Using the Assignment Tool

Adding Assignment Tool
1. Go to Control Panel=Add Page or Tool

Control Panel

|""" Course Menu

2. Select Assignments under the Evaluation and Activity Tools column

Add Page or Tool
Select a page or tool to add to your course,

[ Use a wizard when available %,

Pages Course Content Tools Communication Tools Ewaluation & Activity Tools Student Tools
%rganizer Page Syllabus Discussions Quizzes/Surveys My Progress
Single Page Content Module Mail Self Test My Grades
URL Glossary Chat Assignments Language Selector
Image Database whiteboard Student Presentations
Index Calendar Student Homepages
Content Utilities Student Tips
Search
Compile
Resume Course
CO-ROM

3. Enter a title for the assignment

Add Assignments

1. Enter a title for this itern: ||
2. Decide where ta show the link to this item,

[T ©nthe Course Menu, visible on all pages. Link will appear as text,

[T on an Organizer Page: IHomepage 'I

[T Link shows itern title
[T Link shows icon (select below)
" Use default icon

 Use custorn icon

Choose icon: | Browse...

3. Add this item to your course,

Add| Cancel



4. Select where to add the link
a. Course Menu puts it in text on a navigation bar
b. Organizer page such as the homepage
i. Select whether you want to use an icon

ii. Select the default icon or browse to select a custom icon
5. Click Add

Creating or Editing an Assignment

1. Creating only: Select the Assignment link from the Course Menu or Homepage

2. Creating only: Click on the Add button in the Action menu on the right side of
screen

Actions
% indicates a selection is required
from the main frame.

Options
% Edit
{% Delete
Edit titles

Organize
% Move itsmn up by: [1 7] @
% Mave itern down by: [1 7] @
3. Creating only: Type in assignment title and click Add

Add Assignment

Assignment title: |

add| Cancel

4. Select assignment by clicking in radio button in front of title

Assignments
To view and grade assignments completed by your students, click

¢ 1 Available | 3¢ 0 Late | @ 0 Due soon

%i'splay: |AII asgignrments j ﬂ
g

&* Assignment 1

Availability: Immediately - Novermber 22, 2004 12:00pm
Cutoff date: November 22, 2004 &:00pm
Maxirurn grade: 100

Result: | Subrnissions
~ Assignment 2

Availability: November 29, 2004 12:00pm - December 4, 20C
Maximum grade: 100

Result; | Submissions



5. Click Edit in Action menu

Actions
% indicates a selection is required
from the rmain frame.
Options

&dd

Edi
% Delete
Edit titles

Organize
% Move item up by: |1 =] Go
% Move item down by: |1 =] | Go

6. Click Edit assignments settings in Action Menu on next screen

Actions

M4 indicates a selection is required
from the rmain frame and that multiple
selactions are allowed.

Options

| Edit assignrment settings I

Irmport assignrent file:

| Browse...
Irport
Fa Remove

7. Enter the title of the assignment (required)

Basic Settings

*Title: Assignrment 1

*Instructions: =

*#Maximum grade:

8. Type or copy and paste the instructions for the assignment. Formatting must be
done with HTML. (required)

9. Enter the maximum grade (required)



10. Set the availability of the assignment

Availability
Available starting: T Immediately
* Specify a date
[Movember =] [19 =] [z004 = [09am =] [o0 =]
Due date: " Unlimited
* Specify a date
[movermber =| [19 =] [z004 =] [09am =] [00 -]
Cutoff date: @ Do not allow late submissions.

€ pllow late submissions.
" Unlimited

' Specify a date

[Movernber =] [19 =] [z004 =| [09am =] [00 7]

a. Starting immediately, or on a specific date and time
b. Specific due date or unlimited time to turn in
c. Allow late submissions

11. Decide whether to allow multiple submissions until the due date, or a one-time only
submission

Submissions

Multiple submissions: T allow multiple subrnissions. (Grading cannot ocour until after the due date.)

' Do not allow multiple submissions.

12. Decide whether or not to release the score to the students, and when it will be
released.

Results
Student score release: ' Release the score once the assignment has been graded.

" Release the score once the availability period has ended and the assignment has been graded.

' Do not release the score,

Release column: Release the Assignment column so students can see their grade in the My Grades tool, vou can also control the release
of this column from the Manage Students page. (See Manage Course = Manage Students.)

T ves @& nNo

Update | | Cancel

*Required fields,

13.You can also release the score to the My Grades tool if you have added this to the
course.

14 .Click Update



Adding Files to an Assignment

If there are specific files that students need in order to complete their assignment, you can
add them to the assignment tool for students to download, rather than handing them out in
class.

1. Select assignment by clicking in radio button in front of title

Assignments
To view and grade assignments completed by your students, click

@ 1 Available | (@0 Late | @ 0Due soon
%isplay: ‘AII assignments j Go

& Assignment 1

Availability: Immediately - November 22, 2004 1Z:00pm
Cutoff date: Nowvember 22, 2004 8:00pm
Maxirum grade: 100

Result:  Submissions

Assignment 2

~

Availability: Movemnber 29, 2004 12:00pm - December 4, 20C
Maxirnurn grade: 100

Result:  Submissions

2. Click Edit in Action menu

Actions
(% indicates a selection is required
from the rain frame.

Options
Add

)

Edit
% Delete

Edit titles

Organize
% Move itern up by: |1 =] | Gao
% Move itern down by: |1 =| | Go

3. Select Browse from the Action menu

Actions

r# indicates a selection is required
fromn the rmain frame and that roultiple
selections are allowed,

Options

Edit assignment settings|

Import assignment file:

I— T
Import
"r# Remove

4. If file is in Manage files go to step 7. If not, click on the Browse button in the Upload
file area



File Browser
Select a fils. Tip: Ta wiew a fils, dick Q.
Tf the file you need does not appear in the list below, upload it first, then select it.

Name Size (bytes) Date Time
A My-Files
€ (@) Bice_a1_getting_startsd_sample_tutorial_files.zip 4172 October 15, 2004 g:00am
€ @] Bitutorial_discussion.html 1658 October 15, 2004 1:10pm
€ @] Bitutorial_email html 1609 October 15, 2004 1:10pm
© @) Bitutorial_introduction html 1973 October 15, 2004 1:10pm
[ad S| [Bitutorial_syllabus.html 7105 October 15, 2004 1:10pm
€ @] Biunit 3.doc 21504 Movernber 19, 2004 12:29pm
© @] Biusing webCT.ppt 83456 October 15, 2004 1iz2pm
Y wWebCT-Files
(background
(Ibanners
Upload File | To add & fils from your computer, Browse for it, selsct an appropriate foldsr in the drop-down list,

then click Upload. Selsct it in the list abowe and click Add selected. Depending on the file size and network
connection, this process may take several minutes,

Filename: [ [[oowea]]
Upload to: [My-Files =] [Upload

Add selected| | Close Help

5. Navigate to where the file is stored on your computer. Select the file and click Open

2lx|
Laak in: Ia GES transfer j - cF B~
£DJ523_Jun02_1020.2p 155 501_JunD7_1207.dp EIMGT560
E3) GESO007_Jun05_1109.2ip EJI55532_Iun02_1331.2ip EDNUR324s_
ET) HIC509_uni?_1022 zip ] itrany,_a0 s EJPRESTNLL
630 HLCS6_1 _lun2_1023.2ip 37 ibrany_55.xk EDFRESTR_
630 HE 4501 _Juniz_1024.zip EFMETED _Jun(2_1327.2ip B SMPL_Jun:
B3 HUMS03_Juniz_1024 zip EFIMETEDS_1_Jund2_1033.2ip B TRMONZ I
B3 INR524_1_Jun02_1025.2ip EFMGTE09_90_01_Jun02_1034.2ip B TRMODZ i
B3] IMR525_1 _Juni2_1038 2ip EFIMG TE0S_Jund2_1033 2ip B webet facu
630 IMASET _lunn2_1024 zip EFMGT518_Jun2_1035 zp
63 1MASE6_1_Jun2_1030 zip £ MG T530_90_01_Jun03_1159 zip
63 IMR539_Jun2_1031.2ip EFMGT5E0_90_01_JunDZ_103 2ip
| | 2l

File: name: I j Open
| Cancel |

Files of bype: IAI\ Files [%.%]
S 7]

6. Click on the Upload button

File Browser
Select a file. Tip: To view a file, click Q.
If the file you need does not appear in the list below, uplaad it first, then select it

Name Size (bytes) Date Time
ZAMy-Files
¢ Q] Bice_41_getting_started_sample_tutorial_files zip 4172 October 15, 2004 8:00am
(o gl Bitutorial_discussion.html 1658 October 15, 2004 1:10prm
o gl Bitutarial_email html 1609 October 15, 2004 1:10pm
(o gl [Bltutorial_introduction.htm! 1973 October 15, 2004 1:10prm
[ gl Bitutarial_syllabus . htrl 7105 Cctober 15, 2004 1:10pm
[ gl BEunit 3.doc 21504 Movember 19, 2004 12:29pm
© [@] Biusing webCT.ppt 83456 October 15, 2004 1:22pm
A WebCT-Files
[ background
[Odbanners
Upload File i Ta add a file fram your computer, Browse for it, select an appropriate folder in the drop-down list,

then dlick Upload. Select it in the list above and click Add selected. Depending on the file size and network
connection, this process may take several minutes,

Filenarme: IC:\Dﬂcuments an _ Browse
Upload to: |My-Files =

tdd selected| | Close| | Help



7. Click the radio button in front of the file you wish to add

File Browser
Select a file, Tip: To view a file, click @,
If the file you nesd does not appear in the list below, upload it first, then select it,

Name size {bytes) Date Time

ZAMy-Files
€ Q] Blee_41_getting_started_sample_tutorial_files zip 4172 October 15, 2004 s:00am
€ Q] Biclass_May19 izt 439 Movember 19, 2004 1:38pm
(@] Brtutorial_discussion htmi 1658 October 15, 2004 1:10pm
€ Q] Brtutorial_email.html 1609 October 15, 2004 1:10pm
© Q] Brtutorisl_introduction html 1973 October 15, 2004 1:10pm
Q] Bitutorial_syllabus html 7105 October 15, 2004 1:10pm

‘G @] Biunit 3.doc 21504 Movember 18, 2004 12:29pm
@) Busing webCT.ppt 83456 October 15, 2004 1:22pm

Upload File | To add a fils from your camputer, Browse for it, select an appropriate folder in the drop-down list,
then click Upload. Select it in the list above and click Add selected. Depending on the file size and network
connection, this process may take several minutes.

Filename: _Browse.. |
Uplaad to: [py—Files =] |Upload

8. Click Add Selected button
9. Click Import button in Action menu

Actions

I indicates a selection is required
from the main frame and that multiple
selections are allowed,

Options

Edit assignment settings |

Import assignment file:

ILInit 3.doc Browse...

4 Remove

10. The file is now available for download.

Assignment: Assignment 2
Assignment Information
Maximurm grade: 100

Due date: Decernbar 4, 2004

Instructions: Wirite a summary of your survey results

Assignment files: To view an assignment file, click its filename.

T Unit 3.doc Movember 19, 2004 12:29pm Z1.0 KB




Accessing Student Submissions

1. Select the Assignment link from the Course Menu or Homepage

2. Click on the Submissions button for the desired assignment

Assignments
To wiew and grade assignments completed by your studer

& 0 Available | (3¢ 0 Late | (3 0 Due soon

Display: |AII assignrments j ﬂ

& Assignment 1

availability: Unavailable

3. Click on the Not Graded link in the status column for the student

Submissions: Assignment 1

Page: Il [Stu, Stu] 'I 4 F Records 1 -1 of 1

[~ Personal Information Grade Submissions
User I Mame Out of 25 Date
- studentc  Charlie Student --- Mowvernber 19, 2004 10:06am

Status

Mot Graded

4. Click on the title of the file

Grade Assignment: Assignment 1

Mame: Charlie Student

Maxirnurm grade: 25

Due date: Unlirnited

Status: Submitted Mowermber 19, 2004 10:06am

Student files: To view a file, click its filename,
Files Modification date
Movember 19, 2004 10:06am

Size
0.4 KB

5. In the new window click on Download

/7 WebCT Assignment Dropbox: View Files -

File Edit ‘“fiew Favorites  Toole  Help

Close | | Download
Student files:

& class_May19.txt
(0.4 kB)




6. Select to Save the file to your computer. Opening the file from here is NOT
RECOMMENDED!

File Download x|

“rou have chosen to download a file from this lncation

...zzion_compile kit ?SAVECOMPILE from 192.168.51.30

What would pou like to do with this file?

" Dpen this file from its current location
@ Save this file to disk

¥ | &lways ask before opening this tipe of il

oK I Cancel | Maore Info |

7. Navigate to a folder on your computer to save the file. Click Save.

Returning Graded Assignments

1. Select the Assignment link from the Course Menu or Homepage

2. Click on the Submissions button for the desired assignment

Assignments
Tao wiew and grade assignments completed by vour studer

¢ 0 Available | (70 Late | @ 0 Dus soon
Display: IP.II assignments j Go

@ Assignment 1

Availability: Unavailable

3. Click on the Not Graded link in the status column for the student

Submissions: Assignment 1

Page: |1 [Stu, Stu] 'I 4 b Records1-1of1

[~ Personal Information Grade Submissions

User ID Mame Cut of 25 Date Status

r studentc Charlie Student --- Maovermber 19, 2004 10:06am Mot Graded




4. Click on the Upload file button to return the student’s file

Graded files: Mone
To upload the graded files for this student, click Upload file.

Upload file | | Remove files
%\jmments:

=
[
*Grade: I out of 25
Grade | | Cancel

*Reauired fields,

5. Click on the Browse button.

Upload Graded File

Student: Charlie Student {studentc)
Assignment: Assignrment 1

Mote: Depending on the file size and network connection,

Filename:l I Browse. . II
Upload| Cancel

6. Navigate to the folder where you saved the file. Select the file and click Open

7. Click the Upload button. This file is available to the student immediately.

Upload Graded File

Student: Charlie Student (studentc)
Assignment: Assignment 1

Mote: Depending on the file size and network connection,

Filenarme: | Browse... |

| Upload | Cancel

8. Type comments in the Comment field if desired

Graded files: MNone

To upload the graded files for this student, click Upload file.

Upload Fi|e| Remove files|
%\:mments: =
[
*Grade: I out of 25
Grade | | Cancel

*Reauired fields.

9. Enter grade (required)
10. Click Grade button

11. The status column will now show Graded. You can still access the student’s work by
clicking on the Graded link.



Viewing Student Grades

How you access the student grade book is different depending on whether your role is that
of Teaching Assistant or Designer. Please follow the directions for your role.

Teaching Assistant

1. Click on Manage Students in the TA Links box just below the course menu.

~ Course Menu

Manage Students

Hormepage
Learning Units
Assignments

2. You can now see the Manage Students screen. All grades that have been
recorded will be displayed here.

Manage Students
Actions

Options: Records Options: Advanced Organize

|- Select action - | E |- Select action - -l ﬂ |- Select action - _v| E

Fage: IAII - 4 F Wiew all students Records 1 - & of & [Total: 6]

Last Name B First Name User ID Unit 3 Midterm Grade Final Grade

Edit: Edit Edit: Edit Edit
Submissions
Graph
Out of 25.00

k= Black Jason blacki +* e e

B Student Alpha alpha.student +*

bg» Student Bravo bravo.student+* e o

B> Student Charlie charlie.student + * 22,00 ---

b Student Charlie studente

B> Student Delta delta.studert +* e

NOTE: For Teaching Assistants in Site 90 courses, the Final Grade is automatically
calculated based on the grades entered for the individual assignments. You will need

to access this screen to obtain the final grade for entering into the Registrar’s
system.

Designer

1. Click on Control Panel

Control Panel

|"r Course Menu



2. Click on Manage Course

Basic Gontrol Panel

Add Page or Tool |

Expanded Control Panel

Edit Page or Tool‘ Manage Files

Add tools to vour course to
evaluate, communicate
with, and provide course
content to students,
Develop course content for
students with Tools such as
Syllabus and Cantent
Module. Group course
cantent and toals using
Qrganizer Pages,

Customize the Homepage Add, download, change,
and change course content. and organize the files in
¥Our course.

Update the student view of
the Content Modules in
¥OUr course.

Update student wiew

I Manage Coursen

Set as default view

Course Settingsl

Manage student and
teaching assistant records.
Track student progress.
Manage course backups.
Import and export IMS
content,

Change the appearance
and behavior of your
course.

3. Click on Manage Students

Manage Course
Manage Students‘/
vou can manage student information anc

Add or Import students
View some students

Search records

Zhange settings
Manage columns
Zhow update log

4. You can now see the Manage Students screen. All grades that have been
recorded will be displayed here.

Manage Students
Actions

Options: Records

Options: Advanced Organize

Midterm Grade
Edit:

|f Select action - j g |f Select action - j @ |f Select action - j E

Page: m 4 WView all students Records 1 - 6 of 6 [Total: 8]

Last Name F First Name User 1D Unit 3

Edit Edit: Edit
subrnissions
Graph
OQut of 25.00

53» Black Jason blackj + *

b4 student Alpha alpha.student + *

> Student Bravo bravo.student + *

i student Charlie charlie.student + *

» student Charlie studentc

53 Student Delta delta.student + *

Final Grade
Edit
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