the feedback, make the appropriate changes, then click Save.
« If you want to delete the feedback, click Clear this feedback.

The system again displays your ordering items. If you deleted feedback, note that the Edit
feedback link has changed to an Add feedback link. However, your changes will not be saved
until you save the question.

4 If you are done working with the question, scroll to the bottom of the screen and click either
Save and add another or Save and return to Test Builder.

Deleting items
Use this procedure to remove a multiple-choice option. Note that when you do this, you also delete
any feedback that you may have created for the option.

To delete an ordering item and its feedback:

1 Inthe Design the Answer(s) area of the screen, locate the item you want to delete. (For help
getting to this screen, see “Opening a question for editing” on page 116.)

2 Click the red x to the right of the item.
Ordering Items

Order  Items Feedback Clear
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3 Save the question by clicking either Save and add another or Save and return to Test
Builder.

An alternate way of deleting an ordering item is to delete the text in the Items column and save
the question.

Working with partial credit

If appropriate, you can set up the question so that, when the test is automatically scored, the system
will give the student a number of points proportional to the items the student ordered correctly.
Otherwise, the student must order all items correctly in order to get any credit for the question.
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To activate or deactivate partial credit:

1 Inthe Design the Answer(s) area of the screen, scroll to the bottom of the screen and locate the
Partial Credit checkbox. (For help getting to this screen, see “Opening a question for editing”
on page 116.)

2 Select or de-select the checkbox as appropriate.

3 Scroll to the bottom of the screen and click either Save and add another or Save and return
to Test Builder.

Options for short answer

When you choose Short Answer as your answer type, the system updates the screen to include a
gray box labeled Answer Field.
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Step Two: Design the Answer(s)
Answer Type: Short Answer =+
Answer Field

Automatic scoring (optional)
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gr Add another answer field (for questions that require students to enter more than one answer
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If desired, you can use this screen to:

= Place additional answer fields on the test. That is, by default, when you create a short-answer
question, the system will display only one field on the test for the student to fill in. However,
you might have a question that requires two or more answers. (For example: “Name a.} the
41st U.S. president and b.} the year that he took office.”) For such questions, you create an
additional answer field. When you do this, your own view of the Test Builder is updated to
include a second gray Answer Field box on the screen. For more details, see “Creating
additional answer fields” on page 143.

= Set up automatic scoring for any of your answer fields. To do this, you enter one or more
acceptable responses in any Answer Field box. When you do this, the system will
automatically give the student full or partial credit for matching this response. If you do not
enter any responses for automatic scoring, then all student responses will be flagged for manual
grading. For more details, see “Setting up automatic scoring” on page 143.
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Creating additional answer fields

If you want to ask a multi-part question, you should configure the question to provide the student
with multiple answer fields. When you do this, the first answer field will be labeled “a,” the second
will be labeled “b,” and so forth.)

To create an additional answer field:

1

=

In the Design the Answer(s) area of the screen, click the link labeled Add another answer
field. (For help getting to this screen, see “Opening a question for editing” on page 116.)
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The system updates the screen to include an additional gray box labeled Answer Field.

If you want the system to automatically score the responses submitted using this answer field,
enter the appropriate details under the label Automatic scoring (optional). (For more details on
this, see “Setting up automatic scoring” on page 143.) Or, if you want to manually score all
student responses entered in this field, you can ignore this section.

If you are done working with the question, scroll to the bottom of the screen and click either
Save and add another or Save and return to Test Builder.

If you have set up automatic scoring for more than one answer field, you may want to select the
Partial Credit checkbox, which will allow the system to give the student some points for one
answer field even if they miss the other. For details, see “Working with partial credit for
multiple answer fields” on page 151.

Setting up automatic scoring

For any Answer Field box, you can enter one or more correct (or partially correct) answers that the
system can use to grade the student’s response.

For each answer you enter, you can specify the following:

The percentage of points that the student should be awarded for that response — your choices
are 25%, 50%, 75%, or full credit.

The precision with which the student must match the response. Your choices for this are
described in Table 4-3 on page 144.

143



Adding content to online tests

Table 4-3. Short-answer matching options
option The student must:

match Match the spelling of the answer, with no extraneous text. With this choice, the
portal forgives capitalization and punctuation errors, as well as leading and
trailing spaces.

match Match the spelling, punctuation, and capitalization of the answer, with no
exactly extraneous text. The portal forgives only leading and trailing spaces.
include Match the spelling of the answer, with or without extraneous text. The portal

forgives capitalization and punctuation errors, as well as leading and
trailing spaces.

in between | A number (entered in digits, not spelled out) that is between two numbers that you
specify (or is one of the numbers that you specify), with no extraneous text, no
punctuation, and no spaces.

You can set up multiple acceptable responses for each answer field, and give each response a
different value. For example, you could give full credit for a complete answer (such as “Martin
Luther King, Jr.”) and partial credit for an answer that is incomplete but conveys the right general
idea (such as “Martin Luther King”).

Another approach is to create one correct answer, but have the system give full credit for
“matching exactly” and a lesser amount of credit to students who just “match” the answer.
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You can also combine different scoring techniques.

Coursework

4= Back to the Test Builder

Step One: Write the Question

Question Label: |ada This label is used to refereng

Question Text: . b =
DefaukFort * Sze * W | B 4 U A-¥-0E

b

e T

Prowde the full title of Nabokow's longest nowel, published m 1969

B L LY o= e

Answer Field

CastdemeiiBeted | A Gtornatic scoring (optional)

Automatically award credit to answers that

|mat|:h gractly  w ||.i\da ar Ardar: A Family Chronicle

Automatically award credit to answers that

|match hd ||.i'-.da ar Ardar: & Family Chranicle
Automatically award credit to answers that
|mat|:h b ||.i\da ar Ardaor
Automatically award credit to answers that
|inc|ude hd ||.i'-.da

gk Add an alternate correct answer

all other responses should |be scored manually =+

= e A e e A e e S g T e RS Rt e S

To set up automatic scoring for an answer field:

1 Navigate to the Design the Answer(s) area of the screen. (For help getting to this screen, see
“Opening a question for editing” on page 116. For help understanding the options in the drop-
down list, see Table 4-3, above.)
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2 Use the left-hand drop-down list to indicate how closely the student must match the answer you
are planning to enter.

Answer Type: |Short Answer | ¥ |

Answer Field

Automatic scoring (optional)

Automatically award credit to answers that

match w | |Q_,_J
match orrect answer
include -

Al din between d |be flagged for manually scoring | + |

S "y
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If you chose in between, the system updates the form slightly so that you can enter a number
range.

3 Do one of the following:

e Ifin Step 2 you chose match, match exactly, or include, enter the appropriate response in
the text field provided.
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Answer Type: |Sh0rtAnswer V|

Answer Field

Automatic scoring (optional)
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« Ifin Step 2 you chose in between, enter a number range in the fields provided.
Answer Field

Automatic scoring {optional)
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|in between w ||3.14 | and |3.1415926E| tinclusive)

g0 Add an alternate correct answer
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In the drop-down list above the response, specify what percentage of the question’s points this
response merits:

e Full

e 75%

¢ 50%

. 25%

If you want to add another response that will automatically give the student some amount of
credit for this answer field, click the link labeled Add an alternate correct answer.

The system adds additional response fields to the screen.
Repeat steps 1 through 4 for the new response.

If you want all other responses to get zero credit, adjust the last drop-down list in the response
field, so that it reads All other response should receive 0 points. If you do not do this, then all
other responses will be flagged for you to score manually.
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If you are done working with the question, scroll to the bottom of the screen and click either
Save and add another or Save and return to Test Builder.

If you have set up automatic scoring for more than one answer field, you may want to select the
Partial Credit checkbox, which will allow the system to give the student some points for one
answer field even if they miss the other. For details, see “Working with partial credit for
multiple answer fields” on page 151.

Editing aresponse

If you need to change a response that you already set up, simply open the question for editing and
change the text, the style of matching, or the credit value, as appropriate, then save the question.
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Deleting a response
If you need to remove a response that you previously set up, do one of the following:

= If the response you want to remove was not the first one you added, you can remove it by
clicking the red x icon to the right of the response.
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g Add an alternate correct answer

= If the response you want to remove is the first one on the form, clear the answer text and save

the question.

Creating feedback for a response

For each response you have created, you can add automatic feedback. The system will

automatically display this feedback for a students who gets credit for the response. Students will
see this feedback only if you have set up the test so that they can review their completed work, as

described in “Test review” on page 78.

You can also set up a more general type of feedback linked to this question. For details, see “Step

Three: Automatic Feedback” on page 152.
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To add feedback to go with a response:

1 On the Design the Answer(s) area of the screen, locate the response for which you want to add
feedback. (For help getting to this screen, see “Opening a question for editing” on page 116.)

In the Answer Field area, click the Add feedback link.
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The system displays a pop-up text editor.
3 Enter the feedback you want to display if the student enters this response.

Enter a feedback comment
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4 Click Save.
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The system updates the balloon icon in the Answer Field area with an ellipsis, which indicates
that you have created feedback for this response. However, your feedback will not be saved
until you save the question.
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5 If you are done working with the question, scroll to the bottom of the screen and click Save
and return to Test Builder.
Modifying or deleting feedback

If you have set up automatic feedback to go with a particular response, as described in “Creating
feedback for a response” on page 148, you may want to change or remove it later.

To modify or delete automatic short-answer feedback:

1 On the Design the Answer(s) area of the screen, locate the response for which you want to
modify feedback. (For help getting to this screen, see “Opening a question for editing” on
page 116.)

2 Click the corresponding Edit Feedback link.
The system displays a pop-up text editor showing the existing feedback.

3 Do one of the following:

« If you want to modify the feedback, make the appropriate changes, then click Save.
« If you want to delete the feedback, click Clear this feedback.
The system again displays your response(s). If you deleted feedback, note that the Edit

feedback link has changed to an Add feedback link. However, your changes will not be saved
until you save the question.

4 If you are done working with the question, scroll to the bottom of the screen and click either
Save and add another or Save and return to Test Builder.
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Removing an answer field

If you decide later that you want to remove an answer field that you previously added, open the
question for editing and click the link labeled Remove this answer field.
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The system will prompt you to confirm that you want to remove the answer field — to complete the
removal, click OK.
Working with partial credit for multiple answer fields

If you have set up more than one answer field, and if you have configured automatic scoring for all
answer fields, by default the system will not automatically give the student any credit unless the
student matches responses that you set up as being worth some amount of credit for all answer
fields.

If you want the student to get some credit even if they completely miss one answer field, select the
Partial Credit checkbox.

Note that this checkbox is displayed only if your question has at least two answer fields.
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Partial Credit Check this to have students automatically awarded partial credit based o
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Options for true-or-false

If your answer type is True or False, the system adds an Options field to the screen with radio
buttons for True and False. Use this field to provide the correct response to the question.

Step Two: Design the Answer(s)

Answer Type: True or False @+

Options
Correct

& True

O False

e e
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Step Three: Automatic Feedback
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If appropriate, you can set up automatic feedback, for any question, using the area of the screen
labeled Step Three: Automatic Feedback. This area includes three fields:

= Feedback for all students — Displayed regardless of how the student responded.

= Feedback for all correct responses — Displayed for students who get full credit on this
question.

= Feedback for all incorrect responses — Displayed for students who get 0 points on this
question.

Students will see this feedback only if you have set up the test so that they can review their
completed work, as described in “Test review” on page 78.

To add, modify or delete automatic feedback:

1 On the question-design screen, expand the area labeled Step Three: Automatic Feedback.
(For help getting to this screen, see “Opening a question for editing” on page 116.)

The screen expands to include fields for added several different types of feedback.
2 Add, modify, or delete feedback text.

3 If you are done working with the question, scroll to the bottom of the screen and click either
Save and add another or Save and return to Test Builder.

If you want to set up feedback for students that are getting partial credit, or feedback that
corresponds with a particular option in the answer set, note that you can do this for some
question types. For details, see the following sections:

For matching questions, “Creating match/distractor feedback” on page 128.
For multiple-choice questions, “Creating feedback for an option” on page 133.
For ordering questions, “Creating feedback for an item” on page 140.

For short-answer questions, “Creating feedback for a response” on page 148.
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Working with point values
Before students can take an online assignment, all of its questions must have point values.

For a regular section (not an extra-credit section), you use these procedures to ensure each question
has the appropriate value:

= Adding point values to questions
= Modifying a question’s point value

Point values for question pools are handled a bit differently. You do this by editing the section and
specifying the point value for all questions there. For more details, see “Type” on page 106.

Adding point values to questions

When a question has no point value, in the main Test Builder screen displays an alert at the upper
right corner of the screen and adds yellow highlighting to the section hosting the question. A text
field is provided for the question that needs a point value.

Coursework

Midterm

Saem [ Ui 6l #h 1 question needs a point value

Timne limit o Opens on: Due on:

|
Mo time limit ILYOU need to enter an opening date & Tue 1/31, 11:55PM More -
©) preview this test

3 Add Section

= Lolita 7 Edit [l Delete
All questions are given, in the order shown below, Reorder

Question Type Point Yalue

gr Add a question

Lolita 1 Multiple Choice z

Lolita 2 Multiple Choice 2

Lolita 3 Short Answer 5

Lolita 4 Short Answer E

Lolita § Short Answer 5

Lolita essay Essay

Edit all points Manage questions

et o, e e, o oy o e e . i el i, g il g st s gt gy s 5l gl R 4
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To assign point values:
1 Open the assignment in the Test Builder, as described on page 103.

2 Locate the question that needs a point value, and add the appropriate number in the
corresponding Point Value column.

e I U it T e A T L LT LR R WP SR

Lolita 4 Short Answer 5
Lolita 5 Short Answer 5
Lolita essay Essay 15
Edit all paints Manage questions
s o e e B A e e o A e A
3 Click Save.

Modifying a question’s point value

There are two ways to change a question’s point value.

To modify a question’s point value:
1 Open the assignment in Test Builder, as described on page 103.

2 Do one of the following:

« Make your changes on the main Test Builder screen:
a Locate the section that contains the question whose value you want to change.
b Click the link labeled Edit all points.

The screen updates so that all the Point Value fields are modifiable.

¢ Make any changes necessary.
d Click Save.

« Make your changes by opening the question for editing:
a Open the question for editing, as described on page 116.
b Modify the Point Value field as appropriate.

¢ Save the question by clicking either Save and add another or Save and return to Test
Builder.
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Previewing an test
There are two methods of previewing an assignment:

= You can activate the assignment, then switch to Emulation mode and review and complete the
test as a student would. This is described in Chapter 37, “Previewing a context as a student”.
The disadvantage with this method is that the assignment is also viewable by students once you
activate it (unless you are testing it in a test course section; for example, one set up just for your
own testing.)

= You can preview the assignment from within Test Builder, which lets you view the assignment
and make choices, but not submit it. This is the method described below.

To preview an assignment from within Test Builder:
1 Open the assignment in the Test Builder, as described on page 103.

2 Click the link labeled Preview this test.

Coursework

Test
Test in Unit 1

Time limit | Opens on: Due an:

o
45 minutes \i\’ou need to enter an opening date = Wed 10/26, 5 55PM

) preview this tes{

5 add Section

Fill in the blank, part 1 7 Edit T Delete

All questions are given, in the order shown below, Reorder

Question Type Point value

ar Add 3 question

pluma True or False g
leche True or False =3

e R A R B m A e o e e B o e T et e et i A AR I o Ao s, L

The system displays the preview. If the assignment has multiple pages, you can page through the
whole assignment. The system will display only those sections that contain questions.

3 When finished, click the exit link that displayed at the upper right corner. The exact wording
will vary depending on the type of assignment this is (for example, Exit this Exam, Exit this
Quiz, and so forth).
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Activating tests

The system will not make a test available for students to take until all of the following are true:
= The test must have been “built,” meaning that —

« The test has at least one question in a non-extra-credit section.
« Every question has a point value.

= The test has been activated. The various methods of doing this are described in this section.

Making a test active immediately

156

Use one of these procedures to immediately activate a test that you have finished building.

Through the main Coursework view

To activate a test while working in the main portlet view, click the lightswitch icon that
corresponds with the test.

(TestT 7 RSt | ‘I;HUrE.d5\',5"i'i}”If,"n‘fIbEéd""H"'"E.

Exam Wednesday 12/21, 4:50 PM ‘

If the icon isn’t showing up, that means either that the test is already active, or that it is not ready to
be activated. For help resolving this, see “Troubleshooting activation problems” on page 157.

Through the Test Builder

To activate a test while working in the Test Builder, click the Activate Now button, which is
located at the upper right.

|
¢

\‘""E'I Opens an: Due on;

giYou need to enter an opening date & Fri 2/3, 5 00F More »
sl

D st e =S e 2ot S o T e R i

If the icon isn’t showing up, that means either that the test is already active, or that it is not ready to
be activated. For help resolving this, see “Troubleshooting activation problems” on page 157.
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On the screen where you edit the assignment

On the screen where you edit the assignment, you can set the Open field to Now. Once you save the
assignment, it will be activated.

T e T T i S L e Tt e, =T s e e T e e P

Open: g%rslaw {students can start working on this immediately)
ater {opening date to be determined)
O on: e (11~ |:[s5 v |[pm [

e T e e S e AT e e e e AR e T R T T e o e B B SR Bt o o

If the Now radio button is grayed out, that means either that the test is already active, or that it is not
ready to be activated. For help resolving this, see “Troubleshooting activation problems” on
page 157.

Setting a future activation date

You can specify a future activation date on the screen where you edit the assignment. Just set the
Open field to On, then enter the appropriate date and time, and save the assignment.

o T = T T o e e e T R LA e ot T e e om

Open: O MNow (students can start working on this immediately)
O Later {opening date to be determined)
@ on: |1/31/2012 = (10« [:[oo » |[am v%

[ Sy ...J.l FIP T FECPG Tt PSSR S SRS e U S R S NN ST PR SR P S ——

For help opening a test for editing, see “Modifying an assignment” on page 92.

Troubleshooting activation problems
If you are having trouble making a test active, double-check that each of the following is true:
= All questions have a point value

= Not all questions are extra credit

All questions have a point value

All questions must have a point value. To check this open the test in the Test Builder — if any
questions lack a point value, the system will display a yellow warning and highlight questions that
need point values. For more details, see “Adding point values to questions” on page 153.

Not all questions are extra credit

Unless this is actually an extra-credit assignment, not all questions can be extra credit. You can
check this by opening the assignment is Test Builder, as described on page 103, and reviewing the
summary of questions. Extra-credit questions are marked with a medal icon.
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If the student sees a message that a test has not been ‘built’

158

There is one scenario in which a test might become active before you have completely built it. This
can occur if you specify a future activation date, and that date is reached before you finish creating
the test. In this case, the test will appear active to students at first, but a message on the Student
Assignment Details screen will tell them that the test is not ready to be taken.
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Using the e-Racer
Locked Browser

This chapter offers additional details and guidance on the e-Racer Locked Browser, a secure
browser you might wish to require for online tests.

If you are looking for help specifying that the e-Racer Locked Browser be required for a particular
test, note that this is a setting you can configure when you create or modify the assignment. The
field that you use to require the browser is Security, which is described on page 81. For help
opening the assignment for editing, see “Modifying an assignment” on page 92.

This chapter includes more details on how the browser works, how to install it, and related topics.

In this chapter:

= Key concepts

= Features of the locked browser

= Technical requirements for browser installation
= Downloading the browser installers

= Setup tips and suggestions

= Making online tests even more secure
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Key concepts
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The e-Racer Locked Browser is a customized browser that increases the security of online testing.
When students use the e-Racer Locked Browser to access a test, they are unable to print, copy, go
to another URL, or use other applications. Students are locked into a test until it is submitted for
grading.

For a student to take a test using the e-Racer Locked Browser, the browser must first be installed
on the student’s computer.

The browser installer provides a custom interface for the Internet Explorer (Windows) or Safari
(Macintosh) software that is already installed on the computer. The locked-browser installer does
not modify existing copies of Internet Explorer or Safari, but rather installs a separate program that
will display the custom browser when it is started.

The e-Racer Locked Browser uses the same security features and service packs that are currently
installed for Internet Explorer or Safari. Installing the e-Racer Locked Browser won’t modify the
current version of Internet Explorer or Safari in any way.
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Features of the locked browser

The e-Racer Locked Browser creates a “locked” testing environment for e-Racer online tests. It
includes the following features, among others:

Tests are displayed full-screen and cannot be minimized.

Tests cannot be exited until submitted by students for grading.

Task switching is prevented, as are any attempts to access other applications.

Printing functions are disabled.

Print Screen and capturing functions are disabled.

Copying and pasting anything to and from a test is prohibited.

Right-click menu options are disabled (Windows); key + click options are disabled (Macintosh).
Browser menu and toolbar options are disabled except Back, Forward, Refresh and Stop.
Function keys (F1-F12) are disabled.

Source code for the HTML page cannot be viewed.

URLSs cannot be typed.

Hundreds of screen capture, messaging, screen-sharing and network monitoring applications are
blocked from running.

The browser automatically starts when the student launches a test that requires the e-Racer
Locked Browser (by clicking the links labeled Start the test, Resume the test, or Launch the
locked browser to review your test).

Links in questions that point to other servers don’t compromise the “locked” testing
environment.

Pages from the test aren’t cached or stored in the browser’s history.

The e-Racer Locked Browser is not intended to replace the browser typically used by faculty or
students within e-Racer. The e-Racer Locked Browser is only intended for use by students while
taking tests that have been prepared for use with locked browser. The locked browser has not been
tested for use in other areas of e-Racer.
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Technical requirements for browser installation

This section describes prerequisites for students’ computers.

Windows
A Windows computer must have the following:
= Windows 7, Vista, XP, or Windows 2000
= Internet Explorer
= 4 MB of permanent space on the hard drive

Note also that prior to installation, the student (or an administrator) should have started Internet
Explorer at least once and dismissed any prompts presented related to settings or preferences.

Macintosh

A Macintosh computer must have the following:

OS X 10.3.9 or higher (Power PC or Intel)

Safari

2 MB of free hard drive space
512 MB RAM

Note also that prior to installation, the student (or an administrator) should have started Safari at
least once and dismissed any prompts presented related to settings or preferences.
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Downloading the browser installers

Depending on your school, there may be a few ways for you to obtain the locked-browser installers.

Obtaining the installer from the Student Assignment Details screen

It is possible to obtain the installers through e-Racer. To do this, use this procedure.

To obtain the installers from the Student Assignment Details screen:

1

Create an online test that requires students to use the locked browser. (For help creating tests,
see “Creating an assignment” on page 88.)

Make the test visible to students, either by activating it or marking it as visible (by choosing the
option labeled Display to students before it’s open, in the Step 1 portion of the form where
you create the assignment).

Use Student Emulation to view the Coursework portlet as a student:

a At the upper right corner of the screen, set the drop-down list to View as: Students.
b Click Change View.
While in the student view, open the Student Assignment Details screen for the test that you

created in Step 1. Note that this screen allows you to download either the PC or Mac version of
the installer.

Other options

Jenzabar makes the e-Racer Locked Browser available on its support site, MyJenzabar.net (http://
www.myjenzabar.net/ics/). If you do not have access to this site, check with an administrator for
your school’s portal — they may already have the installers available for you.

If not, ask an administrator to obtain the installers using the steps below.

To obtain the installers from MyJenzabar:

1
2

Log in to http://www.myjenzabar.net/ics/.

Choose Support > e-Racer > e-Racer Installers. The installers can be downloaded from this
page.
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Setup tips and suggestions
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Make sure students know well in advance that they must use the e-Racer Locked Browser to take
an online test. This is particularly important if students are required to install the e-Racer Locked
Browser on their own computers.

It is also recommended that you have students visit the test’s Student Assignment Details screen as
soon as it is visible — even if they can’t yet take the test. The Student Assignment Details contains
a confirmation link the student can use to make sure the e-Racer Locked Browser is properly
installed.

If you are giving the test in a computer lab, be sure that the staff has installed the e-Racer Locked
Browser on all computers there before your test begins.

It’s also a good practice for you to preview the exam using e-Racer Locked Browser. This can be
done using the Student Emulation feature, which is described in “Previewing a context as a
student” on page 607.

Once a student begin a test in the e-Racer Locked Browser, the test will appear in a full-screen
window, and all other applications and links will be locked down. The student cannot exit the test
without clicking the Exit link or using the Submit button.

The e-Racer Locked Browser will maintain the “locked” testing environment even if a question
contains a link to another web page (which opens another secure browser window). However, all
links that may appear on the new web page will be blocked, so be sure the content that students
must see is available from the initial linked page.
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Making online tests even more secure

The e-Racer Locked Browser is an important tool for preventing cheating, but it’s not a total
solution. For example, students working from remote locations could use two computers at once
(one for taking the exam, the other for accessing other applications). Students could use digital
cameras to capture the screen content, send text messages on mobile phones, or simply refer to
printed notes.

Additional methods can be employed that further reduce the risk of cheating and ensure that
students know the course material. Each approach below provides another “layer of security.” Even
one or two of these items can often provide sufficient security for most tests.

Have a proctor monitor test taking

Having students take an exam in a room being monitored by a proctor is a major deterrent to most
forms of cheating. Enhance this method by having the proctor check the identification of the
student prior to the start the exam, placing web cameras throughout the room, or using a “test
password” (see next item). If your course is taught remotely, note that proctored settings can be
established in other cities, even other countries. Because of the time and expense required for a
proctored setting, proctors are sometimes used only with high-stake tests (such as midterms and
finals).

Set up a password for opening the test

Using a password prevents students from accessing the test until a password has been supplied. You
can set up a password for any online test when you create (or edit) the assignment. The password
feature is described more on page 81.

You can simply give students the password at the start of the test, or, for added security, you can
have a proctor enter the password for each student.

Disallow multiple attempts

If you allow only one attempt for a test, students won’t be able to look up the answers to questions
between attempts. You control the number of attempts allowed when you create (or edit) the
assignment. The setting feature is described more on “Retakes” on page 82.

Randomize answers

Answer choices to multiple choice questions can easily be randomized. You can set this when you
create the question, or when you modify it later. For details, see “Randomizing options” on
page 135.

Randomize questions

For tests delivered in a classroom setting, question randomization is a good strategy. You can
randomize the questions in any section on your test. For details, see “Question order” on page 107.
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Use question pools

Question pools are groups of questions that assess similar content. During a test, questions are
randomly drawn from the pool so that each student sees a different set of questions. For example,
the first question in a test might be drawn from a pool of 5 questions, making the odds only 1 in 5
that two students will see the same question. Question pools are ideal for creating alternate forms
of the same question. For help creating a question pool, see page 106.

Use time limits

By limiting the time a student can spend on a test, students can be discouraged from consulting
other sources (since they won’t have time to do so). Time limits can be set at the test level or at the
section level — or both — to give as much control as you need over the available time.

For details on time limits for a test, see page 79. For help setting up a time limit in a section, see
page 108.

Restrict the dates and times that the test can be viewed

Consider restricting when the test can be launched and when it must be turned in. You can do this
using the start date and the end date settings of the assignment. These are described in “Open” on
page 74 and “Due date” on page 71.

Deliver questions one at a time

Have the test deliver questions one at a time. Having test questions delivered this way makes it
more difficult for students to capture the test’s contents using a digital camera (because a test of 50
questions would require 50 photos.) This can be controlled using the Pagination field, which is in
the Step 2 area of the screen where you edit the assignment. For details, see “Pagination” on

page 80.

Require the e-Racer Locked Browser for test review

If you allow students to review their completed, corrected test, you can require they use the e-
Racer Locked Browser to view it. This is another way of limiting the possibility that the questions
can be copied. For help setting this up, see “Requiring the e-Racer Locked Browser” on page 81.

Create a code of conduct
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Have students sign a statement that summarizes your expectations and requirements regarding
academic honesty.
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Other ideas

Combine objective tests with other methods of assessment, such as group projects and writing
assignments. Essay questions also make it difficult for students to cheat, because they will know the
instructor may recognize an answer that has been copied from another student.
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Managing and grading
assignments

For each assignment in the Coursework portlet, you will probably want to review students’ work,
enter scores, and so forth. This chapter describes these processes.

In this chapter:

= Key concepts

Monitoring student progress

= Reviewing completed assignments

Managing active assignments

Grading assignments
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Key concepts

There are a number of actions you might want to take with assignments you’ve created. Most of
these tasks are things you would do once you’re made the assignment available to students. These
actions vary depending on the assignment’s format.

Uploaded assignments

For an uploaded assignment, you may want to do some or all of the following:

Monitor student progress, as described on page 171.

Download students’ files for review, as described on page 174.

Manage a particular student’s ability to interact with the assignment. You can do any of the
following as needed:

Give a student a personalized start date or due date, as described on page 180.

Manually close an assignment, ending a student’s ability to work on it and allowing you to
enter a grade, as described on page 183.

Reopen the assignment, as described on page 184.

Grade the assignment and, optionally, enter feedback, as described on page 199.

Online tests

For an online test, you may want to do some or all of the following:

Monitor student progress, as described on page 172.

Review students’ completed tests, as described on page 175.

Manage the student’s ability to interact with the test by doing any of the following as needed:

Give a student a personalized start date or due date, as described on page 170.

Manually close an assignment, ending a student’s ability to work on it and allowing you to
enter a grade, as described on page 183.

Reopen the assignment, as described on page 184.
Give a student a personalized time limit, as described on page 186.
Let a student rework an attempt on a test, as described on page 187.
Grant a student a retake, as described on page 189.

Grade the test and, optionally, enter feedback, as described on page 192.

Basic assignments

If you are using basic assignments, at some point you will need to enter grades for students and,
optionally, feedback. To complete these tasks, see “Grading basic and uploaded assignments” on
page 199.
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Monitoring student progress

After activating an assignment, you may want to periodically check to see whether students have
completed it. You can do either of the following:

= To see a list showing which students have completed an assignment, refer to the assignment
overview. For more details see “Understanding the assignment overview,” below.

= To see an overview of all work that a particular student has completed, refer to the Student List,
which is described in “Viewing the Student List” on page 173.

Understanding the assignment overview

This section includes a few more details on the assignment overview. This screen offers slightly
different options and information depending on the assignment’s format — each one is described
below.

If you need help getting to the assignment overview, see “Navigating to the assignment overview”
on page 96.

For uploaded assignments

With uploaded assignments, the assignment overview tells you whether students have uploaded
files and marked them as final. You get these details from the Grade and Files columns:

= If the Grade column has a link that says Download, that means the student has uploaded at least
one file and marked it as final. You can see how many files were uploaded by looking at the
Files column.

= If the Grade column is empty but there is a number in the Files column, that means the student
uploaded at least one file but did not mark it as final (and the student may still be working).

Coursework

Essav. _
=1 Paperin Unit 5

[} due Today, 5:00 PM &~ Edit this assignment = Edit all grades More -

Student Results

Student Files Grade Turned in

= Adarms, Jennifer| 1 @Downi@ad 12/12/2011 3:10: 48 PM
Jones, Frank 0 Still open

= Miller, Grace 1 @Downi@ad 12/12/2011 3:15:57 PM™

=, Boberts, Jane 1 @Downi@ad 12/12/2011 3:16:42 PM
Thomson, Jeff O Still open
Williams, daron | 1 Still open

O S S S S Y S S T
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172

Note that if the due date has passed, all students will have a date in the turned in column, even if
they did not upload a file and mark it final. This is because the system automatically closes the
assignment for the student when the due date passes. If the student never uploaded a file, the
system will also automatically give the student a failing grade.

If the Grade column shows a Download link, you can click this to download the student’s files. If
you don’t see a Download label but want to review the student’s uploaded files, click the student’s
name to display the Student Assignment Details screen — from this screen, you can download the
files. (For more details, see “Reviewing uploaded assignments” on page 174.)

Yellow highlighting on any student’s name means that there is an action that needs to be taken with
that assignment — either the student has to finish working, or you have to give the student a grade.

For online assignments

With online assignments, you can use the assignment overview to see who has finished the test,
how long each student spent on the test, and other details.

You can see each student’s progress by looking at the Completed column:

= If the value in this column is Still open, that means either that the student has not taken the test,
or that the student has unused attempts remaining.

= If the student has used all of his or her attempts, then the Completed column shows the time
the student completed the last attempt.

Coursework

5] Quiz
@ Quiz in Unit 1

[5F due Today, 4:50 PM I Go to the Test Builder 7 Edit this assignment fore

Student Results

Student Grade Completed Time spent
Adams, Jennifer 112.62/123, A 12/12/2011 4:19:00 PM | 15 Minutes
Jones, Frank 115/123, & 12/12/2011 4:16:30 PM 14 Minutes
Miller, Grace Still open 0 Minutes
Roberts, Jane 1047123, B 12/12/2011 4:13:36 PM 25 Minutes
=1, Thomson, Jeff | Rewview 12/12/2011 4:20:04 PM| 0O Minutes
Williams, Aaron Still open 0 Minutes

o T T et B 0 e e et e e B B e o AR et Bt o e 8t A Thm St it S At A T A s s, S

Note that if the due date has passed, all students will have a date in the Completed column, even if
they did not take the test. This is because the system automatically turns in the test for the student
when the due date passes. If the student never took the test, the system will also automatically give
the student a failing grade.

If the Grade column shows a Review link, you can click this to review the student’s work. The
Review label displays only if the test includes questions that you must grade manually. If you
don’t see a Review label but want to review the student’s assignment, click the student’s name to
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display the Student Assignment Details screen — you can view the completed assignment on this
screen. (For more on reviewing online assignments, see “Reviewing online tests” on page 175.)

The Time spent column shows the total amount of time that the student spent on the test. If the test
was set up to allow multiple attempts, this column shows the amount of time spent on the most
recent attempt.

Yellow highlighting on any student’s name means that there is an action that needs to be taken with
that assignment — either the student has to finish working, or you have to give the student a grade.

Viewing the Student List

For every course, the system includes a Student List that lists all students associated with the course
(both enrolled and non-roster students).

This list shows the number of assignments each student has finished and includes a link to the
student’s most recent submission. If the student has any assignments that need to be graded, the
student’s name is highlighted in yellow and marked with the needs-grading icon.

Coursework
43 Back to Main Screen
Student List [
Choose a student to see all of his or her Coursework.
Students i
L
Student Completed Most recent submission JL
Adams, Frank 7/9 Presentation ]
Black, Sobert & | 5/9 Midterm ]
Brown, Sue /9 Short Essay
Clark, ¥ate 55, | 679 Midterm
Dawvis, Mary 55, | 5/9 Midterm j
SR P X S S AT PR P I FEAE T P e Sy S Y

To view the Student List:
1 Navigate to the Coursework portlet, as described on page 43.
2 In the pane at the upper left, click Student List.

The system displays the Student List. From here you can click any student’s name to see more
details about that student’s work and, optionally, enter grades. You can also click any item in the
Recent submission column to go to the Student Assignment Details screen for the
corresponding student and assignment.
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Reviewing completed assignments

This section describes how to review students’ uploaded and online assignments.

Reviewing uploaded assignments

174

When you are ready to review students’ uploaded assignments, you can do either of the following:

= Download all students’ files in a single .zip archive. In this case, the .zip archive will contain
a folder for each student.

= Download each individual student’s file (or files) separately. In this case, you’ll download a
single .zip archive that contains the file or files turned in by one particular student.

You can do this at any time after students have begun uploading the files — even if students have
not marked the files as final. Just be aware that if the student did not mark the file(s) final, he or
she is probably still working.

To download files:
1 Display the assignment overview, as described on page 96.

2 Do one of the following:

« If you want to download all uploaded files together in one .zip archive, click the link
labeled Download all files and follow the prompts to save or open the _zip archive.

Coursework

Term Paper
= Paperin The Turn of the Century

Er due 9/5/2011, Closed Download all files

Student Results

o B e e i e e P ot e B e S R A o g A mn . ST o em o

Note that if the link is not in the action bar, then you should see it in the More menu.

« To download a single student’s files, locate the student’s name on the assignment
overview. If you see the Download link on this screen, in most cases that means that the
student has marked the assignment as final and feels that the work is done (it could also
mean that the due date passed, and the files were automatically marked final by the system).
Click the Download link and follow the prompts for opening or saving the . zip archive.

T T T T R T BT ittt om0 e e et p e SR =Tt e e

Student Results

Student Files Grade Turned in
=1 Adams, Jennifer| 1 Downﬁoad 12/13/2011 11:30: 42 AM
‘ B | Jones, Frank ‘ 1 ‘ E@Dowm’oad| & | & | & | ‘ 12/13/2011 11:31:50 &M
Miller, Grace 0 Still open

I === B VNPT E, Py L AU Y [ S U U T £~/ -1 T NP § L~ P K W
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 If there is no Download link, but the Files column indicates that the student has uploaded
one or more items, this means that the student has not yet marked the files as final and may
still be working on them. If you still want to download the files, click the student’s name to
display the Student Assignment Details screen. This screen lists the files that the student has
uploaded. You can click the name of one of the files to download it, or click Download all of
student name’s files.

B i T T I T P

Here are the files Anne has uploaded for this paper: 4
Anne has not turned in this paper yet. 1
You can review these files any time, but they might not be final or complete. i

'] Term Paper.doc {.doc, 57K, 9/6/2011)

Download ~—| [] Bibliography.doc (.doc, 57K, 9/6/2011)
links

Download all of Anne's files

[ P T S Yy S S NI ST SR S U R PSP S gy U S S P Yy L A ———

Reviewing online tests

After a student completes an online test, you may want to go over the completed test to grade
individual questions or just take a look at the student’s work. You also have the option of viewing
all students’ answers to a single question side by side. This might be useful if you want to compare
the full range of different responses while grading.

Reviewing one student’s test

Use this procedure to view one student’s work on an online assignment.

To review a student’s test:
1 Navigate to the assignment overview, as described on page 96.

2 Locate the name of the student whose work you want to review. If you want to check whether
the student is done, look at the Completed column:

 If this column lists a date and a timestamp, then the student is done — continue to step 3.

« If thisis a test that allows retakes, and the student has not yet used all of his or her attempts,
the value in this column is Still open. Still, it is possible that the student used one or more
attempts that you may want to review. You can tell this by looking at the Time spent
column. If the student submitted an attempt and is not currently in the midst of a new
attempt, the Time spent column will show a value. In this case, if you want to review the
student’s attempt(s), continue to step 3.
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3 Do one of the following:

 Click the corresponding Review link for the student.

Coursework

Quiz

Quiz in Unit 1

[} due Yesterday, Closed I:EEl Wiew test analysis

Student Results

i Grade by guestion

Student Grade Completed

Adams, Jennifer 90/100, A 12/12/2011 4:19:00 PM

Jones, Frank 02/100, A 12/12/2011 4:16:30 PM

Miller, Grace 837100, B 12/12/2011 4:50:00 PM
=1 | Boberts, Jane ‘ Rew’eg‘j 12/12/2011 4:13:36 F‘MH
=1, Thomson, Jeff | Rewvie 12/12/2011 4:20:04 PM
Er Williams, Aaron | Bewview 12/12/2011 4:50:00 PM

o o, b eion A St SR i e i, 5 s B o bty e o e 2R, il s g, Aot il - ol o ol

« If there is no Review link, click the student’s name to display the Student Assignment
Details screen, then scroll to the bottom of the screen. If the student has taken the test, you
will see the beginning of the student’s responses.

T T ot s

Jennifer submitted this attempt on time on 8/4/2011, 3:55 PM

T T e e T e e T e T e T L e e,

B Expand all responses Review the whole exam on one page

Fill in the blank

13 what is the oldest continually inhabited city i (@ Ex
23 what is the largest city in the world reachabl [@ Ex
23 what Spanish city is renowned far its Roman [§ Ex
43 What is the largest Spanish-speaking countr, (B Ex
5y What Spanish city figures prominently in Hem [ Ex

1121231415 HMexth

by Jennifer Adams B =4

Pop Quiz

@ Quiz in Unit 1

Note that you can page through the test from here, or you can click the link labeled Show
the whole assignment type on one page.

By default, each question is truncated, but there are links throughout the screen that let you
expand an individual question or all questions.
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If the student took the test more than once, each attempt is represented by a tab.

T R Rt T TR W S

e
( Original {(69/100) | Retake #1 (--/100) 3

Jennifer submitted this attempt on time on 8/4/2011, 3:55 P

First Atternpt

697100 | [lgnore this attempt

[E Expand all responses

Fill in the blank

1} | & 5/5 YWhat is the oldest continually inhabited city i [ Expand guestion
23 |« 3/5 What is the largest city in the world reachabl [ Expand guestion
3) | 5/ What Spanish city is renowned for its Roman [ Expand guestion

il P o S B S, o T e B B P P 8 gl B om0 e e el s S ARl

4 From this point, you may want to grade individual questions and enter feedback, as described in
“Grading assignments” on page 190.

Viewing all students’ responses to a question

In some cases, you might want to view all students’ responses to a particular question side by side.
You can navigate to this view in a few different ways.

To view all students’ responses to a single question:
Do one of the following:
= Start from the assignment overview —

a Open the assignment overview, as described on page 96.
b Click the link labeled Grade by question.

Coursework

Quiz
o Quizin Unit 1

[} due Yesterday, Closed dIEI Wiew test analysis 5 Grade by guestiu@

B B R T e W P S S A PRI S S

If you do not see this link in the action bar, look in the More menu.
= Start with a single student’s test —

a View a student’s completed test, as described on page 175.

b Locate the question that you want to review. Expand the question, if it is not already
expanded.
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¢ Click View all students’ responses to this question.

s T e T e e g g T it T e p e it f T et a6 L e et T e i,

Fill in the blank

~

1) | o2 10/10 what is the oldest continually inhabited city in South america? (10pts)

o | & | m Jennifer's answear

Cuzco, Peru & Correct

(._J Add feedback =] Collapse & Yiew all students' responses to this guegtion
RO, T IR p—— ] P EE S L PR PR TP TS 1Y e Lo il s ke ol

If students already have scores, the system displays a summary of the scores, with links that let
you expand any single response.

e T T Lt e e T T e e P T e s Lt L e L ST L e e T

13 What is the oldest continually inhabited city in South america? (10pts)

Bl Expand all responses

. by Jennifer Adams B Expand guestion and response
. by Scott Carter ] Expand guestion and response
. by Mark Cobb [ Expand guestion and resnonse
. by Rachel Johnson ] Expand guestion and response
S N

If students do not already have scores on this question, the system displays all responses on the
screen, along with scoring icons.
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[E collapse all responses

* ¥ 10/10

v|v|%

by Jennifer Adams

Jennifer Adams's answer

‘ Cuzco, Peru & Correct

J sdd feedhack B Collapse | ¥iew Jennifer Adams's full quiz

* «# 10/10

| v | R

. % 0/10 by Scott Carter
Q? | Q? | ﬁ Scott Carter's answer Answer key:
‘Iquitns, Peru & incorrect =» %% Cuzca, Peru | or ¥ Cusco

J sdd feedhack B Collapse | ¥iew Scott Carter's full quiz

by Mark Cobb

Mark Cobb's answer

Cusco, Peru & Correct

J sdd feedhack B Collapse | Yiew Mark Cobb's full quiz

. o 5710 by Rachel Johnson
Q? | Q? | ﬁ Rachel Johnson's answer Answer key:
‘Cusu:n & Partial 50% = % Cuzco, Peru or &
AR TIPSR = S S ol e Aokl b souiel st =gl e b 0 e
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Managing active assignments

Although most assignments are set up with a specific start date, a specific due date, and related
settings, many of these parameters can be adjusted for an individual student. Note that the exact
options vary depending on the assignment’s format.

Options for uploaded and online assignments

180

The following describe some of the options for uploaded and online assignments:
= Working with personalized start and due dates

= Closing an assignment for a student

= Reopening an assignment

= Viewing the detailed history for an assignment

For online tests, there are some additional options, which are described starting on page 186.

Working with personalized start and due dates

If a student needs to take a test at a different time than the rest of the class, you might want to give
the student a personalized start date, a personalized due date, or both.

Setting a personalized start date

If you give a student a personalized start date, that is the date on which the assignment will open
for him or her, and the start date defined for the assignment is mostly ignored. You can give the
student a personalized start date only if the start date defined for the assignment has not yet passed.

When you set a personalized start date, you are allowed to choose a date that occurs before or after
the start date for the assignment.

To give a student a personalized start date:
1 Navigate to the appropriate Student Assignment Details screen, as described on page 99.

At the top of the screen is a link labeled a different start date. (If you do not see this, then the
assignment is already open and you cannot give the student a personalized start date.)

Coursework

IF5l| Final
@ Exam in Unit 1

by Jennifer Adams B =4

@ This assignment is not open yet

The opening date has not yet been set
You can give Jennifer a different start date

Lomns s Lhale sdliim o T ha s dase, Sascupsk 1] 20 Tl o
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2 Click a different start date.

The system displays a dialog box labeled Individual Start Date.
3 Enter the appropriate date and time using the fields provided.
4 Click Save.

The system saves the personalized date. Your view of the Student Assignment Details screen for
this student will now show this as the start date. If the assignment is visible to the student, he or
she will also see this date.

Note that on your view of the Student Assignment Details screen, there is no indication this is a
personalized date for the student, but in the future, any authorized user who visits this screen
will be able to tell that the date has been customized by clicking a different start date — if a
student’s start date has been personalized, then the pop-up includes an option that reads Remove
student name’s individual start date.

Individual Start Date

This exam activates on 8/15/2011, 9:00 AM

Jennifer should be able to start waorking on this on:
B/15/2011 9 ¥ |00 % [[AM | ¥

@Remuue Jennifer's individual start da@

[ Save H Cancel ]

You can also see that the start date was customized by viewing the detailed history of the
assignment, as described on page 185.

Setting a personalized due date

If the assignment’s due date has not yet passed, you can give the student a custom due date that
differs from the one set for the assignment.

If the assignment’s due date is configured to show up on the course calendar, the student’s My
Calendar will still show the due date defined for the assignment, not the date customized for
him or her.

To give a student a personalized due date:

1 Navigate to the appropriate Student Assignment Details screen, as described on page 99.
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182

The screen includes a line of text indicating the date and time the assignment is due, along with
an option for creating a different due date.

Coursework

[F5l| Pop Quiz
o Quiz in Unit 1

by Karen Martin 8 =3

This assignment is open

=
/Tt is due Today, at 11:55 PM
Tou can give kKaren a different due datej)

SN & e T N ¥ Y

E If you do not see the link labeled a different due date, that means the due date for the

assignment has already passed, or that the student has already taken the test and used all
available retakes. In either case, the assignment is considered closed for the student. If this is
the situation and you still want the student to be able to continue working, you can let the
student rework an existing attempt, as described on page 187, or reopen the assignment so the
student can use any remaining attempts, as described on page 184.

2 Click the link labeled a different due date.

The system displays the Individual Due Date pop-up.
3 Enter the appropriate date and time.
4 Click Save.

The system saves the personalized date. Your view of the Student Assignment Details screen
for this student will now show this as the due date. If the assignment is visible to the student, he
or she will also see this date.

Note that on your view of the Student Assignment Details screen, there is no indication that this
is a personalized date for the student, but in the future, any authorized user who visits this
screen will be able to tell that the date has been changed by clicking a different due date — if
a student’s due date has been personalized, then the pop-up includes an option that reads
Remove student name’s individual due date.

You can also see that the due date was customized by viewing the detailed history of the
assignment, as described on page 185.

Removing or changing a personalized due date or start date

If you’ve given the student a personalized due date or start date that you now want to remove or
change, use this procedure.

To remove or change a personalized due date or start date:

1 Navigate to the appropriate Student Assignment Details screen, as described on page 99.
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2 Click one of the following:
« the link labeled a different start date.
« the link labeled a different due date.
The system displays a pop-up.

3 Do one of the following:

« To modify the personalized date, change the date and time fields, then click Save.

« To delete the personalized date and revert to the date defined for the assignment, click
Remove student name’s individual due/start date.

Closing an assignment for a student

The Student Assignment Details screen includes a feature that lets you close the assignment for the
student and enter a grade.

You might want to do this for a few different reasons. For example, suppose you have created an
online test that allows retakes and uses the student’s best attempt for the final score. If a student did
perfectly on the first attempt, you may want to close the assignment, since he or she does not need
the additional attempts.

If the assignment was an uploaded assignment, you might want to close it if the student gave you a
hard-copy version of his or her file, or if the student uploaded a file but failed to mark it as final
(and you know that it is the final version).

To close an assignment for a student:
1 Navigate to the appropriate Student Assignment Details screen, as described on page 99.

You will not be prompted to confirm that you want to close the assignment, so make sure you
really want to close it before proceeding.

2 Click the link labeled Close the assignment. (If you do not see this link, then the assignment is
already closed.)

You can give Anne a different due date

~‘ B T B R I B R Tt I

‘IBI Close the assmnment to end anne's ability to work on it, and to enable grading.

[I 'v'lew Anne 5 Detalle%lstnrg fc:r this a55|gnment

e I R W T T TSR T W e SEEA

The system closes the assignment. The student can no longer work on it, and you are allowed to
enter a grade.

If you later decide you want to reopen the assignment for the student, see “Reopening an
assignment” on page 184.
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Reopening an assignment

There may be cases where an assignment has closed for a student — either because the student
completed it or because the due date passed — but you want the student to be able to continue
working. In many cases, you can address this by reopening the assignment.

Reopening works differently depending on the assignment’s format:

=

If this is an uploaded assignment, reopening it allows the student make changes to the file(s)
that he or she already uploaded. If the student has not exceeded the maximum, the student will
also be allowed to upload more files.

If this is an online test, reopening the assignment is possible only if the student never took the
test or has at least one retake remaining. Reopening will allow the student to use the remaining
attempt(s).

If the student does not have additional attempts outstanding, consider granting the student a
retake, as described on page 189, or letting the student rework an earlier attempt, as described
on page 187.

For both assignment formats, you can also extend the due date when you reopen the assignment.

To reopen an assignment for a student:

1
2

Navigate to the appropriate Student Assignment Details screen, as described on page 99.

Click the link labeled Reopen the assignment type. (If this is an online assignment and you
don’t see this link, in most cases that means the student does not have outstanding attempts
available, and you cannot reopen the assignment.)

Coursework

if51| Pop Quiz
e Quiz in Unit 1

by Jennifer Adams B <3

4 Jennifer's final grade is

“~ 84/100, B (84%)

@' Eework the guiz - If Jennifer needs to make corr

":'-":4":' Reopen the quiz - Jennifer did not use 1 retake.
H view Jennifer@Detailed history for this assignme

P PTG PR e I S P T i T P

After you click Reopen the assignment type, the system displays a pop-up that lets you do
either of the following:

« Give the student a personalized due date. (If the due date for the assignment has already
passed, giving the student a new due date is required.)



e-Racer: Faculty Guide

« Enter a comment for the student. This message will display on the student’s view of the

Student Assignment Details screen.

3 Click the Reopen the assignment type button.

The system reopens the assignment for this student. In the student’s view of the portlet, the
assignment will revert from being grayed out to showing as a hyperlink, indicating that the

assignment is open.

If the student previously attempted the test or uploaded a file, the system will add a status

message that says In Progress.

T L T e i e et i f T s a e

Pop Quiz =] In Progress }

Quiz due Today, 5:00 PM (Required)

D Sy Y L ST ST LS S S SN SRR

Viewing the detailed history for an assignment

If you want to see details of the actions taken with an assignment — such as when the student
started taking it, whether or not the student was granted a personalized due date, and so forth — you

should view the detailed history for the assignment.

To view the detailed history of an assignment:

1 Navigate to the appropriate Student Assignment Details screen, as described on page 99.

2 Click the link labeled Detailed history.

"“]""’ U A give 18T § Hiferetit ditg date T 7 7T T T ’] e

(@ Close the assignment to end Jeff's ability to work on it, and to enable grading. 3

|D Wiew Jeff's detailed history for this assignment
£

N ijeﬂ’, I've given you a few days' extension because you were

SRR ST AP N -

]
ek Lo oo wnomen choas e lmond ssamen e Lok amaness e s e s o o e o e L.-‘j

The system displays a pop-up that lists actions that the student took, and actions that you took

specific to this student.

Detailed assignment history

Action Mote
57 | Hew due date set by Alison Smith | Jeff's paper is now due on 12/19/2011 5:00:00 PM.
Ll Feedback left by Alison Smith
& Comment left by Jeff Thomson

Date

1271372011 1:31 PM
12/13/2011 1:32 PM
12/13/2011 1:33 PM
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Options for online assignments

186

In addition to the choices described in “Options for uploaded and online assignments” on
page 180, you can also do any of the following when managing online tests:

= Give a student a personalized time limit, as described below.
e Let astudent rework an attempt, as described on page 187.

= Grant a student a retake, as described on page 189.

Working with personalized time limits

If desired, you can give a student a customized time limit for completing an online assignment.
This time limit will supersede any time limit that might have been set for the assignment.

Setting a personalized time limit

Use the procedure below to give a student a personalized time limit.

To give a student a personalized time limit:

1 Navigate to the appropriate Student Assignment Details screen, as described on page 99.

2 Click the link labeled Personal time limit. (If you don’t see this link, then the assignment has
already closed for the student, or it is not an online test.)

The system displays a dialog box labeled Individual Time Limit.

3 Enter the appropriate time limit.

Individual Time Limit

This exam has a time limit of 10 minutes

Jeff's time limit should be 15|I Minutes | »

[ Save H Cancel

4 Click Save.

The system saves the personalized time limit. Your view of the Student Assignment Details
screen for this student will now show this time limit. If the assignment is visible to the student,
he or she will also see this time limit.

Note that in your view of the Student Assignment Details screen, there is no indication that this
value has been customized, but in the future, any authorized user who visits this screen will be
able to tell this is a personalized time limit by clicking a different time limit — if the time
limit is customized, the pop-up includes an option that reads Remove student name’s
individual time limit in favor of the standard limit.

You can also see that a custom time limit was added for this student by viewing the detailed
history of the assignment, as described on page 185.
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Removing or changing a personalized time limit

If you’ve given a student a personalized time limit that you want to remove or change, use
this procedure. Note that when you remove a time limit for a student, whatever time limit you
defined for the assignment (if any) will apply.

To remove or change a student’s personalized time limit:
1 Navigate to the appropriate Student Assignment Details screen, as described on page 99.
2 Click the link labeled Personal time limit.

The system displays a dialog box labeled Individual Time Limit.

3 Do one of the following:

e To delete the personalized time limit and revert to whatever time limit (if any) is defined for
the assignment, click Remove student name’s individual time limit in favor of the
standard limit.

« To modify the personalized time limit, edit the time fields and click Save.

Letting a student rework an assignment

After a student submits a test, you can open the test back up to let the student refine his or her
answers and complete any unanswered questions. This is the equivalent of handing a hard-copy test
back to the student for further work. In e-Racer, this is called letting the student rework the
assignment.

To let a student rework an assignment:
1 Navigate to the appropriate Student Assignment Details screen, as described on page 99.

2 Click the link labeled Rework.

If you don’t see the Rework link, it means the student did not take the test and therefore has
E nothing to rework. If the student did not take the test and the due date has passed, you can still
give the student another chance by reopening the assignment, as described on page 184.
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The system displays the Rework pop-up.

Rework

If daron isn't finished with this exam, you can allow it to be reworked.
This enables Aaron to answer any skipped questions or change existing
answers.

The due date for the additional work should be:
& Unchanged: Friday, February 3 at 4:55 PM

O B (11 v | [s5] » |[pm [ =

R

MNote to Aaron:

[ allow rewaorking ] [ Cancel ]

If the student took the test more than once, the dialog will include a drop-down list that lets you
select a specific attempt for the student to rework.

Rework

If Aaron isn't finished with this exam, you can allow it to be reworked.
This enables Aaron to answer any skipped questions or change existing
answers.,

Aaron has taken this quiz multiple times. Which attempt needs mare
wark?

Eetake #1 hd

Coriginal attempt
IR TN . s work <houid e
Retake #2

(&) UnChanged: rriday, February 3 at 4:55 PM
O ] [11 » [:[s5 [~ [[pm | v

MNote to Aaron:

[ Allow rewaorking ] [ Cancel ]

3 Fill out the form as follows:

 If the student took the test multiple times, use the drop-down list to select one of
the attempts.

« If appropriate, enter a different due date. If the due date for the assignment has already
passed, this is required.

 If appropriate, enter a note to the student. This message will display on the student’s view of
the Student Assignment Details screen.

4 Click the Allow reworking button.

The student will now be able to resume work on the assignment.
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Granting a student a retake

If you want to grant a student an extra retake (in addition to any that you might have defined for the
assignment), use this procedure.

To grant a student a retake:

1
2

=

Navigate to the appropriate Student Assignment Details screen, as described on page 99.

Click the link labeled Grant a retake. If you don’t see this option, then either the due date has
already passed, or the assignment is set up to allow an unlimited number of retakes.

If the due date has passed but you want the student to be able to keep working, see “Reopening
an assignment” on page 184.

The system displays a pop-up screen with several options.

Fill out the form as follows:

« If appropriate, enter a different due date for the retake.

« Choose one of the options listed for determining how this retake should affect the student’s
overall grade for the assignment.

e Optionally, specify the minimal amount of time between the end of the student’s last attempt
and the time they can begin the retake.

« Enter a note for the student. This message will display on the student’s view of the Student
Assignment Details screen.

Note that you will not be able to edit these choices later, so make you sure enter the appropriate
values before closing the pop-up screen.

Click Grant a retake.

The system gives the student one additional retake, and the screen updates to show the new
number of retakes available. If the assignment is visible to the student, he or she will also see
this updated number.

Note that on your view of the Student Assignment Details screen, there is no immediate
indication that the available retakes for this student is different from the rest of the class, but you
and other authorized users can see that number of retakes was customized by viewing the
detailed history of the assignment, as described on page 185.
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Grading assignments

This section describes how to grade assignments and leave feedback for students.

About the grading notifications

The main view of the portlet will flag any assignment that needs grading with an icon that looks
like a calculator with an explanation point. Additionally, the Status column includes a notation of
the number of students whose assignments that need grading.

L it ol T T Y P A Attt

9/1/2011 to 9/30/2011 [isg Edit dus dates
In this unit, we'll cover the basics -- pronunciation, the concept of gender-specific nouns, and simple vocabulary words,

I SR ST ST

Assignment Due Date Type Status

Quiz 9/9/2011, Closed Online Quiz Complete 4
Short Essay e 9/16/2011, Closed [ Uploaded Paper ,)’
Test 9/22/2011, Closed Online Test Complete

Comentarios 9/28/2011, Closed E Participation Complete rd

ol Botn it st s S S il sl o e

et et e s et i 2k a0 AT i st o e ot i

When you navigate to the assignment overview, each student whose work needs grading is also
marked with the calculator/exclamation-point icon and highlighted in yellow.

Coursework

Py Short Essay
=1 Paperin Unit 1

[EF due 9/16/2011, Closed Download all files =2 Edit all grades More +

Student Results

Student Files Grade turned in

Adams, Jennifer| 1 81/100, B 10/21/2011 3:17:19 FM
(_ Jones, Frank 2 Downﬁoad j 10/27/2011 3:51:59 FPM

Miller, Grace 1 91/100, A 10/25/2011 6:36:28 PM

Roberts, Jane 1 98/100, A 10/21/2011 3:17:38 PM

Thomson, Jeff 1 94/100, A 10/21/2011 3:18:35 PM
(_ Williarms, Aaron | 1 Downﬁoad j 10/27/2011 3:53:16 FM

B oL T T T L LT o S S T T S L L O SISt
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When you view the Student List, if any students have assignments that need grading, you will see
the same yellow highlighting and calculator/exclamation-point icon.

Coursework

43 Back to Main Screen

Student List
Choose a student to see all of his or her Coursework,

Students
Student Completed Most recent submission
Adams, Jennifer a/a Comentarios
Jones, Frank ___D 7/8 Short Essay
Miller, Grace 6/3 Short Essay
[ = TS T e 1T NN W ¥ = IR 11 1. T =N Y. Y
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Grading online assignments

In some cases, the system will can automatically grade an entire test, but you may want to do the

following tasks manually:

= Adjust the scores given by the system. This is described in “Grading questions” on page 192.

= Give a student feedback on a question, as described in “Working with question-specific

feedback” on page 193.

= Manually grade those questions that require it, such as essay questions. This is described in

“Grading questions” on page 192.

= Manually change the score for an assignment, or for one attempt, as described in “Adding a

bonus after a student takes a test” on page 195.

Grading questions

There are a handful of reasons to manually grade a question:

= All essay questions must be manually graded.

= Some short-answer questions must be manually graded.

= You may want to adjust a score that was given automatically by the system.

< You may want to adjust a score that you previously gave.

To grade a question:

1
2

3

192

Open the test for review, as described in “Reviewing online tests” on page 175.

Locate the question you want to grade. If the question is not already expanded, click Expand
guestion and response.

To the left of the question text, you should see the scoring icons — a green checkmark, a green-
and-white checkmark, and a red x.

14} |\EL --¢30 | In Spanish, write two paragraphs about the last vacation you took. (20pts)

Score ths:| Aaron's answers

Q?|Q?|% Me fui a Perd. %i a la Amazonia.

Me gusta el Perd,

Word count: 11 words

8] Add feedback Collapse =) YWiew all students' responses to this guestion

U MU L T R S N P T M S S E R T P P R R S S Jrs PRl AP P e TP T SO e T LT

If you want to compare the student’s response with other students’ responses to this question
(and optionally grade the others as well), click View all students’ responses to this question.
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4 To enter or adjust the score, click one of the scoring icons. For details on the scoring icons, see
“About the scoring icons” on page 630.

Working with question-specific feedback

If desired, you can leave personalized feedback for a student regarding a particular question on the
test. Note that for students to see your comments, the test must be set up so that review is allowed.
(Allowing test review is described on page 78.)

Adding feedback

Use this procedure to add feedback about a student’s response to a question.

To leave feedback about an answer:
1 Open the test for review, as described in “Reviewing online tests” on page 175.

2 Locate the question you want to leave feedback on. If the question is not already expanded, click
Expand question and response.

3 Click Add feedback.

B T e LT L s T W,

143 ~ In Spanish, write two paragraphs about the last vacation you took, (SDpts)}

5/30 Jennifer's answers

Q?|Q?|% Estaba en Argentina. Miraba los montanas. !

Me gusta Argentina.

Word count: 10 words

() sdd feedback | B Collapse &6 Yigw all students' responses to this guestion

e T AR e . Apln bl £ AR q-_“--—i..--d--.‘-“l—-—.-“m—q.‘-l-d

The system displays a pop-up editor.

4 Enter your comments. Note that the system will not attribute your remarks, so if more than one
person has the ability to leave comments, you may want to include your name.

5 Click Save.

The system saves your comments, and the student will see the remarks when he or she is
allowed to review the test.
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When the student looks at the test, even if the question that you commented on is not expanded,
the student can tell that feedback exists if there is a balloon icon next to the score for
the question.

S P e e e M R s T i B Rt S W R R I b by — Ry e e e e S e e e R ey

Essay

133 go/an | José Luis Rodriguez Zapatero is the current p [ Expand guestion and response
—_ 1
@-) w2 5/30 B Spanish, write two paragraphs about the | @ Expand question and response

dPrevious 1|2 2145

B T TC L TS Y T NS I SR S N PURT Jpaye. SECR SR TN SE ST TR P W FES ¥ ISERSE PR RS PET S SSP RSP e RN SIS Y

When the student expands the question and response, the full text of the comment is shown.

e 7 WV v S P

Essay

14 - In Spanish, write two paragraphs about the last vacation you took. (BDptsi

5420 You's answers

Estaba en Argentina. Miraba los maontanas.

Me gusta Argentina.

4
!
wWord count: 10 words i

Jennifer, I was hoping to see mare complexity in this answer, Let's talk about it 3

(2 Feedback on your answer | B Collapse

E
antnadl e e e B e et R o et n Bt ol o B et b e e b Bt ik e gt e e B it k m B e e J

Removing or changing feedback

Use this procedure to remove or modify feedback on a question left by you or another
authorized user.

To remove or change feedback:

1 Open the test for review, as described in “Reviewing online tests” on page 175.
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2 Locate the question with the feedback you want to remove or modify. If the question is not
already expanded, click Expand question and response.

3 Click Edit feedback.

-"'EEEE'{F'A""' T e e L e e e
143 ~ In Spanish, write two paragraphs about the last vacation you took, (30pts)
5/30 Jennifer's answers
Q?|Q?|% Estaba en Argentina. Miraba los montanas.

Me gusta Argentina.

Word count: 10 words

fPersonalized Feedback!
Jennifer, I was hoping to see more complexity in this answer. Let's talk about it after class

G2 Edit feedback | B Collabse | & view all students' responses to this question

4 Previous 1 |

23

4135

P U S S YR A ST U0 NS e o RO W S U SO AT W PURPY SRR P ¥ S U S S S e PP v Y

The system displays a pop-up editor that includes the feedback.

4 Do one of the following:

« Edit the comments and click Save.
» To delete the comment, click Clear this feedback.

Adjusting the score of a single-attempt test

If students were allowed only one attempt on a test, you can use these procedures to adjust their
scores.

Adding a bonus after a student takes a test

If students were allowed only one attempt on a test, you can add points to their scores using this
procedure. If desired, you can also give a negative bonus to reduce a student’s score.

If you are working with an assignment that allowed multiple attempts, you will probably want to
refer to “Adjusting the final score when multiple attempts were allowed” on page 197. However, if
you need to adjust a score of just one attempt that the student completed, you can do that using this
procedure.

If you want to add an adjustment for the whole class — either a bonus or a reduction — see
“Entering a class-wide adjustment” on page 202.
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To add a bonus:
1 Open the student’s test for review, as described in “Reviewing online tests” on page 175.

2 Atthe right of the screen, just above where the completed test is shown, you will see a link that
says either Add a bonus or Edit bonus. Click whichever link is shown.

The system displays the Bonus points pop-up. If you previously adjusted the student’s score,
this pop-up will show the adjustment you made.

3 Do any of the following:

e To give the student a bonus, enter the number of points to be added.

« If you want to reduce the student’s score, enter a minus sign followed by the
appropriate number.

Bonus points ]

Use this option to add bonus points to Jennifer's grade.

Add -5 Bonus points

[ Save ” Cancel ]

« If you want to remove an adjustment that you previously made, clear the text field.

4 Click Save.

Adjusting the score if a student didn’t take the test

If a student didn’t take a test, the system will automatically give the student a zero. However, you
can adjust this.

To give a score when a student didn’t take the test:
1 Open the student’s test for review, as described in “Reviewing online tests” on page 175.

2 Click the link that says Change this grade.

Coursework

@y Quiz in Unit 1

by Jennifer Adams 8 =53

. | %# Change this grade
b Jennifer's final grade is ‘q—q—iﬁ

“ 0/100, F (0%)

&) Reonen the quiz - Jenoifer did.not 1ake. the.guiz, \Jse &

The system displays the grading icons.
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3 To enter a score, click one of the scoring icons. For details on the scoring icons, see “About the
scoring icons” on page 630.

Adjusting the final score when multiple attempts were allowed

You have a few options for adjusting a student’s score on a test where multiple attempts
were allowed:

= Manually entering a score for the assignment
= Changing the way retakes are weighted
= Adding or removing points from a student’s final score

Note that the assignment has to be closed before you can do any of these things. That means either
that the student has completed all attempts, the due date has passed, or the assignment has been
manually closed (either by you, or by the student clicking the Turn in assignment button).

If you want to add an adjustment for the whole class — either a bonus or a reduction — see
“Entering a class-wide adjustment” on page 202.

Manually entering a score for the assignment

If desired, you can ignore the scoring for the student’s attempt(s) and just enter the overall score
you think the student should have.

To enter a score for an assignment:
1 Navigate to the appropriate Student Assignment Details screen, as described on page 99.
2 Click the link labeled final grade options.
The system displays a pop-up.
3 Select the radio button labeled Set manually to.

4 Enter a point value or a grade in the corresponding text box. (For details on what type of values
you can enter, see “Values that can be entered” on page 630.)

final grade options

Jennifer's final grade for this quiz should be:
O average of all grades received
O highest grade received
Olast grade received

® set manually to: |75 You can enter a grade as a letter (B+),
percent {9097, or point value {45)

Adjust the calculated final grade by Points
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5 Click Save.

Changing the way retakes are weighted

If a student took the test more than once, the overall grade typically will be determined by the
settings you chose in the Retakes area of the screen you use to create and edit the assignment.
(This field is described on page 82.) However, if you want one student’s grade to be calculated in a
different way from the rest of the class, you can make changes using this procedure.

To change the way retakes are weighted for a particular student:
1 Navigate to the appropriate Student Assignment Details screen, as described on page 99.
2 Click the link labeled final grade options.
The system displays a pop-up.
3 Specify how the grade should be calculated by choosing one of the following options:

« average of all grades received
* highest grade received
 last grade received

4 Click Save.

Adding or removing points from a student’s final score

If you want to make an across-the-board adjustment to a student’s score by adding points or
subtracting points, use this procedure.

To add or remove points from a student’s final score:
1 Navigate to the appropriate Student Assignment Details screen, as described on page 99.
2 Click the link labeled final grade options.

The system displays a pop-up.

3 Select the checkbox labeled Adjust the calculated final grade by and enter a point value in
the text box provided. Note that you can enter a negative value by using the minus sign.

If this checkbox is grayed out, that means that you already have manually given the student a
grade — in this case you may want to simply adjust the grade that you previously entered (in
the Set manually to field).

4 Click Save.

The system adjusts the score by the number that you specified.
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Grading basic and uploaded assignments

=

This section describes how to enter grades for a basic or uploaded assignment. You can enter or
modify grades using either of two methods:

= On the assignment overview — This method lets you enter grades for many students at once.

= On the Student Assignment Details screen — This method might be useful if you want to enter a
comment along with the grade.

For help grading online assignments, see “Grading online assignments” on page 192.

Entering grades using the assignment overview
There are several advantages to entering grades on the assignment overview:
= You can enter grades for many students all on one screen.

= Even if you are entering just one student’s grade, you can see other students’ grades for
comparison.

= If this is a basic assignment, you can give multiple students the same grade with just a few
clicks.

When you enter grades, you will use either the scoring icons or enter values in text fields. For
help with either of these scoring methods, see “Entering scores” on page 630.

To enter grades on the assignment overview:
1 Display the assignment overview, as described on page 96.

If you have not entered grades for your students, each student’s name will be accompanied by
grading icons, which you can use to enter scores.

Student Results
Student Grade

‘ ‘Adams Jen ‘ﬁd w | 8
@’

Jones, Frank 2

Miller, Grace
Roberts, Jane

(EEAPPRE S N TSP . St i
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200

If you have already given some students a score, those scores will be listed instead of the
grading icons — but you can make the icons come back (and change the score) by hovering
your cursor over the row that represents any student.

Student Results
Student Grade
Adams, Jen 1007100, A
Jones, Frank | 75/100, C| o | Q% #® | 1
Miller, Grace 927100, A I

P

]
Eoberts, Jane @ 28/100, B

Thomson, Jeff 797100, C

RETTS Sie S TS T SRS NS e — S ST q-‘-ui

If you want to be able to manually type in each student’s grade, you can click the Edit all
grades link. When you do this, the system displays a text box next to each student’s name. You
can then manually enter or modify each grade.

Student Results
Student Grade Edit Grade
Adams, Jen 1004100, A 100
Jones, Frank | 754100, C ‘ T |
Miller, Grace 02/100, A 92 -
Eoberts, Jane @ 88/100, B a8

SPSRPRNLR « -]  FU 123 A8 8 O PP VPR o - S PR

Note that this screen includes tips on the permissible grade values that you can enter. You can
also refer to “Values that can be entered” on page 630 for a list of guidelines.

2 Do one of the following:

« Enter the score(s) for each student using either the grading icons or by clicking Edit all
grades and type in the grades. If you use the latter method, make sure to click the Save
Grades button when you are done.

 If this is a basic assignment and you want to enter the same score for all students who do not
currently have a score, click the Enter a default grade link to display a pop-up. Note that
this option is displayed only if some students don’t have scores yet. Enter the default grade
and click Fill Empty Grades to apply this score to all students who don’t currently have a
score.

Default Grade

When entered here, a default grade is applied to all
students who do not yet have a grade

Scored out of 100 points

Give students a: |90

Fill Ernpty Gradew [ Cancel
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Entering a grade or feedback for a student

If appropriate, you can enter grades using the Student Assignment Details screen. One of the
benefits of this approach is that it lets you first review comments that the student might have left.

You can also use this screen to leave comments of your own for the student.

T T

Jennifer's Pronunciation evaluation has not been graded.

This exam is not due until Wednesday, February 8 at 3:50 PM

I have worked really hard on rolling my Rs since the last time Q
we did this using the technique we talked about it. I hope it
sounded better!

comment from Jennifer Adams, 2/8/2012 2:25 PM

N~ Much better, Jennifer -- good job!
feedback from you, 2/8/2012 3:25 PM .)’@

) Add 3 feedback comment Es Add 3 feedback file

 entaf s BT St e A s T o s e STt e e et A0

To enter a grade or feedback for one student:
1 Navigate to the appropriate Student Assignment Details screen, as described on page 99.

2 To work with the student’s grade, do one of the following as appropriate:
« Use the scoring icons to enter the grade. For help using the scoring icons, see “About the
scoring icons” on page 630.

 If the student already has a grade, click Change this grade to display the scoring icons and
make any necessary adjustments.

Coursework

ﬁ Presentation #2
Exam in Unit 2

by Rachel Johnson 8 =53

Eg Change this grade

7 Rachel's final grade is

“~ 83/100, B (83%)

A Yy Y I P S W W T T N —"T T Y ey T

3 If you want to leave feedback for the student, click Add a feedback comment or Add a
feedback file as appropriate. If you need further guidance on this, see “Working with
personalized feedback” on page 204.
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4 If you want to enter grades for other students on this same assignment, note that you can click
the Next or Previous link next to the Other students label to display the Student Assignment
Details screen for a different student.

g
’ 4 Previous  Sue's assignment Mext b
]

:,-:! 4 Previous  Other students  Mest b

o
L,
3

R AR S S PSWE vy S S P S et ¥

If you want to enter grades or feedback for other assignments that this student has completed,
use the Next or Previous links next to the StudentName’s assignment label.

Grading in summary view

If a particular student has several uploaded and basic assignments that need grading, you can enter
these grades on one screen.

To grade in summary view:
1 Navigate to the Coursework portlet, as described on page 43.
2 In the pane at the upper left, click Student List.
The system displays the Student List.
3 Click any student’s name to see a list of assignments that this student completed.

4 You can use the grading icons to assign or adjust a grade for any of the basic and uploaded
assignments. For help with the grading icons, see “About the scoring icons” on page 630.

Working with class-wide grade adjustments

If desired, you can create a class-wide grade adjustment — either positive or negative.

Entering a class-wide adjustment

Use this procedure to give all students bonus points. If desired, you can also enter a negative bonus
to reduce all students’ scores.

To enter a grade adjustment for the entire class:

1 Navigate to the assignment overview, as described on page 96.
2 Click More.

3 In the pop-up menu, click Give a class-wide bonus.

The system displays a pop-up.

202



e-Racer: Faculty Guide

4 Enter a point value. To subtract points, use the minus key.
5 Click Save.

The system adjusts all grades in the class. A notice is added to the top of the assignment
overview, indicating that an adjustment has been added. Students will see a similar message on
their grade sheets.

A PR et R L e e i T B A e P

L7 four final grade is

“! 105/100, A (105%)

This grade includes a class-wide bonus of +5 points

ettt ottt it

Modifying or deleting a class-wide grade adjustment

If you previously entered a class-wide adjustment, you can use this procedure to change or
delete it.

To modify or delete a class-wide grade adjustment:

1 Navigate to the assignment overview, as described on page 96. This screen includes messaging
that describes the adjustment.

2 Click the link labeled class-wide bonus.

Coursework
|];| Prunun.ci..atiun. evaluation 4 Previous  Other assignments
Oral Quiz in Unit 1
5} due Today, Closed =z Edit all grades More -
Student Results Scored out of 100 points

Grades include a 5 point class-wide bonus
Student Grade 55

Adams, Jennifer 105/100, A

Cobb, Mark o90/100, B

Jones, Frank 217100, C

ot e 5 TR oo AR L 0 i B e mrattmn o e oo ot i 0 oot e i e et S i

The system displays the bonus pop-up.

3 Use the pop-up to modify the grade adjustment as appropriate. To remove the adjustment, clear
the text field.

4 Click Save.
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Working with personalized feedback

This section explains guidelines for entering feedback on the Student Assignment Details screen of
any assignment, regardless of its format.

E For help adding feedback for a particular question in an online test, see “Adding feedback” on
page 193.

Entering a comment

Use this procedure to enter a comment on an assignment. The student will see the comment when
he or she navigates to the Student Assignment Details screen for the assignment. Students can also
enter comments for you, which display on your view of this screen.

To enter a comment:
1 Navigate to the Student Assignment Details screen, as described on page 99.

2 Click Add a feedback comment.

B i I L T TR L Ll e T L
"»_. ,_a'l | You have not entered any fesdback vet

() add 3 feedhack camme?t (4 add 3 feedhack file

O i S e e, o T, Bt e e B el Ryt ot il o, R s e ettt 2o i, Shm e,

The system displays a pop-up editor.
3 Enter your comments.
4 Click Save.

The system saves your comments, and the student will see them when he or she next navigates
to the Student Assignment Details screen for this assignment. Your name and the time you left
the comments will be displayed as well.

oo i e e e e A i B T P T e e mT e e e T e T A e FTe

-—-% I
l‘»_._:z" Great job, Rachel!
feedback from Alison Smith, 8/29/2011 534 PM

& Add a comment

T R e s o Ak A, - e e = Ml e R Ry e B B e M, e ok B, Ay e i e s il BN o oy e Bt P i, e
Other authorized users will be able to see your comments as well, but will not be able to modify

them. (This differs from comments left in regard to a specific question on a test, which can be
modified by another authorized user, if one exists.)
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Adding afile

If desired, you can include a file as part of your feedback. For example, you may want to upload a
file for the student’s reference, or you may want to embed your comments in a file. The student will
be able to download the feedback file from the Student Assignment Details screen.

To add afile:

1
2

Navigate to the Student Assignment Details screen, as described on page 99.
Click Add a feedback file.

The system displays a pop-up.

Click the Browse button and follow the prompts in your browser to select a file.

If desired, enter a name in the Label column. This is the name that will be used to identify the
feedback file on the screen. Note that you will not be able to change this once you finish
uploading the file.

LTI L e g i ST Sl S e e e e e = 6T i e e St TR St e e e L et T

PN [

| e | o

e DSDme general comments on your midterm
feedback from alison Smith, 8/30/2011 1:45 PM

& add a comment

* i i R ATt ek e i B e B s, sl T S e e, ot e e B mn e nh

If you do not enter a label, then the name of the file will be used as a label in the Student
Assignment Details screen.

Click Save.

The system adds the file to the Student Assignment Details screen. The student will see the file
when he or she next navigates to the Student Assignment Details screen for this assignment. The
system will also display your name and the time that you uploaded the file.

Modifying or deleting feedback

After you add feedback, you may want to do any of the following:

= Edit or delete your comments.

= Delete a feedback file.

To modify or delete feedback:

1 Navigate to the Student Assignment Details screen, as described on page 99.

2 Do one of the following:

e To delete either a comment or a file, click the corresponding trash-barrel icon. The system
will display a dialog asking if you are sure you want to delete the item. Click OK.
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e To modify a comment, click the pencil icon to display a text editor with your comments.
Make whatever changes are appropriate and click Save.
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Viewing statistics about
online tests

The Coursework portlet allows you to review detailed statistics about graded online assignments
that three or more students have completed. You do this using a feature called Test Analysis.

In this chapter:

= Key concepts

= Understanding the main Analysis screen
= Navigating to the main Analysis screen

= Setting preferences for the course section
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Key concepts

This section describes general concepts related to Test Analysis.

About Test Analysis

Test Analysis provides data on all graded online assignments after they are completed by three or
more students. This feature is useful if you want to assess the effectiveness of an assignment and
each of its questions, if you want to see which parts of the curriculum students struggled with, and
other data along these lines.

Test Analysis provides:
= A snapshot of students’ performance on the assignment.
= A summary of the relative difficulty of the assignment and each of its questions.

= An assessment of whether each question adequately distinguished between students who
understood the material and those who did not.

= Analysis — using parameters that you set — about whether a question was too hard or too easy.

= Analysis of multiple-choice questions, including a look at the efficacy of distractors (the
incorrect options within multiple-choice answer sets).

Key terms

208

This section defines key terms that you’ll need to know in order to configure Test Analysis and
understand the data the system generates.

Performance groups

Performance groups are categories that classify students as high, low, or midrange performers.
Essentially, these groups are intended to represent those students who basically understood the
material, those who didn’t, and those who are in between.

The size of each performance group is a percentage of the total class size, and it is configurable.
So, for example, if the high-performers group is defined as 10 percent, and 100 students complete
the assignment, the high-performers group consists of the 10 students who did the best.

You manually define the size of the high- and low-performers groups using the Performance
Groups tab. If you configure these two groups so that together they contain less than 100 percent
of the entire class, the system creates and automatically determines the size of a middle-performers
group. These size definitions are used throughout the course section (as opposed to a test-by-test
basis).

The default sizes of the performance groups are:

< High — 25%
« Middle — 50%
e Low—25%
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Note that it is possible for students who got the same score to be organized into different
performance groups. For example, suppose that your performance groups have the default sizes of
25%, 50%, and 25%. If 19 of 20 students who took the test got the same score, there would be
students in the high-, middle, and low-performers groups who have the same score.

Difficulty rating

The difficulty rating is a number between 0 and 1 that reflects the percentage of students who
answered the question incorrectly. The higher the difficulty rating, the harder the question was. You
can configure the system to display a warning if any question is too easy (using the Low Difficulty
Warning field) or too difficult (using the High Difficulty Warning field).

Discrimination index

The discrimination index is a number between -1 and 1 that tells you how effective a question was
at distinguishing between high and low performers. The closer the number is to 1, the better the
question was at making this distinction.

Technically, the discrimination index is the difference between the percentage of high performers
who got a question right and the percentage of low performers who got it right. A negative
discrimination index is problematic because it means that more low performers than high
performers answered correctly.

Distractor performance

Distractors are the incorrect options offered as part of a multiple-choice question. The percentage
of students who choose a particular distractor is its distractor performance. Possible values are
between 0 and 99.

Ideally, you want a question’s distractors to be chosen with equal, or close-to-equal, frequency. For
this reason, you can configure the system to warn you if there is a large disparity among the
distractor performances for the various incorrect options.

For example, suppose you set the Poor Distractor Performance Warning to 20 percent. In this case,
if 10 percent of students chose the first distractor, and 50 percent chose another distractor, the
system would display a warning.
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Understanding the main Analysis screen

The Analysis screen is broken down into three sections:

Summary Info — Provides statistics related to students’ grades and the speed with which they
completed the assignment.

Charts — Displays a few snapshots related to students’ grades and the difficulty of the
assignment’s questions.

Item Analysis — Offers detailed analysis on the difficulty of each question.

Summary Info

210

The Summary Info area of the screen displays the data described below:

Total Students — The total number of students who completed the assignment and received a
score that was above zero.

Average Time Used — The average length of time used by students to complete the
assignment (based on students who scored above zero).

Fastest Time — The fastest time a student used to complete the assignment. If the fastest score
was achieved by only one student, the system includes a link to the Student Assignment
Detail screen for that student.

Slowest Time — The slowest time a student used to complete the assignment. If the slowest
score was achieved by only one student, the system includes a link to the Student Assignment
Detail screen for that student.

Average Score — The average score, displayed both in percentage and in point form.

Median Score — The score that is midway among all scores achieved. That is, the score for
which there is an equal number of scores above and below. If there are an equal number of
scores, then the median is the average of the two middle values.

Mode — The score(s) that were most frequently achieved.

High Score — The highest score. If the high score was achieved by only one student, the
system includes a link to the Student Assignment Detail screen for that student.

Low Score — The lowest score. If the low score was achieved by only one student, the system
includes a link to the Student Assignment Detail screen for that student.

Score Distribution — A graphic showing all scores for the assignment, along with the number
of students who achieved each score.
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Charts

The Charts area of the screen displays three types of charts:

= Letter Grade Distribution — Shows the number of students who received each letter grade. The
system assigns letter grades using the values you set up in the Gradebook. For details, see
“Letter grade configuration” on page 247.

T e e e e LT e et s T ey
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Letter Grade Distribution
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= Question Difficulty Distribution — Shows the number of questions in each difficulty range.

B T R LIy

0-2 2-4 4-6 B-8 581

Guestion Difficulty Distribution
# of questions in each range
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= Average Score by Performance Group — Shows the average score for each of the three
performance groups.

Low Med High
Avg. Score by Performance Group

B e e
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Iltem Analysis

212

The Item Analysis area of the screen analyzes the difficulty and discrimination index for the entire
assignment, with details about each question. This section is divided into the following parts:

e Qverall
e Grid View

= Question by Question

Overall

The overall section displays the following information:

= The average difficulty rating for the assignment overall.

= The average discrimination index for the assignment overall.

= Alink to the page on which you can configure the size of the performance groups for the course
section.

dll Item Analysis
Overall
Average Difficulty Rating: 0.51
MAverage Discrimination Index: 0.57
Performance Groups: View
s A AR 1 et 0 B
Grid View

The Grid View area of the Item Analysis section offers a summary of the key statistics on each
question. For each question, it displays the following values:

= Difficulty — The question’s difficulty rating.
= Discrimination Index — The question’s discrimination index.
= Average Score — The average score achieved by students on the question.

If appropriate, the system displays a warning icon in this area. The warning icon is displayed if a
question’s difficulty, or some other parameter, exceeded the minimal level you configured for the
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course section. (For details on these levels, see “Setting preferences for the course section” on
page 215.)

- _.I_:—ﬁ"._,[_)_e_i._a,il_g._,_.‘_ B o A N SN UP S ._.--,.-—ull
Grid View Question by Question
Question Analysis
Question Difficulty Discrimination Index Awverage Score
Q1 (OR) 0.74 0.52 2.60/10
() Qz (MC) 0.66 0.74 3.40/10
Q3 (TF) 0.50 1.00 5.00/10
(1) Q4(ES) 0.19 0.21 40.18/50
Q5 (SA) 0.22 0.37 7.80/10
Q6 (MA) 0.74 0.56 2.56/10
PR R T N RS -A.A-h-u—u-m-uh.—---—h-h—}

Question by Question

The Question by Question offers more in-depth analysis. In this view, the system presents the full
text of each question alongside a more detailed set of statistics. By default, some of the details are
collapsed, but you can expand them by clicking the blue plus-sign icons.

Grid View

Question 1

T g A e e T e =T —

Question by Question

Going from West to East order these U.S. Cities (Ordering)

Honolulu

29 (29%) E
San Francisco 41 (41%) [}
43 (43%) £
26 (26%) £
New York City 78 (78%) [
26 (26%) £

Chicago

Cleveland

Boston

e,

el - el

Question 1 Analysis

=
by

Difficulty Rating: 0.74
High-Performers: 0.93
Middle Group: 0.86

Low-Performers: 0.40

Discrimination Index: .52 @ Good discrimination
2.60/10 points
More Details: [lcollapse to hide details

Average Score:

el b ks o ek =l WY el g, ol L B Sapl e et ol g b ot i o, A b e ol o
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Navigating to the main Analysis screen

214

You display the main Test Analysis screen in either of the following situations:

= If you want to review data about the assignment, as described “Understanding the main

Analysis screen” on page 210.

= If you want to set general analysis preferences for the course section, as described in “Setting

preferences for the course section” on page 215.

To navigate to the main Analysis screen:

If you haven’t already done so, display the appropriate assignment overview by completing the
following steps:

a Display the appropriate Coursework portlet instance, as described in “Navigating to the
Coursework portlet” on page 43.

b Locate the assignment for which you want to view data.

¢ Click the name of the assignment.
The system displays the Assignment Info screen for that assignment.

2 On the Assignment Info screen, click the Test Analysis link, which is in the Assignment Stats

area of the screen.

PG e PUU RS S S Y P PR S SOPR S ot

“Time Limit: Not Timed """

Show assignment details | # Edit this assignment | ™ Dele

Assignment Stats:
Average Score: 61.54/100 |:|!|ﬂ View more

High Score: 99/100 %ﬂalms

Low Score: 30/100
Average Time Used: 1 minute
el oty et e e P B A Tl e i ol s A sl
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The system displays the Analysis data for that assignment.

3 Do one of the following:

« If you need help understanding the information displayed on this screen, see
“Understanding the main Analysis screen” on page 210.

« If you want to set preferences, see “Setting preferences for the course section” on page 215.
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Setting preferences for the course section

The Test Analysis feature provides you with statistics on high-performing students versus low-
performing ones, and it also warns you about potential problems with your assignment. This section
explains how you can customize this behavior.

Configuring warning settings

The Test Analysis feature warns you about potential problems with your assignment. For example,
the system warns you if any of the following is true:

= [Ifaquestion is too hard.

= If a question did not discriminate well between high- and low-performing students.

= If a distractor is not effective (multiple-choice questions only).

For more details on these concepts, see “Key terms” on page 208.

The way warnings are issued varies depending on preferences that you can set for your course
section. Note that this procedure sets these preferences for your entire course section and all of its
assignments, not just this one.

To configure warning settings:

1

Display the main Test Analysis screen for any online assignment, as described in “Navigating to
the main Analysis screen” on page 214.

Locate the Test Analysis Help box. In that box, click the link labeled Warning Settings.

Tt A T T e s e T e e s e T e T e L S A L e T e et e e

i

‘< Test Analysis Help

Read about Test Analysis terms and concepts, and
how you can use them to improve your online
assignments, in the Analysis Basics screen.

syt e i

A,

To review or customize the settings that determine
when warnings are displayed in the Item Analysis

area, refer to the Warning Settinaﬁ screen.
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The system displays the Warning Settings tab.

Use the Warning Settings tab to change any of the following, as appropriate:
« The difficulty rating warnings

e The discrimination index warning

« The distractor performance warning

If you need to reset any of these values to their original default settings, click the link labeled
Reset to the default configuration for this course.
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Note that this screen includes links that take you to explanations for each of the terms used.

4 Click Save.

Configuring the size of performance groups

216

The system uses performance groups to categorize students into one of three groups — those that
basically understood the material, those who didn’t, and those in between. You manually define the
size of the high- and low-performers group, and the system calculates the size of the middle group.

For more of an overview of what performance groups are, see “Performance groups” on page 208.
Note that this procedure sets the size of these groups for your entire course section and all of its
assignments, not just this one.

To configure the size of performance groups:

1 Display the main Test Analysis screen for any online assignment, as described in “Navigating
to the main Analysis screen” on page 214.

2 Scroll to the bottom of the screen. Locate the Performance Groups label and click the
corresponding View link.

— et T el ST

ill Item Analysis

Overall

Average Difficulty Rating:
Average Discrimination Index:

Performance Groups: "..-'ief;

R e I I LI FL e AT T SP— e L SR e A R 1 A"

The system displays the Performance Groups tab. This tab displays data on the performance
groups defined for your course context, along with details about students that completed this
particular online assignment.

3 As appropriate, navigate to the area labeled High Performers or Low Performers, and click
the link labeled Edit Group Size.

The system updates the screen to include a text field.
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4 Enter the appropriate figure.

5

T e T T e T T T T e T o e e T P T T e

Performance Group
Name Score

Jones, Jane 97% High Performers

Top I_35 | % of students (by test score)

[] use this percent for the Low Performer group as well

[ Save ] [ Cancel ]

TR sl R s el b e R P P 2 Bl e S e MR St e T, it gl MRl ST e BB P AR B g e e T o

If you want this group to be the same size as its counterpart on the other end of the spectrum,
select the checkbox labeled Use this percent for the Low/High Performer group as well.

If you need to reset the size of the performance groups to their original default settings, click the
link labeled Reset to the default configuration for this course.

Click Save.

The system changes the size of the group and, if appropriate, the size of the other groups.
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Part 2.
Attendance

This section describes the Attendance portlet. Attendance is also described in “Working
with the attendance evaluation” on page 254.

In this section:

“Tracking attendance” on page 221



Attendance
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Tracking attendance

You track each student’s attendance using the Attendance portlet. This chapter describes how to
configure and use this portlet.

In this chapter:

Key concepts

Navigating to the Attendance portlet
Configuring the attendance marking method
Working with warnings

Working with sessions

Working with attendance records

Managing permissions



Tracking attendance

Key concepts

The Attendance portlet is used to track students’ attendance. Data from the portlet is automatically
imported into the Gradebook portlet, where you can use it to help determine students’ midterm and
final grades, if desired.

About the value of attendance

If you want attendance to affects students’ midterm and final grades, you will make that
configuration within the Gradebook portlet. For details, see “Working with the attendance
evaluation” on page 254. Although that setup is not done here in the Attendance portlet, this
section provides a brief overview of the Gradebook options, since it may be useful to understand
them before setting up your Attendance portlet.

Giving attendance a value

You can configure your system so that attendance is equal to a specific value that will be used to
determine the student’s midterm and final grades. Depending on how you set up your Gradebook,
this value could be a point value or a percentage of the total grade. With this system, you can
penalize students for tardiness and unexcused absences.

Triggering automatic failure

In addition to — or instead of — the options described in “Giving attendance a value,” you can set
up your Gradebook so that students automatically fail the course after a certain number of
unexcused absences. In this scenario, it doesn’t matter how well the students do on any of their
coursework. It also doesn’t matter whether you set up attendance to have a relatively small value in
relation to coursework (or any value). If students reach the limit of unexcused absences, they fail.

About sessions

222

Student attendance records are organized by session. A session is any scheduled meeting of the
class. The Attendance portlet automatically includes a session for each regular class meeting (as
determined by the schedule for the course section), and you can also manually add sessions. For
example, you might manually add a session if you schedule a field trip or a review meeting outside
the regular schedule.

If you have set up the course section so that attendance affects grades, note that by default, the
credit that a student gets for attending a session is proportional to the duration of the session.
However, you can manually increase a session’s value by increasing the minutes that it is worth,
without changing the scheduled start and end times.

For example, suppose your class meets once a week for an hour, and you have also scheduled a
one-hour field trip. If you want the field trip to count for three times the regular class meeting, you
can specify in the Attendance portlet that it is worth 360 minutes, even if it only is scheduled for
one hour.
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About the faculty view
The initial view of the Attendance portlet includes the following tools:
= A calendar, which you can use to locate existing sessions or create new ones.

= Details on the most recent session, with each student’s record for that session. If you have not
yet recorded attendance for that session, the system displays drop-down boxes that you can use
to mark students present, absent, and so forth.

= Links to screens for adding and managing sessions.
= A link for displaying settings for the portlet instance.

= Alink to atool for exporting attendance data to Microsoft Excel.

About the student view

When a student displays the Attendance portlet, it shows details about that student’s own
attendance. Specifically, the system displays a short summary and a detailed list of the student’s
attendance history.

About the Attendance page

If you are using the default template for course contexts, the Attendance page is read-only. This
means you cannot remove the Attendance portlet, nor can you add additional portlets to the page.
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Navigating to the Attendance portlet

224

This procedure explains how to display the Attendance portlet. These steps assume that your
school uses the default template for course contexts. If your school has customized the template,
your Attendance portlet might be located elsewhere.

To navigate to the Attendance portlet:
1 Navigate to the appropriate course context, as described on page 24.

2 In the left-hand pane, select the Attendance page.

The system displays the Attendance page, which hosts the Attendance portlet.

Attendance
e Most Recent Session
S M T W T F § E— Tuesday 8/3
112 E 4|5 5| 7| anderson, Jim @ Present v

Present

— T T Brown, Dana @ Absent (Excused
15 16 17 18 19 20 21 Garcia, Anz @ Absent (Unexcused)
Tardy

iSeIect Attendance Statusl

He, Steve B Present T
29|30(21|1(2 |2 |42

Jackson, George a |Present A |
Weekly View

Jones, Jane B |Present v |
& Add a Session Keita, Amy 6 |Present v |
g Manage Sessions Mever, John B |Present v |

Sato, Lisa @ |Present v |
Settings

Tavlor, Sam B |Present v |

Export Full View to Excel

Save Cancel

T T e I R T N
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Configuring the attendance marking method

The Attendance portlet is ready to use out of the box. However, you can also fine-tune a few
characteristics of it.

About the options

The attendance marking method determines the exact options that are available each time you
record a student’s attendance. By default, the system is set up to use the simplest attendance
marking method (Whole Sessions).

Whole Sessions

The Whole Sessions option is the simplest setup option, and it also is the default choice. With this
setup, you choose between the following options when recording a student’s attendance:

= Present

= Absent (Excused)
= Absent (Unexcused)
e Tardy

As described in “Giving attendance a value” on page 222, when you set up your Gradebook, you
can choose to give attendance a value. If you plan to do this, and if you choose the Whole Sessions
marking method, note the following:

= The system will automatically reduce the student’s total attendance credit if the student has one
or more unexcused absences. The amount deducted is proportional to the number of unexcused
absences.

= You can configure the system to treat a specific number of tardies as an unexcused absence. For
example, three tardies might equal one unexcused absence. In this scenario, a student who is
habitually late will not get full credit for attendance, even if he or she did show up for every
session. If you don’t use this option, students are not penalized for being late.

= You can configure the system to eliminate the student’s attendance credit after he or she is
marked Absent (Unexcused) a certain number of times.
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By Hour and By Minute

With the By Hour and By Minute options, there are two steps to creating an attendance record.
First, you choose between the following options:

= Present

= Absent (Excused)

= Absent (Unexcused)

Next, if you choose Present, you have the option of specifying the exact amount of time the
student actually was present (in hours or minutes as appropriate). In this scenario, if you want to
reflect that a student was late, you mark him or her as present and then input the exact amount of
time the student was present. Any minutes or hours missed in this manner are considered
unexcused.

As described in “Giving attendance a value” on page 222, you can choose to give attendance a
value within Gradebook. If you plan to do this, and if you choose the By Hour or By Minute
method of tracking attendance, note the following:

= The system will automatically reduce the student’s total attendance credit if the student is late,
or if the student has one or more unexcused absences. The amount deducted is proportional to
the total amount of time the student missed. (Excused absences do not count against the
student, even though they show up as giving the student zero minutes/hours for the session.)

= You can configure the system to eliminate the student’s attendance credit after he or she is
absent for a certain number of minutes or hours. (Excused absences do not count against the
student, even though they show up as giving the student zero minutes/hours for the session.)

Selecting an attendance marking method

226

This section describes how to configure the appropriate method for tracking students’ attendance.

To configure the attendance marking method:

1 Display the settings screen:

a Navigate to the appropriate Attendance portlet instance, as described in “Navigating to the
Attendance portlet” on page 224.

b Click the Settings link.
The system displays the Attendance - Notification and Attendance Method screen.

2 Under Attendance Marking Method, select the appropriate option.

3 Scroll to the bottom of the screen and click Save.
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Working with warnings

If desired, you can configure the system to send warnings if students have too many unexcused
absences. You define how many are “too many” in the Attendance portlet’s settings screen. These
warnings can take any of the following forms:

= A message sent to the student via the Message Center.
= A message sent to you via the Message Center.
= A e-mail message sent to an account that you specify.

When you use this option, messages are automatically sent at the time that the student crosses the
threshold of having too many unexcused absences. You can also resend warning notifications at any
time to students who meet the warning condition.

Finally, within your own view of the Attendance portlet, on the Weekly View and Most Recent
Session screens, you can configure the system to highlight in red those students who meet the
warning conditions. The highlighting also shows up on the view of the most recent session (in the
default view of the portlet)

Setting up attendance warnings

Use this procedure to create or modify attendance warnings.

To set up attendance warnings:

1 Display the settings screen:

a Navigate to the appropriate Attendance portlet instance, as described in “About the faculty
view” on page 223.

b Click the Settings link.
The system displays the Attendance - Notification and Attendance Method screen.

2 Scroll down to the area labeled Notification.

3 Set or modify the warning condition:

a Where the form says Send a warning after:, enter the desired values. Note that you can
enter a specific number of unexcused absences or a percentage of the course.

b If the warning condition you chose in step a is for a certain number of unexcused absences,
the system gives you the option of specifying that the absences be consecutive. As
appropriate, select or de-select this checkbox.

4 Where the form says Send the warning to:, make sure all desired recipients are selected.
Warnings that go to the student or faculty member are sent via the Message Center. Recipients in
Other: text field must be e-mail addresses.

5 If you want your own view of the Attendance portlet to highlight those students who meet the
warning condition, select the Warning Highlight checkbox. Doing this means that the system
will highlight (in red) the names of the students who meet the warning condition. This
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highlighting will occur in the Weekly View and the Most Recent Session screens. Note that
this highlighting will not be displayed in the View a Session screen.

6 Click Save.

The system saves your changes and exits the Attendance - Notification and Attendance
Method screen.

Resending warnings

At times you might want to resend a warning to a student or another party.

Note that if you want to modify the recipient list prior to resending warnings, you must first
complete the steps described in “Setting up attendance warnings” on page 227. That is, you must
make your changes on the settings screen, click Save, and then continue with the steps below.

To resend warnings:

1 Display the settings screen:

a Navigate to the appropriate Attendance portlet instance, as described in “About the faculty
view” on page 223.

b Click the Settings link.
The system displays the Attendance - Notification and Attendance Method screen.

2 Scroll down to the area labeled Notification.

3 Where the screen says Resend all warnings, click Send.

T e =t A g gt T e T m e et T N T S e T T T e T gt e Tt e T e et = P et T T e

Resend all [ gan
warnings:

This will send notification e-mails (to the indicated recipients) for students who currently meet the "warning’
condition set above.
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Highlighting students who have been absent

Within your own view of the Attendance portlet, you can configure the system to highlight in red
those students who meet the warning conditions that you set up in “Setting up attendance warnings”
on page 227. The highlighting also shows up in the details of the most recent session view (in the
default view of the portlet).

To highlight students:
1 Display the settings screen:

a Navigate to the appropriate Attendance portlet instance, as described in “About the faculty
view” on page 223.

b Click the Settings link.
The system displays the Attendance - Notification and Attendance Method screen.

2 Scroll down to the area labeled Notification.
3 Select the Warning Highlight checkbox.
4 Click Save.

The system saves your changes and exits the Attendance - Notification and Attendance
Method screen.

Now the system will highlight (in red) the names of the students who meet the warning

condition.

Most Recent Session
Name Tuesday 8/3
Anderson, Jim Present b
Brown, Dana @ Present v
Garcia, Ana @ Present v
He, Steve B Present v
P S N L T s e = e

This highlighting will occur in the Weekly View and the Most Recent Session screens. Note
that this highlighting will not be displayed in the View a Session screen.
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Working with sessions
At times, you might need to do any of the following:
= Mark a session as cancelled.
= Create a session.

= Modify a session by change its start or end time, adding a note to the calendar about it, and
so forth.

This section describes how to complete all of these tasks.

About the options that define a session

When you create or modify a session, the system displays a form that contains the following fields:
= Start and End (Required)

= Minutes (Optional, for By Minute or By Hour tracking only)

= Notes field (Optional)

Start and End (Required)

Use these fields to establish the date, time and duration of the session.

Minutes (Optional, for By Minute or By Hour tracking only)

You can optionally use this field to configure the session to count for a value that is greater or less
than its actual duration. Doing this is relevant only if both of the following are true:

= You are tracking attendance By Minute or By Hour.

= You have configured attendance to be able to affect students’ grades in the Gradebook.

Notes field (Optional)

You can optionally use this field to enter any notes that you want to record about the session. These
notes will be visible solely to you.

Displaying a list of currently defined sessions
Use this procedure to display a list of all the sessions currently defined for your course section.

To display a list of currently defined sessions:

1 Navigate to the appropriate Attendance portlet instance, as described in “About the faculty
view” on page 223.

2 Click Manage Sessions.
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The system displays the Attendance - Manage Sessions screen, which lists all the sessions
currently defined for the course section.

Marking a session as cancelled

If you decide to cancel a class, you might want to mark the session as cancelled in the Attendance
portlet. That is, if your system is configured to give students credit for attendance, you should
cancel the class so that the system does not use it as part of the calculation of attendance credit.

To mark a session as cancelled:

1 Display the Attendance - Manage Sessions screen:

a Navigate to the appropriate Attendance portlet instance, as described in “About the faculty
view” on page 223.

b Click Manage Sessions.

The system displays the Attendance - Manage Sessions screen, which lists all the sessions
currently defined for the course section.

2 Locate the session that you want to cancel. Use the corresponding drop-down list to mark it as
one of the following:

« Cancelled

e Cancelled (Instructor Out)
« Cancelled (School Holiday)
« Cancelled (Rescheduled)

3 Scroll to the bottom of the screen and click Save.

Adding a session

If you want to manually add a session to your course section, use this procedure. This procedure
also places the session on the calendar for the course, which all students can display within their
MyPages context.

As an alternative to creating a session for which you can track attendance, you can simply add an
event to the course calendar, as described in “Adding an event” on page 367. With that approach,
you do not use the Attendance portlet, and you cannot track attendance to the event.

To add a session:

1 Navigate to the appropriate Attendance portlet instance, as described in “Navigating to the
Attendance portlet” on page 224.

2 Click Add a Session.
The system displays the Attendance - Add/Edit a Session screen.

3 Fill out the form as appropriate. For help with any of the fields, see “About the options that
define a session” on page 230.
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4 Click Save.

The system adds the session to the calendar.

Modifying a session

At times you might need to modify a session by changing its scheduled date or time.

If you track attendance by minute or by hour, and if your Gradebook is configured to give value to
students’ attendance, you also might want to change the value that it represents using the
Minutes field.

Note that you can modify any session — including those that you create and those that are created
automatically by the system as part of the regular schedule for the course section.

To modify a session:

1 Navigate to the appropriate Attendance portlet instance, as described in “Navigating to the
Attendance portlet” on page 224.

2 Click Manage Sessions.
The system displays the Attendance - Manage Sessions screen.

3 Locate the session that you want to modify and click the corresponding pencil icon.
The system displays the Add/Edit a Session screen.

4 Fill out the form as appropriate. For help with any of the fields, see “About the options that
define a session” on page 230.

5 Click Save.

The system adds the session to the calendar.

Deleting a session

232

If you want to delete a session that you have manually added, use this procedure.

Note that you cannot delete a session that is part of the regular schedule for the course section. If
the session did not (or will not) occur, consider cancelling it instead, as described in “Marking a
session as cancelled” on page 231.

To delete a session:

1 Navigate to the appropriate Attendance portlet instance, as described in “Navigating to the
Attendance portlet” on page 224.

2 Click Manage Sessions.
The system displays the Attendance - Manage Sessions screen.

3 Locate the session that you want to modify and click the corresponding trash-barrel icon.
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The system generates a dialog asking if you are sure you want to delete the session.
4 Click OK.

The system deletes the session.
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Working with attendance records

This section describes the process of saving attendance records for each student.

Recording attendance by session

234

Use this procedure to record all your students’ attendance for a specific session.

To record attendance by session:

1 Navigate to the appropriate Attendance portlet instance, as described in “Navigating to the
Attendance portlet” on page 224.

The default view contains a form that lets you create attendance records for the most recent
session.

2 If you want to record attendance for a session other than the most recent one, locate the
appropriate session:

a

Click Manage Sessions.

The system displays the Attendance - Manage Sessions screen, which lists all the sessions
currently defined.

Locate the date of session for which you want to record attendance. Click the date, which
should show up as a hyperlink.

The system displays the Attendance - View a Session screen, which lets you mark each
student’s attendance.

Another way of opening an older session is to click the date in the calendar that represents
that session. Days that host sessions are colored blue.

3 For each student, do the following:

a Set the drop-down list to the appropriate value:
— Present
— Absent (Excused)
— Absent (Unexcused)
— Tardy
Note that the Tardy option is displayed only if you track attendance by whole session. (With
other attendance marking methods, you mark the student as Present and then enter the exact
amount of time the student was actually there.)

b If your screen includes a Minutes or Hours column, you’ll notice that for any students
marked as absent, the system clears the Minutes or Hours field to zero.
If the absence is excused, the system also deducts the total of possible time the student
could attend. For example, suppose there 100 hours of class time, and the student has
perfect attendance, except for one excused absence for one hour. In this case, the system
represents the student’s attendance record as 99/99.

4 Click Save.



e-Racer: Faculty Guide

The system updates the screen to show the choices you made.

If you want to mark attendance for the next scheduled session or for the previous one, you can
use the links at the upper right portion of the portlet to navigate through the schedule.

Recording attendance by student
If you want to record a single student’s attendance for multiple sessions, use this procedure.
To record attendance by student:
1 Navigate to the appropriate Attendance portlet instance.

2 In the initial view of the portlet, click the name of the student for whom you want to create
attendance records.

He Steve® " 7

Jackson, George 8

Jones, ;\Ene a

Keita, Amy 6
Meyen Joan Bl .. ..

The system displays the Attendance > View a Student screen.
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3 Use the drop-down lists to set the student’s attendance for as many sessions as appropriate.

Attendance - View a Student

Main Screen = View a Student

Jane Jones

Attendance Stats:
Total Attendance: 1/1 (100%)
Total Times Tardy: 0
Absences (Unexcused): 0/1 (0%)
Absences (Excused): 0/1 (0%)
Total Missed Sessions: 01 (0%)

Attendance Record Edit saved entries
Date Attendance
Tuesday, June 1 (8:00 AM) |Present hd |
Thursday, June 3 (8:00 AM) |Absent {Excused) W |
Tuesday, June 8 (8:00 AM) |Present hd |
Thursday, June 10 (8:00 AM) |Present b |
Tuesday, June 15 (8:00 AM) Present v |
Thursday, June 17 (8:00 AM) Present b
Tuesday, June 22 (8:00 AM) ;Lesseenntt(Excused}
Thursday, June 24 (8§:00 AM) Abse”t Unexcused,
Tuesday, June 29 (3:00 AM)

ol . — LA |

Note that the Tardy option is displayed only if you track attendance by whole session. (With
other attendance marking methods, you mark the student as Present and then enter the exact
amount of time the student was actually there.)

4 Scroll to the bottom of the screen and click Save.
The system updates the screen to show the choices you made.

If you want to mark attendance for the next student or for the previous one, you can use the
links at the upper right portion of the portlet to navigate through the course roster.

Modifying attendance records

Use this procedure to modify a attendance records that you previously created.

To modify an attendance record you previously created:

1 Navigate to the appropriate Attendance portlet instance.
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2 Do one of the following:

« To modify a record in the most recent session, click Edit saved entries.
e To modify a record for an earlier session, complete the following steps:
a Click Manage Sessions.

The system displays the Attendance - Manage Sessions screen, which lists all the
sessions currently defined for the course section.

b Locate the date of the session for which you want to modify an attendance record. Click
the date, which should show up as a hyperlink.

The system displays the Attendance - View a Session screen.

Another way of opening an older session is to click the date in the calendar that
represents that session. Days that host sessions are colored blue.

¢ Click Edit saved entries.
3 For each student, modify the choices in the drop-down lists as appropriate.
4 Click Save.

The system updates the screen to show the changes you made. Note that selections that have a
negative effect on students’ grades are displayed in red.
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Managing permissions

If you want to give another role permission to mark attendance, use this procedure.

238

To give another role permission to mark attendance:

1

B wooN

5

Navigate to the appropriate Attendance portlet instance.
Click the wrench icon.
Click the Permissions tab.

Locate the role that you want to have permission to mark attendance. Make sure that the
Operations checkbox is selected for that role.

Click Save.

If you want to revoke this role’s permission later, just de-select the Operations checkbox.



Part 3:
Gradebook

This section describes how to set up the Gradebook portlet,
manage grades, and related tasks.

In this section:
— *“Configuring the Gradebook” on page 241
— “Reviewing and adjusting grades” on page 283

— “Submitting grades to the ERP system” on page 297
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Configuring the
Gradebook

This chapter offers an overview of the Gradebook portlet and explains how to do basic setup tasks.
Other chapters that cover the Gradebook include Chapter 10, “Reviewing and adjusting grades,”
and Chapter 11, “Submitting grades to the ERP system.”

In this chapter:

= Key concepts

Navigating to the Gradebook

= Understanding the portlet layout and functions
= Working with evaluations

= Working with final grade weighting

= Working with letter grade configurations

= Managing permissions
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Key concepts

For each course section, there is a unique instance of the Gradebook portlet, which you can use to
view students’ overall progress in the course, among other features.

How faculty use the Gradebook

For faculty members, the Gradebook is the place where you do the following:

Specify whether the system should automatically calculate students’ overall grades, using
results from the Coursework and Attendance portlets.

Optionally, create evaluations — items you define that can affect the student’s overall grade.

Configure a letter-grade scale (for example, defining an “A” as 90% to 100%) that will be used
both for Coursework assignments and for final grades.

Review and optionally adjust each student’s automatically calculated course grade, or manually
enter a grade.

Enter personalized feedback for students regarding their work in the course.

Depending on your school’s configuration, submit midterm and final grades to the ERP system.

This chapter, and the next two chapters, cover these topics.

How students use the Gradebook

242

For students, the Gradebook is the place where they can review their overall grade throughout the
term as it progresses, along with any personalized feedback you have entered. Students can also
use the Gradebook portlet to leave comments for you.
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Navigating to the Gradebook

The way you navigate to the Gradebook may vary if your school has customized the portal. The
following steps describe how to navigate to the portlet using the system’s default layout.

To navigate to the Gradebook portlet:
1 Log in to the portal.

2 Navigate to the appropriate course section:

a Inthe Quick Links area of the sidebar, expand the link labeled My Courses.
b Select the appropriate course section.

el N R R

E My Courses
EMG 320 C -
Renaissance Poetry

My Pages

T A e T e e e

The system displays the course context.
3 In the sidebar, click the Gradebook page button.
The system displays the Gradebook portlet.
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Understanding the portlet layout and functions

The Gradebook includes several screens that let you perform different tasks. This section offers a
quick overview of each screen. Later sections talk about some of these screens in more detail.

Home screen

When you navigate to the Gradebook portlet, it displays a home screen that lists all enrolled
students and non-roster students, along with students’ grades so far, and links to other screens.

Your Students’ Grades L] View the full Gradebook

Student Final Grade
Other screens

@J Final grade weighting

=) .
Evaluations

Adams, Jennifer  --

Carter, Scott ==

Cobb, Mark =

g%] Letter grade ranges

Johnson, Rachel --

'é| .
~| subrit your grades
Jones. Erank . [ Submit your grades

Martin, Karen ==

Roberts, Jane =

Smith, Susan ==

Thomson, Jeff =

Williams, Aaron ==

BT T IR TR SN PSR T S PR TP - EYTAREEES St e B prery

If the course section exists only in the portal, the home screen will not show a Submit your
grades link.

Full Gradebook

The Full Gradebook screen lists all students, along with their grades for each assignment and each
evaluation, and their overall grades in the course section so far.

Note that if you have selected the Manual Method as your weighting method, you will not have a
Full Gradebook screen.

The Full Gradebook is described in more detail in the next chapter, Chapter 10, “Reviewing and
adjusting grades.”
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Evaluations

You can use the Evaluations tab to track any qualities or accomplishments that you expect from
students. As part of this, you can make students’ overall grades dependent on their evaluation
scores — either in conjunction with Coursework scores, or in instead of them.

Additionally, if you want students’ overall grades to be affected by attendance details that you enter
in the Attendance portlet, you can use the Evaluations tab to include an attendance evaluation.

Gradebook

EEIDE
W Eyaluations

Evaluations are components of your final grade, used to grade students on any aspects
of their performance in the course that you are evaluating. If you aren't using
Coursewaork, evaluations can also be used as a way to enter vour offline assignment
grades.

Wo Add an evaluation

Ewaluation Status

[#] Attendance & Included in the final grade & (%]

T, ol s iamn et B s,

OSSR P TSSES C NP SR CP I S S

Note that if you have selecting the Manual Method as your weighting method, you will not have a
Evaluations tab.

The Evaluations tab is described in more detail in “Working with evaluations” on page 248.
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Final grade weighting

You use the Final Grade Weighting screen to manage how students’ overall grades for the term are
determined. You can choose to manually entering students’ scores, or you can have the portlet

automatically calculate grades, using any of several methods.

Gradebook

W e @ A4

Your current weighting method:
The Point Method

Final Grade Weighting

Use this screen to view and adjust the weights of the different categories and
assignments that make up your course grade.

@ what is final grade weighting?

Assignment

Points ‘Weight
Quiz

100 f.12%

Short Essay

= ol o et b et - it ol 0 g B o i gt b ey W = e i ol o s e st S e, e el

100 6.12%

Weighting is covered in more detail in “Working with final grade weighting” on page 257.
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Letter grade configuration

You use the Letter Grade Configuration screen to manage the definition for each of your letter
grades (for example, an A could be defined as 90 to 100%, a B as 80 to 89%, and so on). There are
several grading-scale options from which you can choose. You can also implement any of the pre-
set scales and then make changes to it.

Gradebook

@ WE @ 4

M, Letter Grade Configuration

You can use this screen to configure letter grades that are used for final grades 3

Click 3 grade to chahge Its range or letter value,

A

o0 to 100
B

80 to 89.9
C

70 to 79.9
D

60 to 69.9

S SN L RS ST RE I e e v S ST T PSR S dn Sl o e A e e

9r Add 4 grade

-9% Change to a different grade scale

Working with letter-grade scales is covered further in “Working with final grade weighting” on
page 257.

Submit your grades

The Submit your grades screen lets you send midterm and final grades to your school’s ERP
system. If you are teaching a course section that exists only in the portal, then your Gradebook will
not have this feature.

For more details on submitting grades, see Chapter 11, “Submitting grades to the ERP system.”
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Working with evaluations

=

In addition to its other features, the Gradebook offers a method of tracking student performance —
the evaluation.

You can create an evaluation to represent any quality or activity for which students should receive
a score. Additionally, the portlet has a predefined attendance evaluation which, if you choose to
use it, will automatically factor an attendance score into each student’s grade. These two types of
evaluations are described more in “About evaluations.”

Evaluations can be used to supplement the Coursework assignments or as an alternative to them.
For example, you may want to use evaluations to represent general factors, such as participation
and attitude, that are distinct from any assignment. If the Coursework portlet is not being used at
all, you may want to create evaluations to show the individual factors in the students’ overall
grades and, if desired, to automatically calculate final grades.

Evaluations are created and managed entirely within the Gradebook portlet.
If you want to delegate management of evaluations to other people, there are two permission

levels that allow users to complete different actions with evaluations. For details, see “Managing
permissions” on page 280.

About evaluations

248

This section describes evaluations in a bit more detail.

Types of evaluations
There are two types of evaluations:

= The attendance evaluation — This represents the student’s attendance as recorded in the
Attendance portlet for the course section. Each student’s score is automatically calculated.
There is only one attendance evaluation per course section, and it cannot be deleted — you
either include it or remove it from your grading scheme.

= Regular evaluations — Regular evaluations — usually referred to just as “evaluations” — can
represent any criteria that you want to define. For this type of evaluation, you manually give
students a score. You can create as many regular evaluations as appropriate.

The attendance evaluation and regular evaluations share many characteristics, but there are also a
few differences. These are described in “Attributes of an evaluation” on page 249.

If you do not track attendance through the Attendance portlet but want to have attendance affect
the student’s grade, you can create a regular evaluation and manually enter the appropriate
score for each student.
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Attributes of an evaluation

Evaluations have the attributes listed below.

As you review the features of evaluations, you may notice that you have fewer options than when
you create a Coursework assignment. For example, evaluations do not have due dates. If you
need more options than what an evaluation offers, consider creating an assignment that uses the
basic format. Like evaluations, basic assignments can be used to measure performance on
intangible accomplishments such as participation. For more details, see “Basic” on page 38.

Name

The name of the evaluation is used to identify it for both you and your students. The Name field is
required.

Gradebook

@Ww (e 4

Add an Evaluation

An evaluation is a component of your course grade that you complete at the end of the
course {for example, class participation’. Evaluations can be used in conjunction with, or
instead of, Coursework assignments depending on the needs of your course,

Mame: Participation| T

R T T S T S e EA ¥ P PENPEE ST S PSP S P S CP T S T SIS T e S

Point value

The significance of an evaluation’s point value varies depending on what weighting method you
are using:

= If you use the Point Method for weighting, the point value determines the impact this evaluation
will have in relation to any Coursework assignments that exist, and in relation to other
evaluations.

= If you are using the Unit or Type Method for weighting, or one of certain Custom
configurations, this value determines the impact the evaluation will in relation to other
evaluations.

= Regardless of your weighting method, the point value provides a range that determines how
precise you can be when giving partial credit. (For example, a point value of 100 lets you give a
greater variety of scores than a value of 10.)

The Point value field is required.

Note that if you change the point value after having given a score to any student, those scores will
be skewed. In general, it is a good practice to make a decision about an evaluation’s point value
prior to entering any scores.
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Extra credit

If you select the Extra credit checkbox, the evaluation can only help the student in his or her
overall course grade. Note that the attendance evaluation cannot be designated as extra credit.

By default, the Extra credit checkbox is not selected when you create a new evaluation.

Hidden

If you select the Hidden checkbox, the evaluation will not be shown to any student until he or she
receives a score on it. Note that you cannot hide the attendance evaluation.

e T Pt T e T e Ty i 2 e = L i e =T el et L e AT

score for it

s s b S i e e e S, S e T Tt e I e B SIS et o, S A A S e e s A

Hidden: .[% This evaluation should be hidden fram students until they hauej

By default, the Hidden checkbox is not selected when you create a new evaluation.

Description

The Description field may be useful if you want to include details about the evaluation and how
its scored. This field is optional.

Settings

The Settings label displays only for an attendance evaluation. These options allow you to do any
of the following:

= Penalize a student who is habitually late. To do this, select the checkbox labeled Count an
unexcused absence for every [number] times tardy, then enter the appropriate number.

= Give any student zero points for attendance after incurring a certain number of unexcused
absences. To do this, select the checkbox labeled No credit for attendance after [number]
unexcused absences and enter the appropriate number.

= Automatically fail the student after a certain number of unexcused absences. To do this, select
the checkbox labeled Automatic course failure (0%) after [number] unexcused absences,
then enter the appropriate number.

All three Settings fields are optional.

Settings: Count an unexcused absence for every SI times tardy
O Mo credit for attendance after unexcused absences

[ automatic course failure (0% after unexcused absences

e T B A et i oA B A e B B e e e e ST e e, e AR A e el B ST e Bk
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Navigating to the Evaluations screen
Before you can work with evaluations, you must navigate to the Evaluations screen.
To navigate to the Evaluations screen:

Do one of the following —

= If you are on the Gradebook home screen, click the link labeled Evaluations.

Gradebook
Your Students’ Grades L] ¥iew the full Gradebook
Student Final Grade

Other screens

Adams, Jennifer & (100%)
@J Final grade weighting

Cobb, Mark F (0%

# Evaluatio
Jones, Frank F (0%} ) {F-Z
e AR At S T e h o e s @;—AWM-#H11~ P JET PR S

For help getting to the Gradebook home screen, see “Navigating to the Gradebook” on
page 243.

= If you are already working in the Gradebook portlet instance but have navigated past the home
screen, click the evaluations icon, which looks like a medal.

Gradebook

Working with regular evaluations

Use these procedures for working with any regular evaluation — that is, any evaluation except the
attendance evaluation.

Adding an evaluation

Use this procedure to create a regular evaluation.

To add a regular evaluation:

1 Navigate to the Evaluations screen, as described in “Navigating to the Evaluations screen,”
above.
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2 Click Add an evaluation.

Gradebook
@ W e e 4

W Evaluations

Evaluations are components of your final gra
of their performance in the course that you
Coursework, evaluations can also be used a
grades,

W@ Add an evaluation

= e i e St e A TR S A R AT T T o T AT

The system displays the Add an Evaluation screen.

3 Fill out the form as needed. If you need help with any particular field, see “Attributes of an
evaluation” on page 249.

4 Click Save.

Entering scores for evaluations

If you have created a regular evaluation, you will need to manually enter a score for each student
before the end of the term. Bear in mind that scores are immediately visible to students after being
entered.

If you do not enter a score for an evaluation, then the system will ignore the item when it calculates
the student’s final grade.

For the attendance evaluation, you do not enter scores, because they are automatically determined
by data that you enter in the Attendance portlet.

To enter or update scores for a regular evaluation:
1 Navigate to the Evaluations screen, as described on page 251.
2 Click the name of the evaluation you want to work with.

Evaluation Status
# Participgtion 4 of 10 grades enterad g

[@ Attendarnce  «F Included in the final grade 7 ©

B T T W T S ar Sy ey
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The system displays a screen that lists the students in the course. For each student, the system
lists either the grade that you already entered, or a series of grading icons that you can use to
enter a score.

If a grade has already been entered for any student, you can run your cursor along the right of
the score to make the grading icons display.

Gradebook

GiWL e e A

= .. .
Participation More *
Student Grade

Adams, Jennifer g5/100, B

Jones, Frank 01/100, A

Miller, Grace 1004100, & ‘h

Roberts, Jane 75/100, C

Thomson, Jeff

Williams, daron
T P,

3 For each student whose grade you need to enter (or change), use the scoring options to enter a
grade. If you need help with the scoring icons, see “Entering scores” on page 630 or click the
How to enter grades link.

Gradebook

@ WE @ A
Participation IMare +
Student Grade Scored out of 100
) points
Adams, Jennifer g5/100, B
(@ How to enter uradeD

Jones, Frank 01/100, &

Londlilou aienmn, o pn se MR E Q et B

Deleting an evaluation

Use this procedure to delete a regular evaluation. If you have entered any scores for the evaluation,
those scores will also be deleted, and students’ overall grades will be updated to reflect
the change.

If you need details on deactivating the attendance evaluation, see “Including or removing the
attendance evaluation” on page 254.
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To delete an evaluation:

1 Navigate to the Evaluations screen, as described on page 251.

2 Locate the evaluation you want to delete and click the corresponding trash-barrel icon.
The system displays a dialog asking if you’re sure you want to delete the evaluation.

3 Click OK.

The system removes the evaluation.

An alternate way of deleting an evaluation is available on the screen where you enter students’
scores for the evaluation. Just select More > Delete this evaluation.

Working with the attendance evaluation

254

The attendance evaluation draws on data from the Attendance portlet to generate an attendance
score for each student. The attendance evaluation exists in every course section, but you are not
required to use it as a factor in students’ overall grades.

Including or removing the attendance evaluation

The attendance evaluation is a bit different from other evaluations in that it cannot be deleted —
rather, you can include and exclude it from students’ grades.

By default, the attendance evaluation is worth 100 points. (To change this value, click the pencil
icon and modify the Point Value field as appropriate, then click Save.)

To include or remove the attendance evaluation:

1 Do one of the following:

 If the course section is brand new, navigate to the Gradebook’s home screen, as described
on page 243. You will see a question asking whether you want attendance included in
grades — click Yes or No as appropriate.

Gradebook
Your Students’ Grades L] ¥iew the full Gradebook
Student Final Grade
Adams, lennifer | -- 5 Do wou want your final grade to
Jones, Frank -- 5" include an attendance grade?
Roberts, Jane S P ~.-'.3_--:[h11 @ no @ More info
Thomsan, Jeff = A
omirad B emen e a8 o s n AR RS e e el S pof b oalhon ofden sl SRs e s sl s B e S e sl ot b el

 If the course section is not brand new, you may need to navigate to the Evaluations screen
(as described on page 251), to make this choice. The Evaluations screen includes a table
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listing all evaluations that exist. For the attendance evaluation, this table’s Status column
includes one of the following:

— A green checkmark and a message stating Included in the final grade.
— Arred X and a message stating Not included in the final grade.

In the column at the far right are controls that let you take actions. So if the attendance
evaluation is currently not included, the actions area will include a green checkmark that, if
clicked, will include the attendance evaluation.

Y At Pt e = e A e et e et Dt s e o g peem g AT e L AR ity

Ewvaluation Status

® participation 4 of 6 grades entered Fal
[# Artendance ) Mot included in the final grade @
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In the column at the far right, do one of the following:
'5::? Click the green arrow to include the attendance evaluation.

@ Click the red X to remove the attendance evaluation.

The system includes or removes the attendance evaluation as appropriate. Depending on
how you have configured your weighting and whether you have already entered details in the
Attendance portlet, students’ grades may be updated accordingly at this point.

Viewing students’ attendance scores

If you are using attendance as part of your students’ final grades, you may want to view students’
attendance scores from time to time.

To view students’ attendance scores:
1 Navigate to the Evaluations screen, as described on page 251.
2 Click Attendance.

The system displays a screen listing students’ attendance scores. Note that the scores cannot
be changed on this screen. To change the student’s attendance score, you have to change his or
her attendance record. If you need to make any adjustments, click the student’s name to see his
or her details as recorded in the Attendance portlet.

Modifying an evaluation

At times you might want to make changes to an evaluation. For a summary of the values that can be
changed, see “Attributes of an evaluation” on page 249.
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To modify an evaluation:
1 Navigate to the Evaluations screen, as described on page 251.

2 Click the pencil icon next to the evaluation that you want to change.

e T e e i e TR e S A T = T e e e e LT — ey

Ewvaluation Status
® Participation 4 of 6 grades entered Eal|
5 Attendance @ Mot included in the final grade ‘6@

The system opens a screen that lists details about the evaluation.
3 Make any changes that are appropriate.
4 Click Save.

An alternate way of opening an evaluation for editing is available from the screen where you
enter or view students’ scores for the evaluation. Just click More > Edit this evaluation.

Copying evaluations
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If you want to copy evaluations from one course section to another, you can do this by copying all
Gradebook settings using the Copy Course Materials portlet (described in Chapter 31, “Copying
course materials™). Note that with this approach you copy not just evaluations, but also all
Coursework assignments, all Gradebook settings, and all Attendance settings. With this selection,
the material from the source overwrites the material in the target.



Working with final grade weighting

A key feature of the Gradebook is that it can calculate students’ midterm and final grades. The way

the Gradebook does this depends on the weighting method you choose.
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If you want to delegate management of final grade weighting to other people, you can do this
using the Content management access permission. For details, see “Managing permissions” on

page 280.

About the weighting methods

The various weighting methods are described in the following table. Note that with some methods,
you just select the method and then you are done. With others, there is some additional
configuration to do after you select the method.

Name
The Point Method

Description

All items are weighted according to their point
values. This is the default method.

For Coursework assignments, the point values are
set in the Coursework portlet. For Gradebook
evaluations, point values are set on the
Gradebook’s evaluations tab.

Additional configuration?

No

The Unit Method

All Coursework units are weighted equally. Within
each unit, items are weighted according to their
point values.

If you have created one or more evaluations, all
evaluations are treated like a single unit. Within
that unit, individual evaluations are weighted
according to their point values.

Not generally, although
you may choose to
customize weighting
within one or more units,
using an exception
feature.

The Type Method

You manually enter a weight for each type, and a
weight for all your evaluations, which are treated
as a single type.

Within each type, all assignments are weighted
equally. Individual evaluations are weighted
according to their point values.

Yes

The Manual Method

There is no automatic grade calculation — instead,
you manually enter each student’s grade.

No, but you do have to
manually enter grades.

A Custom Method

This method allows you to weight assignments
using a number of different methods.

Yes
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How is extra credit handled?

258

If you choose a weighting method that includes units or types, and if you plan to have extra-credit
assignments, you may want to review this section for details of how these assignments will be
weighted.

A unit or that contains both required and extra credit assignments

If a unit (or type) is associated with both required assignments and extra-credit assignments, within
the grade sheet view, the weight of the extra-credit item will be determined by both the weight of
the group and the weight of the item.

For example, suppose you have two units, one worth 90% and one worth 10%. Each unit includes
an extra-credit assignment worth 10%, and the student gets full credit for both extra-credit
assignments. The extra-credit assignment belonging to the first unit will give the student 9
percentage points of extra credit. The assignment belonging to the second unit will the give the
student 1 extra-credit percentage point.

A unit or type that consists only of extra-credit assignments

That is, if all of the assignments within a unit — or all assignment of a certain type — happen to be
set up as being for extra-credit, then that unit (or type) will be clearly labeled as being for extra
credit within the Gradebook. Further, you can give that group a weight, as well as giving an
individual weight to each item.

So, suppose a unit contains three extra-credit items, and that unit is worth 10% of the final grade.
In this scenario, if the student completes any number of extra-credit assignments, his or her score
on that assignment will scale to as much as 10% in bonus points. However, note that the student
does not have to complete all three assignments to get the 10% extra credit.

For example:

= If the student completes and gets full credit (100%) on one assignment only, the student will get
the full 10% extra credit.

= If the student completes two assignments, scoring 80% and 100%, the student will give 9%
extra credit.

= If the student completes all three assignments, scoring 80%, 90%, and 100%, the student will
give 9% extra credit.
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Navigating to the weighting screen
Before you can configure your weighting method, you must navigate to the Final Grade
Weighting screen.
To navigate to the Final Grade Weighting screen:

Do one of the following —
= If you are on the Gradebook home screen, click the link labeled Final grade weighting.

Other screens
@ Final grade weighting

= .
Evaluations

e e,

d,—ﬂ Letter grade ranges

For help getting to the Gradebook home screen, see “Navigating to the Gradebook” on
page 243.

= If you are already working in the Gradebook portlet instance but have navigated past the home
screen, click the Final Grade Weighting screen, which looks like a pie chart.

Gradebook

@ WE @ 4

B Bt g el 6t B b R e, et

Selecting a weighting method
This section explains how to choose a weighting method. For details about the different options, see
“About the weighting methods” on page 257.
To select a weighting method:

1 Navigate to the Final Grade Weighting screen, as described above (in “Navigating to the
weighting screen”).
The system displays the Final Grade Weighting screen. If you previously selected a weighting

method, or copied one using the Copy Course Materials feature, the system displays details
about that choice here. Otherwise, the system shows the default choice, which is the Point

Method.
2 Click Change weighting method.

The system displays the Final Grade Weighting: Weighting Method screen, which lists each
of the five weighting methods. A checkmark is displayed next to the method that you are

currently using.
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3 Click the name of the method you want to use.

The system automatically saves your selection.

If you chose the Type Method or a Custom Method, you still have some additional choices to
make. See “Weighting with the Type Method” on page 261,”or “Weighting with the Custom
Method” on page 263, as appropriate.

With the Custom Method, if you do not immediately configure the method, the system will
select a particular Custom Method on your behalf (Manual types with point-based
assignment weights). The next time you return to the Final Grade Weighting screen, the
system will prompt you to enter weights based on that configuration, but you can also change
to a different custom method at that point.

If you chose the Unit Method, you’re not required to do any additional configuration, though
you are able to manually customize the weights within any particular unit, if appropriate. For
details, see “Customizing weighting within a group” on pag