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About this document

This document is a general user manual for OLS administrators in the OLS portal. The OLS is based on
Moodle system but many customizations have been applied to it, therefore this user manual is only
valid to the current version of the OLS, all legacy versions of the OLS are not covered in this manual.

Please note. This is not a technical document for development or applying major changes in the OLS.

Purpose

The purpose of this document is to define OLS lecturers’ responsibilities and providing a user guide
for them to manage and maintain the OLS.

What is the main responsibility of an OLS Lecturers?

OLS lecturers are responsible for managing and maintaining all semester course content in the OLS.
They should liaise with course coordinators to update course content/supporting documentation
prior to the commencement of each semester.

Logging in to the OLS

For logging in to APIC OLS, first open a browser (Firefox, Chrome, IE, Safari ...) and enter the OLS
portal address (http://ols.apicollege.edu.au/) in the address bar.

Then you will see the login page as per below.

ﬁ Online leaming system: Loo %

& - C [ ols.apicollege.edu.au/login/index.php Pyl @ =

» OB Online Learning System

Log in

Username Jjohn.m

Password fesesess

) Remzmbe

Figure 1 Login Page

Then enter your username and password and click the Log in button.


http://ols.apicollege.edu.au/
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Welcome page
After logging in to the system you will see the following welcome page.

ﬁ Online leaming system x

- > Dols.apicoﬂegé.edu.au ‘i’,: @ =

&
‘=OLS Online Leaming; Bishk: ¥ ﬁ

-

System

4By
bF R

MY COURSES SCh oy

L&D | bt pmer il €-BOOKS|EBSCO ¢ | HELP| Someimusee

Figure 2 - Welcome Page - My Courses

In this page you can see major sections of the OLS. You can continue on to each section by clicking
each tile.
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Viewing course content

The main tasks of an OLS Lecturer are managing course content and update student’s marks.

For the purpose of viewing course content click on “My Courses” tile in the welcome page and the
list of all courses will appear as shown in the figure below.

ﬁ Dashboard ®

€« C' [ ols.apicollege.edu.au/my/ @ =

»
“: OI-S Online Leaming; System Beshir ¥

[y

-

HOME » DASHEOARD

COURSE OVERVIEW = O PRIVATE FILES = [

No files available

ISBM‘HUSM Strategic Project, Portfolio and Program Management I

Manage private files...

SBM1106 Assessment and Development of Project-based Organisations OMLIME USERS =l ||
ilast 5 minutes)
SBM1206 Advanced Risk and Uncertainty Management @ =ditteacher teacher
m Admin User =i

SBM1205 Project Formulation and Business Planning

LATEST BADGES = [
“fou have no badges to
SBM1101 Project M g t Fund. tals 1 display
CALENDAR =
SBM1102 Project M g t Fund. tals 2 ]
July 2015
SBM1201 Project M g t Fund. tals 3 sun Mon Tue Wed Thu Fri Sat

i 23 4 -

Figure 3 - Course Page - Units

By clicking on each unit title you will see all the unit contents as per below.
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B Course: Strategic Project, Pr %

€& = C [ ols.apicollege.edu.au/course/view.php?id=66 Qv @& =

N
'.$OLSi e + il

HOME » PROJECT MANAGEMENT » SBM1105MW

SEARCH FORLMS =

Advanzed )eanc1'

Announcement UPCOMING EVENTS = 0
Discussion Forum .
There ars na upcoming
events
G0 to calendar. ..
R event....

RECENT ACTIVITY = [

Activity since Thursday, 1
Juby 2015, 12:04 P
Full report of recent

15 Weeks .

View weekly lectures, tutorials and learning activities. o rcent 2ativity

Figure 4 - Unit Page

Unit content is categorised on a weekly basis, therefore we have 15 weeks for each unit in each
semester and activities and materials should be uploaded separately for each week.
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View weekly activities
In the unit page you can view each week’s activities and materials by clicking on the week icon.

B Course; Strategic Project, . x %

C' 3 ols.apicollege.edu.au/course/view. php?id=66

Week 1 Activities

+ Introduction to Unit of Study
» Guidance on preparation of Team QA/Work Plan
« Introduction to Literature Review

» Team formation & Case Project Selection

Week 1 Activities
documents and materials

Figure 5 - Unit Page - View Week — Acitvities

Introduction
To view the unit of study introduction page, click on “Introduction” icon (Figure 4 - Unit Page) then
you will see the introduction page as shown below.
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18 SBM1101: 5BM1101

HOME = SEM1101 B &= SEM1101

SBM1101 focuses on development of competencies applicable to preject/ program strategic intent; business case, framewerk and governance that
collectively comprise the strategic (high level) project master plan. Students werk in teams to conduct a project that will provide an cpportunity to engage
with a real life case crganisation.

Unit of Study Guide M

Learning Objectives/Outcomes
This unit aims to impart a therough understanding of systemic and helistic project and program management. The unit will target the following studies:

Project and program management definitions and terminclogies

Goals, strategy and strategic management at business unit level

Preject/program life cycle models and their relationship to strategic management

Preject business case determination, decumentation

Linking and evaluation processes to assess and realign projects and programs to their respective goals and strategies
Project governance and decision making cver preject life cycle

Monitering and health checks of preject/ pregram governance gver preject and program life

8 8 &8 & B8 &

Target Competencies

Students are required to assess themselves against the following target competencies: Secie-cultural and leadership competencies that are commen to all
units of study; and managsrial and technical competencies related to project/ program strategic intent, business case, frameweork and governance. SCATs
the link fer self competency assessment and PLA is the link peer competency assessment directed to project/ pregram strategic intent, business case,
framework and governance.

Managerial and Technical Competencies

Managerial and technical competencies are divided inte areas and spread over a number of units of study. Thus, target managerial and technical
competencies vary depending on the unit of study under consideration. However, in general, these too transcend individual units. Upon completicn of this
unit of study, the student should demeonstrate:

Understanding projects & programs

« A1 - Analyse different forms of projects, programs, relevant organisation structures and asseciated life cycle models
+ AZ - Know planning processes needed for strategic management of projects/ programs

Manasing stratesic context

You will be able to view or download “Unit of Study Guide” document as you can see in the figure
above.
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Assignments
To see student assignments click on “Assignments” icon on Figure 4 - Unit Page then you will see the
following page:

B Assignment »

€& — C [J ols.apicollege.edu.au/pages/assignment.php?id=4 Qi @ =

»
"‘: OLS Online Learninll System e B

HOME & [[SEM1101]]

Assessment of learning styles and team roles and balancing of team; Development of self management and socio-cultural/teamwork competencies

Submit Team Plan Submit A ment | Submit
Perform SCA and PCA Perform| SCAand PCA

Peer Rating Pee

Continuous reflection, self and peer assessment and competency acquisition. Final Individual Report and Viva to validate competencies acquired
versus target competencies

Figure 6 — Assignments Page

In this page you will see a list of assignments allocated for the UoS, click on the “Submit” button of
each assignment. You will be redirected to Turnitin assighment page where you can see the students
uploaded files and Turnitin’s similarity report.

For more information about Turnitin’s reports please refer to Appendix 1.

Self-Reflection
Self-reflection is a module for students to do their self-reflection activities.

Announcement

Announcement is a useful feature and many use this forum in a Moodle course to announce exam
dates, times or changes to exams, lectures or seminars, as well as important information about
course work throughout a term or special announcements relating to events.

You can go to announcement page by clicking on “Announcement” icon on Figure 4 - Unit Page, you
will see the below figure.
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_

€« — C [4ols.apicollege.edu.au/mod/forum/view.php?id=527 w @ =

»
“g OI-S Online Leaming)\System Bashir ¥

HOME » SEM1101 » NEWS FORLIM a| Search forums

News forum

General news and announcements

Add a new topic

(Mo news has been posted yet)

Orline Learning Systam You are logged in as Bashir Ansari (Log out)

(OLS)

Figure 7 Announcement Page

For adding new announcement click on “Add a new topic” button then you will see the below figure.
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B SBM1101: News forum: Adc x

L C [} ols.apicollege.edu.au/mod/forum/post.php?forum=20 Qs @ =

General news and announcements -

* Your new discussion topic
Subject*

Message*

Discussion subscription @ «

Attachment @
Mace mum size for new files: 6MB, maxi mum attachments: 1

oo | = |
L+ oo | =

-~

Youcan drag and drop files here to add them.

Post to foruml Cancel

There are required fields in this form marked *.

Figure 8 - Announcement Info

Complete the fields in this figure, then click on “Post to forum: to publish announcement to the
students.

Discussion Forum
Discussion forum is a tool for students and teachers to collaborate and discuss different topics.
Teachers can post/replay topics in discussion just like announcement module.

You can go to discussion page by clicking on “Discussion Forum” icon on Figure 4 - Unit Page .

Mid Term Survey

Mid Term survey is a module for students to undertake the mid-term survey questions.

Exam List (Quiz)

The word “quiz” might conjure up for some images of TV game shows, but a Moodle quiz is basically
a set of questions presented to the learner which may be automatically marked by Moodle or
graded later by the teacher. The questions may be in sentence or number form or contain various
media such as video or sound. They do not all need to be the same type of questions: a quiz may



https://docs.moodle.org/25/en/Question_types
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contain multiple choice, matching, essays (teacher-graded) and calculated. Feedback may be given
at any or all stages of the process.

Once a quiz is made, that’s not the end of it. A Moodle quiz is environmentally friendly: its questions
are saved in a Question bank and may be recycled for use elsewhere. Thus, Mr Brown could create a
Physics Quiz with 20 questions for his class, Class Brown, and his colleague Mr Smith sharing the
course could save himself valuable time by reusing 5 of Mr Brown’s questions in his own General
Science quiz for Class Smith. (See also Question Sharer role for sharing questions across the site)

If a quiz is a book, the Quiz settings are equivalent to the front cover; the quiz itself is contained
within when the questions are created. (Be careful: once you have chosen the Quiz Settings, it will
be “live” on your course page, unless you hide it, so your learners could potentially see a quiz with
no questions, like a front cover with no content.)

Once a quiz has been added to the course and the Quiz settings established, the teacher can start to
build the quiz. The teacher can access the quiz to edit the questions by clicking directly on the Quiz
name on the course home page and then "Edit quiz" or by clicking the "info" link in the Navigation
block. The "Edit quiz link can also be accessed from Settings>Quiz administration.

e Grammar Quiz

o™ o

Accessing the quiz to add or edit questions

Adding questions

Once you have accessed the quiz editing screen as above, you can add questions from a number of
locations:

1. Click the "Add question" button to begin a new question (1 below)

2. Click "Show" (2a) to reveal the contents of the question bank (2b) and then choose a pre-
made question or click "Create new question" (3)

3. Click "Add a random question" to add a random question, providing there are questions in
the question bank already.

Edting quiz Grammar Qe it by b
Lae

oty g w


https://docs.moodle.org/25/en/Question_bank
https://docs.moodle.org/25/en/How_to_let_teachers_share_questions_between_courses
https://docs.moodle.org/25/en/Quiz_settings
https://docs.moodle.org/25/en/Quiz_settings
https://docs.moodle.org/25/en/File:editquiz.png
https://docs.moodle.org/25/en/File:add_question.png
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Adding a question
Creating a new question

1. To make a brand new question, click "Add a question".
2. From the next screen, choose the question type you want to add and click "Next"

NOTE: When you click on a question type on the left, helpful information appears on the right.

1. Fill in the question form, making sure to give a grade to the correct answer.
2. Click "Save changes"

Editing quiz: Gramy
Totalal marks: OO0 | Cumebie 7 uf .
m_unrm:ﬁ'ii " o4 maiiry
o | e -

st Ewrce]

1 af B G T WIBT B 20k TR PRS- G ke ui L
I Mzl 3 NS

Selecting a question type

A question when it has been created

Adding responses and feedback

New feature
in Moodle 2.5! When you add responses and feedback you can hide or display the text editor:

[T

[T e ——
By gme, s ERE FiREA-Eow

R Rl Sl B B

Parpie

Without the editing tools

R pay s BERRF RS-
B B2 fAdiey—

With the editing tools

Note that when a question has been created, an icon and words display its type (eg multiple choice)
and a magnifiying glass icon allows you to preview it.

You can continue adding questions this way, clicking the "Add a question" button each time.


https://docs.moodle.org/25/en/File:questionpicker.png
https://docs.moodle.org/25/en/File:questionadded.png
https://docs.moodle.org/25/en/File:quizform1.png
https://docs.moodle.org/25/en/File:quizform2.png
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Choosing a pre-made question

If other teachers in the course have made questions, or if a teacher made questions in an earlier
quiz, these can be added to the current quiz by clicking the arrows next to them in the question bank
(1 below) or by checking/ticking the box of several and then clicking the button "add to quiz" (2). To
ensure all previously made questions are available, make sure to tick the boxes "also show questions
from sub-categories/old questions".

Category: Default for FB
The default category for questions
shared in context FB.

Select a category:
[Default for FB (1) =

Create a new question |
C T4 Question
1T «I™ i Formative Learning Hove &
With selected:
9 < Addto quizf[}elete| Move to >‘->|
| Default for FB (1) =

Add random questions from
category:
Add [1 =] random questions

Add to quigl( ?)

3 M Also show questions from sub-
categories
¥ Also show old questions

Using a previously made question

Adding a random question

As long as you have questions in the question bank, you can add random questions to your quiz. This
might be useful if you have students in a class taking a quiz at the same time, because they are
unlikely to get the same questions at the same time. The same question will never appear twice in a
quiz. If you include several random questions then different questions will always be chosen for each
of them. If you mix random questions with non-random questions then the random questions will be
chosen so that they do not duplicate one of the non-random questions. This does imply that you
need to provide enough questions in the category from which the random questions are chosen,
otherwise the student will be shown a friendly error message. The more questions you provide the
more likely it will be that students get different questions on each attempt.

The grade for the randomly chosen question will be rescaled so that the maximum grade is what you
have chosen as the grade for the random question.


https://docs.moodle.org/25/en/File:premadequestion.png
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You can add one or more random questions by choosing the number and category in the question
bank. Note the die icon to highlight random question selection.

Add random questions from
category:

Add |1_E| random questions
Add to quigl@

W Also show questions from sub-
categories

W Also show old questions

5 x
1 Random question from category: l”“ﬂ"g out of;
[ ave]
. . Default for Miscellaneous S e il o
Adding a random question ) Lonfigure quzstion
£ Cases Match the case
Total of 1 questions In cabegory. Shiw Calepary contents

Random question selected for quiz
Quiz question tags

Note that although it is possible to tag questions, the feature does not currently work. See forum
discussion: https://moodle.org/mod/forum/discuss.php?d=194119

Question categories

Questions can be stored and retrieved from categories in the Question bank. When you make a new
question it defaults to the category with the course name. So if you make a quiz in the Senior Physics
course, questions will automatically be added to "Default for Senior Physics". You can opt to have
your quiz questions in a category of their own ("Quizname") or to add a subcategory.

To add a subcategory, go to Administration>Quiz administration>Question bank>Categories For
more information on question contexts and categories, see Question bank

Users will have access to different categories according to their permissions. For example, a regular
teacher might only have access to question categories in his own Physics course whereas his Faculty
Head of Science with permissions in all science courses might have access to question categories in
Biology and Chemistry as well

End Term Survey
End Term survey is a module for students to undertake the end term survey questions.

Online Chat

The chat activity module allows participants to have a real-time synchronous discussion in a

Moodle course.


https://moodle.org/mod/forum/discuss.php?d=194119
https://docs.moodle.org/25/en/Question_bank
https://docs.moodle.org/25/en/File:randomquestions.png
https://docs.moodle.org/25/en/File:randomquestionadded.png
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T Module 1: Student Counl Meating w -

14:09 George Clooney George Clooney Jonnny Depp
has just entered this chat Talk beep

14:09 George Clooney |
| volunteer to chair this meeting | - George Clooney

| am not so sure - | have better
leadership skills!

14:09 George Clooney |
But | am in the "A" team!

This is a useful way to get a different understanding of each other and the topic being discussed

— the mode of using a chat room is quite different from the asynchronous forums. The Chat
module contains a number of features for managing and reviewing chat discussions.

Entering the chat

Chat: How are you getting on?

A place to meet each Monday to discuss course progress and any issues you might have.

Chat session will start in: 6 days J howrs
Chck here to enter the chal now
Use mare sccessible nterlace

‘iew past chat sessiong

e Asyou click the chat link on the course page you see two or three options:
o Click here to enter the chat now - this takes you to the chat using the chosen site default
chat method - for example Ajax.
o Use more accessible interface - this gives a simpler chat room without frames and

javascript:


https://docs.moodle.org/29/en/File:Chatexample2.png
https://docs.moodle.org/29/en/File:Enterchat.png
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Participants

EGeorge Clooney w1 5=

Send message

[Submit] [Reﬁesh]DShuw only new

Messages

11:53 George:
is anybody there?

o View past sessions - if this has been enabled and the user is allowed to view past chat
sessions, this takes them to a list of past sessions with links to the chat.

Joining in a chat session

e In normal view, the screen is in two parts with the participants on the right, the messages on
the left and a box at the bottom into which users type their message and press "Send" to
make their contribution:

!"-:'(.h.ﬂl:ﬁl;;h:l:ﬂ?_'ll 0 a0y as sl entersd 1
+ 11:50 Mary Cooch Ma T ] George Clooney

| 11:50 George Cloonery
| How i mveryons getling on with the cowse?

B {5 Themes »

e Users can change the appearance of the messages by clicking on "Themes" next to the
"Send" button. Bubbles appears thus:

P

hello iy

George Clooney

12:04 George Clooney

f p .
| me again ~;_
B

12:04 George Clooney


https://docs.moodle.org/29/en/File:Accessiblechat.png
https://docs.moodle.org/29/en/File:Ajaxchat.png
https://docs.moodle.org/29/en/File:Bubbleschat.png
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Your Grades

To enter student grades click on “Your Grades” icon on the Figure 4 - Unit Page then you will see the
figure below

B Grades: View x

<« C' [ ols.apicollege.edu.au/grade/report/user/index.php?id=4 Qsy @ =

o I S >
“O " Bashir ¥
‘ Online LearningSystem

HOME » SEM1101 » GRADE ADMINISTRATION » USER REPORT

Bashir Ansari

User report v

View Select all or one user | Choose... v
Grader report
orade mtory Calculated weight Grade Range Percantage Feedback Contribution to course total
Outcomes report
Single view amentals 1

Setup
Preferences: Grader report

Export
OpenDocument spreadsheet
Plain text file
Excel spreadsheet
XML file

2

g
3
Z Course total - - 0-400

Figure 9 - Grades Page

In this page you will the student’s grades for each assignment. To enter or edit grades you should
change the drop down list to “Grader report” as shown in the figure above, then you will the below
figure.
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8 Grades: View x4 % P E=la e
€« € | [ ols.apicollege.edu.au/grade/report/arader/index.php?id=48&target=cg18&sesskey=bFVhGMVSU&action=switch_plus wé =
“‘OB i i I S Bashir ¥ ﬁ
Online Learning System
+
HOME » SBM1101 GRADE ADMINISTRATION » GRADER REPORT Turmn editing on
Grader report v

Grader report
All participants: 26/26

First name :AIABCDEFGHIJKLMNOPQRSTUYWXYZ
Surname :AllABCDEFGHIJKLMNOPQRSTUVWXYZ

Sort by Surname Sort by First name
v Project Management ... ||

Sumame ‘ 1D number | Email address w 7| & At 2

201400630, 2014006308 apicellege.edu.au Edit this assignment grades and feedbacks

22 Nury Aponte Aguilar £

]
@»
™.

HEENA -

Edit this student's grades and feedbacks =

I"“ Vinod Beniwal 4201401427 | 201401427@apicollege.edu.au
ﬁ Arun Kumar Bhatta 2| 201401814 | 201401814@apicollege.edu.au
ﬁouygu Bicakli 4| 201402738 | 201402738@apicollege.edu.au
ﬁﬂnman Chitrakar # | 201401713 | 201401713@apicollege.edu.au
SANDRA PATRICIA #° 201500513 | 201500513@apicollege.edu.au
CORTES CORREA

Debasish Dey [E | 201402648 | 201402648@apicollege.edu.au

2] Walther Alberto

ElEl

[E » | 201501503 | 201501503@apicollege.edu.au

o)

ALINDO VALBUENA

Dilip Jirel 2201401454 | 201401454@apicollege.edu.au

o a e == pmsiniman | aniimimnnn

6v;}al| avelrage
Figure 10 Grader Report
In this figure you have complete control over students and assignment selection for entering grades.

Filtering and sorting students list
You can filter students by using “Filter Students” box shown in the above figure. Clicking on each
alphabet letter will filter student list by first name/surname starting with that alphabet letter.

By using “Surname” and “First name” link on the left side of student table header you can sort
students list by surname or first name.

Entering grades
There are 3 ways to entering grades.

Enter grades for a specific student

Clickon “ icon next to each student you want to enter grade, then you will see figure below
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8 Grades: View

L C | [ ols.apicollege.edu.au/grade/report/singleview/index. php?id=4&itemid =1564&item=user o7

HOME » SBM1101 » GRADE ADMINISTRATION » SINGLE VIEW

Sandeep Sharma

[=] Message

Single view M

A ABHISHEK SHARMA Hector Tello Recillas »

Select grade item... ¥

Select user . v
Save
Grade item Grade category Range Grade Feedback Override] Al All 7 None
Vs E') Self Reflection 1  Project Management Fundamentals 1 0.00 - 100.00
# B selfReflection 2 Project Management Fundamentals 1 0.00 - 100.00 I II I [#]
2 &) Startup Project Management Fundamentals Il_ﬁ H‘
- X Enter Grade Enter Feedback
# &/ Assignment 1 Project Management Fundamentals 1
# &V Assignment 2 Project Management Fundamentals 1 0.00 - 100.00
7z Assignment 3 Project Management Fundamentals 1 0.00 - 100.00
# & Individual VIVA  Project Management Fundamentals 1 0.00 - 100.00
# I Course total Project Management Fundamentals 1 0.00 - 400.00
Perform bulk insert
For |Empty grades v | Insert value |0
savel

Select grade item... ¥

Select user... v
4 ABHISHEK SHARMA

Hector Tello Recillas »
Figure 11 - Student Grades

In this page you can enter all assignment grades for the selected student by checking the checkbox
under Override column for each assignment or clicking on “All” link next to the Override column to
check all the checkboxes, and then you can enter grade and feedback text for the assignments.

After you finished editing grades and feedbacks click on “Save” button to store the grades on the
system.

Enter grade for specific assignment

Click on - icon next to each assignment title you want to enter grade on Figure 10 Grader Report,
then you will see figure below
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L C | [ ols.apicollege.edu.au/grade/report/singleview/index. php?id=4&item=grade&itemid=883 v @ =

HOME » SBM1101 » GRADE ADMINISTRATION » SINGLE VIEW

Single view v
Grade item: Self Reflection 1

Self Reflection 2 »
Select grade ftem... v

Select user... v
Save
First name (Altemate name) Surname Rangs Grade Feedback Override: None  Exclude ALl / None
c 0.00 - 100.00
;| 0.00 - mo.onl II I )
= Nury Aponte Aguilar
£ EVinad - Enter Feedback
2 0.00 - 100.00
L2 ﬁ Arun Kumar Bhatta
c 0.00 - 100.00
2 Duygu Bicakli
c 0.00 - 100.00
= Roman Chitrakar
s - 0.00 - 100.00
= SANDRA PATRICIA CORTES CORREA
a3 0.00 - 100.00
s @ Debasish Dey
Vs 0.00 - 100.00
Walther Alberto GALINDO VALBUENA
c 0.00 - 100.00
2 Dilip Jirel
c 0.00 - 100.00
= Sharmila K C
£ % Simraniit Kane 0-00 - 100.60 T

Figure 12 - Assignment Grade

In this page you can enter all students grades for the selected assignment by checking the checkbox
under Override column for each student or clicking on “All” link next to the Override column to
check all the checkboxes then you can enter grade and feedback text for students.

After finishing editing grades and feedback, click on “Save” button to store the grades on the system.

Enter all grades at once
Click on “Turn editing on” button on the top right corner of the page on Figure 9 - Grades Page then
you will the below figure.
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« C | [ ols.apicollege.edu.au/grade/report/grader/index.php?id=4&silast=

»
4
“‘ OI-S Oniine LSl System

HOME » SBM1101 » GRADE ADMINISTRATION » GRADER REPORT Turn editing off|

Grader report v

Grader report

All participants: 5/26
First name :ALABCDEFGHIJKLMNOP QRSTUVWXYZ
Surname :AIIABCDEFGHIJKLMNOPQRSTUVWXYZ

Project Management ... ||

Surname First name [+ 1D number | Email address & s2| 2 LAY TL|L AL
Controls
= - ) 4 4 4
¢2Y Sandeep Sharma 2 201402303 | 201402303@apicollege.edu.au - . -
L1 ] C 1
=
g ] SANDRA PATRICIA
™ | 201500513 | 201500513@apicollege.edu.au |:¢| |://v| |:¢| I:ﬂ
RTES CORREA
— ) . ) v d 4 4
wg ) SharmilaK C 201401782 | 201401782@apicollege.edu.au - - -

- [ L1 [ L1
== » - ) 4 ra 4 ra
ag Y Simranjit Kaur #° 201400825 | 201400825@apicollege.edu.au - . -

- ] [ [ L1

==
Student Test Vi csolci@gmail.com l:ﬁ I://l l:ﬁ I:yl

Overall average

Save changes

Figure 13 - Edit all Grades at Once

In the above figure you can enter grades for each student in each assighment then save the grades
to the system by clicking on “Save changes” button.

Note, that in the figure above we have filtered students by first name starting with “S” for the
demonstration and screenshots.

Grades Export
To export grades from the gradebook:

1. Choose an export format from the gradebook dropdown menu.

2. Set options as required.

3. If the course uses groups, select whether to export grades for all participants or for a
particular group.

4. Select the grade items to be included. Note that ID numbers are required for all activities for
XML file export. An ID number field can be found in the common module settings for each
activity.

5. Click the submit button.

6. After previewing the data on the following page, click the download button.

XML file export
To export grades to XML file, you need to ensure that:

e Users have ID numbers (an optional field in the user profile)
e Activities have ID numbers (an optional field in the common module settings)
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Yiew | OpenOffice spreadshest "

Yisible groups | Al participants »
Options

Include feedback in export 7]
Preview rovwes | 10 W
Grade export display type | RBeal L

Grade export decimal points | 2w

Grade items to be included

AnUpload File assighment
A Standard forum for general use
Course total

Select allinone

Figure 149 — Grades Export

Importing Grades
To import grades into the gradebook:

1. Decide on an import format - CSV or XML file (see below) - then export some grades using
the corresponding export format.

2. Edit the export file as appropriate and save it.

Tip: If you opened your exported file in Excel, don't add columns there because Moodle will

reject the import if there are new columns that didn't exist in the exported file. If you need

to add columns, do that in Moodle BEFORE you export your gradebook.

Select your chosen import format from the gradebook dropdown menu.

Browse and upload your previously saved file.

Set options as required.

Click the "Upload grades" button.

CSV import only: Preview the grade import and choose the column mapping then click the

"Upload grades" button to complete the grade import.

w

PN U A

Tip: By default "Map from" is set to First Name, and "Map to" to userid. Change both dropdowns to:
"Email Address" to "useremail", or to "Id Number" to "useridnumber" (assuming that your users
have ID number fields filled in in their profiles)

Import file
File (Max size: 16MB)™
Encoding | UTF-2 w
Preview raws | 10 w

|Jpload grades

There are reguired fields in this form marked ™.
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COLLEGE
Creating a group
1. Click on Administration > Course administration > Users > Groups as shown in figure below
8 Course: Project Managemer x
&« C [ ols.apicollege.edu.au/course/view.php?id=4&notifyeditingon=1 @ =
NAVIGATION =D SEARCH FORUMS =] H
(o) [l fe)
Home — e
~ Dashboard 3 Edit™ Advanced search
w Current course
w SBM1101 LATEST NEWS m
B Participants ‘ \-}u{\
) EBadges Assignments Self reflection
» My courses UPCOMING EVENTS = |]:
€3] |o ]
§J) Self Reflection 1 -
ADMINISTRATION SRl Part 1
\ni-\ |ﬁ_\ Today, 7:37 PM
¥ Course administration

# Turn editing off
B Activity chooser off
# Edit settings
¥ [sers
2. Enrolled users
© Enrolment
methods

Permissions
2. Other users

F Filters

P Reports

Grades

P Badges

Backup

[ Restore

¥ Import

& Reset

P Question bank

b Switch role to...

ADD A BLOCK

Announcement

Discussion Forum

Examn List EndTerm survey

View weekly lectures, tutorials and learning activities.

Online Chat

Edit™

& self Reflection 2 -
Part 1
Today, 7:37 PM

&) Start up - Part 1
Today, 7:37 PM

Go to calendar...
New event...

RECENT ACTIVITY ED
) fer)
Activity since Thursday, 16
July 2015, 4:02 PM

Full report of recent
activity...

No recent activity

Figure 15 Groups link

Then Click the 'Create group'

button as shown in figure below
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& - C [ ols.apicollege.edu.au/group/index.php?id=4 @ =
HaviGaTION 5D Groups  Groupings  Overview
o)
Home
Dashboard
- SBM1101 Groups
w Current course
~ SBM1101 Groups: Members of:
b Participants =] =
» Badges

My courses

ini
7 Turn editing off
[ Edit settings

> Users
2. Enrolled users

o Enrolment
methads o

B Grour:vs. |Add/remove users|
P Permissions Edit group settings

2. Other users
P Reports _’
Grades
e
Backup
[ Restore
%5 Import
& Reset

b Question bank

P Switch role to...

ADD A BLOCK

Add v

Figure 16 - Create Group Button

Then you will see below figure

_

€&« - C [} ols.apicollege.edu.au/group/group.php?courseid=4 ¥ @

HOME » SBM1101 » USERS » GROUPS » PARTICIPANTS » GROUPS » CREATE GROUP

NAVIGATION pgGenetal
Group name™ I ‘ I
Home Group ID number @ |
« Dashboard

Group description

w Current course
w SBM1101

Ur B | 7

} Participants
} Badges
My courses

[ Edit settings
> Users
2. Enrolled users
o Enrolment
methads

B2 Groups

b Permissions
2. Other users =
. Enrolment ke sesssess ) Unmask
T Filters v @
b Reports Hide picture

Grades, New picture @ [Choose a file...| Maximum size for new files: 6MB
b Badges »

Backup

[ Restore

i 9
& Reset

P Question bank

You can drag and drop files here to add them.

b Switch role to...

ADD A BLOCK Cancel

There are required fields in this form marked *. -

Figure 17 - Group Information
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2. Add a group name and optional description (displayed above the list of group members on

the participants page), enrolment key and picture (displayed on the participants page and
next to forum posts)

3. Click the 'Save changes' button, then you will see figure below

_

€& = C [ ols.apicollege.edu.au/group/index.php?id=4&group=9 @

HOME » SBM1101

HAVIGATION B D Groups  Groupings  Overview
) [
Home
Dashboard

w Current course
- SBM1101
b Participants

SBM1101 Groups

Groups:

[Group 1 (1]

Members of: Group 1 (0)

b Badges

My courses

ADMINISTRATION B D
) |
¥ Course administration
# Turn editing off
# Edit settings
b Users
F Filters
P Reports
Grades -
P Badges
[ Restore

P Question bank sroup

Add /remove users|

I

P Switch role to... /Auto-create groups|
Import groups:
ADD A BLOCK
Add v

Figure 18 - Add/remove user’s button

4. Select the group to which you want to add participants, then click the 'Add/remove users
button, you will see figure below
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8 SBM1101: Groups x

L C [ ols.apicollege.edu.au/group/members.php?group=9 % @ =

o o
$OLS..... .+
‘ Online Learning System

HOME » SBM1101 » PARTICIPANTS » GROUPS » ADD/REMOVE UUSERS

Add/remove users: Group 1

NAVIGATION
dle Group members Potential members Selected users membership:
Home
Dashboard None - Student (26) -

HEENA - (201400630, 201400630@apict
Nury Aponte Aguilar (201501426, 20150°
Vinod Beniwal (201401427, 201401427 @
Arun Kumar Bhatta (201401814, 201401
Duygu Bicakli (201402738, 201402736@

w Current course
w SBM1101

» Participants

b Badses Roman Chitrakar (201401713, 2014017
b My courses SANDRA PATRICIA GORTES GORREA (.
Debasish Dey (201402648, 201402645@
Waither Alberto GALINDO VALBUENA
ADMINISTRATION =D

Dilip Jirel (201401454, 201401454@apic
Sharmila K C (201401782, 201401782@
Simranjit Kaur (201400825, 201400825
Monika Khattri (201402482, 2014024824
Hassan Labeeb (201400324, 201400324

& &
¥ Course administration
& Turn editing off

# Edit settings

b Users Marco Maggi (201500563, 201500563@
T Filters Ritu Malla Thakuri (201401593, 2014015

» Reports Cesar Muradas (, cesar.muradas@eca.e
Grades Tejalben Savankumar Patel (201400639,
b Badees - Patricia Roa Lamouroux (201501346, 20 ~
Backup Search Clear Search Clear|

@ Restore Search options -

& Import

& Reset Back to groups

P Question bank

b Switch role to...

ADD A BLOCK =

Figure 19 - Add users to group

5. In the "Potential members" list, select the users you want to add to the group. Multiple
users may be selected using the Ctrl key.
6. Click the Add button to add the users to the group

An optional group ID number (an advanced setting) may be added for matching the group against
external systems. Group ID numbers are not displayed anywhere on the site. Within a course, all
group ID numbers must be unique. Thus it's not possible to create a group with a duplicate group ID
number

General

A naming scheme can be created automatically. # is replaced by sequential numbers, and @ by
letters. For example:

e  Group @ will create group with a naming scheme Group A, Group B, Group C.. ..
e Group # will create group with a naming scheme Group 1, Group 2, Group 3....

You can specify if you would like to create,

e x number of Groups or
e each group contain x number of students

When selecting Members per group the Prevent last small group will allocate additional members
to an existing group rather than create a new group with fewer members than x. This setting is
found by clicking on the Show More link.
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Grade Me
“Grade Me” shows a teacher all of the assignments and manual quiz questions (essays and file
responses) that have been submitted, but not graded.

Grade Me is located on the right hand side of the course dashboard page.

GRADE ME =

[&] cro1102

v E;';' L & D Manner (3}
v [ Essay (98)

Clicking on the arrows allows you to see the name of the students which have submitted their
assignment to any particular assessment task, as shown in the figure below:

GRADE ME =

CPD1102

¥ E;'j L & D PManner (3}
v LD Essay (s4)

\I'( ﬁ Rupak Chalize

January 1, 10000 Ak

'.‘( ﬁ sacha Jaafari

July 23, 1:58 PM

J’ ﬁ Faula Andrea

Girakdo Carmona

\f ﬁ Laiza almeida

Coimbra ke Oliveira
_Ll.:,r 23, 413 PM

'.‘( ?{ Pr.a-.':ip

To mark the assessment tasks simply click on top of the assessment task name and the system will
take you directly to the assessment task submission page:
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GRADE ME =

[&] cro1102

v L_; L & D Panner (3}

v [ Essay (98)

Once the assessments are marked the counter will display the remaining non graded assessments in
the assessment tasks area, once all assessment tasks are marked the system will display the
following:

GRADE ME =

o
|

s Mothing to grade!

Analytics Graphs

This plugin provides three graphs that may facilitate the identification of student profiles. Those
graphs allow the teacher to send messages to users according to their behaviour inside a course. The
graphs show:

1. Which users accessed file and url resources.
2. Which users have submitted assignments on time or late.
3. How each user is accessing the course and its resources in each course week.

It is possible to click over graph elements in order to send email to a group of students (first two
graphs) or to a particular student (last graph).
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You can access all the submissions selecting the individual links, as shown in the figure below.

AMALYTICS GRAPHS -

Graphs

+ Content accesses --- old
logs

» Assignment submissions

Turnitin submissions
Quiz submissions
Hotpot submissions
Hits distributicn --- old

logs

Analytics Graphs will open a new window with the information selected. Please note that APIC only

uses “turnitin type of assignments” not the normal moodle assignment.

Distribution of access to contents (resources, urls and pages)

Course: Professional Development and Ethics
Begin date: Thursday, 18 June 2015, 12:00 AM

g The Impact - Copy ro

97

d Ethics i —

-
ent and Exhics Part 1 —

ent and Ethics Part 2

ent and Ethics Part 3

ent and Ethics Part 4 —

Topic I

ent and Ethics Part 5

General -

—
Sample LD Plan -

12 LD Plan and Essay

e |

Unit of Study Guide

H |

Introduction n

Topic 6

85 50 95 100 108 1o 15 120

Number of students

To send an email to a group of students, simply hover your mouse on top of the bar chart and click

on the selected group as shown in the figure below:
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0.75

0.5

Ratio

Essay
Fri, 24 Jul 2015, 11:55 PM
# No submission: 39 students

0.25

Once the selection has been made you will see a new window with a list of the students and 2 fields
to be completed, Subject and Email body as shown in the figure below:

Course: Professional Development and Ethics

Mo subenission - Estay

- MALRELT KALW. Adwmin User, Amriipal Singh -. Astvemi BEHO, Ayush Sharma, Datwinder Singh. Bunhie Ansarl, Bioin Kumar Atal, Cwinder Singh, Gajra) Singh RARAWAT, Gorwsaingh Vilstin Rathore, Gurdish Siegh, Gurprest Siegh, Hanas Lsbeeb, HEDHA -, MIDRA SHGH, Jatindar Singh AL Jestendar Rana, Kamsl Jest Kunte) - Karan
MEHTA, AR SEGH Hathals Guniria Seline, Heoreet Ko |, Cioa Jwder Peres Virpan., Parmiscder e Cttal, Pulit GUFTA, RAMHDER KA, RARAT SIHGH -, Rober 1 Cordina, andoen Sharma, Shubbum TRIAY, Simranfit Kaus, Soundh Kemar Bene, Sobhfinder Kaur, St Rana, Sundl Timihing,
Utiuk Basnet, Vinod Bentwal,

Sebject:

| Send email |

Complete both fields and click on the “send email” button to send the email to the students as
shown in the figure below.

Ansar, Bipin Kumar Atal, Davinder Singh, Gajraj Singh RAMAWAT, Goravrajsingh Vijavsin Rathore, Gurdish Singh, Gurpreet Singh, Ha
{, Oscar Javier Perez Vargas, Parminder Kaur Ottal, Pullit GUPTA, RAJVIMDER KAUR, RAMJIT SIMGH -, Roberto Cordova, Sandeep Sh

Subject:

Quickmail

Quickmail is a block that provides selective, bulk emailing within courses.

Features

e  Multiple attachments
e Drafts
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e Signatures

e Filter by Role

e Filter by Groups

e Optionally allow Students to email people within their group.

The figure below shows the Quickmail Block in the OLS. To write an email to your class please click
on the “Compose New Email” link.

Quickmail -0

Edcompose New Email
= Signatures

[ElView Drafts

Elview History
Cunfiguratiun

Quickmail will open a new screen where you can select the users from your class. You can use the
filter to select different groups of students.

Quickmail
View Drafts | View History
From_pealitflens edu
Selected Recipients * Role Filter
|Enrolled Student 11 (JJJ 3751 002) 1
Enrolled Student 16 (JJJ 3751 002) [ o fiter 7]
Enrolled Student 3 (JJJ 3751 002) Potential Sections
All Sections
JJJ 3761 002

Not in a section

Potential Recipents
Enrolled Student 1 (JJJ 3751 002)
 |Enrolled Student 10 (JJJ 3751 002)
4Add ) Enrolled Student 12 (JJJ 3751 002)
| |Enrolled Student 13 (JJJ 3751 002)
Remove® ) | Enrolled Student 14 (JJJ 3751 002)
| |Enrolled Student 15 (JJJ 3751 002)
| AddAll ) |Enrolled Student 17 (JJJ 3751 002)
| Enrolled Student 18 (JJJ 3751 002)
| Remove All_J | Enrolled Student 19 (JJJ 3751 002)
Enrolled Student 2 (JJJ 3751 002)
Enrolled Student 20 (JJJ 3751 002)
Enrolled Student 4 (JJJ 3751 002)
Enrolled Student 5 (JJJ 3751 002)
Enrolled Student 6 (JJJ 3751 002)
Enrolled Student 7 (JJJ 3751 002)
Enrolled Student 8 (JJJ 3751 002)
Enrolled Student 9 (JJJ 3751 002)
Jordi Wheeler (JJJ 3751 002)

Attachment(s) ( Add... ) ( Create folder | Maximum size for new files: 128MB

e A e

No files attached
Subject* [ |
Message | oo ramity |v| Fontsize |~ Format - 4 4 3
BJ UM x'|EEXF|JCibbA-2-
Eis ik & HMQH -

Path:

To send the email, please use the send button located at the button of the page.
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Assignment Submission Dates

After completing the assignment settings and clicking on the Save and Display button you will be
redirected to the Turnitin assignment page. Clicking on the Turnitin assignment from the course
homepage also redirects you to the Turnitin assignment page.

All the assignment dates are contained within the Submission Inbox tab for the Turnitin assignment. The
due date will default to a week after the date the assignment was created.

Submission inbox | Tumén Tutors | Tumitin Stedores

To change any of the assignment dates click on the pencil icon to the right of the date.

Start Date Due Date Post Date

13 Aug 2013 - 20:34 J° 20 Aug 201&20.3@ ‘ 20 Aug 2013 - 20:34 7

Use the drop down menus to change the date and times for the Start Date, Due Date, or the Post Date.
You may also change the assignment part name and the assignment point value. Once you have finished
editing the dates click elsewhere on the screen to save your changes.

Btart Date Due Date Post D:
2013 - 20:34 |‘ug.;]wzma.;3 (2083 1%) 20 Aug 2013 -



https://guides.turnitin.com/
https://guides.turnitin.com/

Start Date -The start date defines the earliest time a student can make a submission to the assignment
part.

Due Date -This is the final date by which the student should have submitted their assignment. If you
are allowing late submissions, the submissions will be marked as late after this date.

Post Date - This is the date when marks/grades will be released to students. If anonymous marking is
turned on (UK only) this is also the date when marks will be released to students.
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Submitting Papers on Behalf of Students

To submit a paper to the Turnitin assignment on behalf of a student, within the Submissions Inbox page
click on the file upload icon to the right of the student’s name within the student list.

Student Submission Title + Paper ID Submitted Similarity Grade

e
Students, - - - - - -fdaY-
Moodle
Studentd, - - - - - - YR
Moodle

Note: Instructors are able to submit on behalf of students at any time, even after the post-date of
the assignment

File upload

1. Click on the file upload icon for the student to submit on behalf of that student

2. Enter the submission title
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Submission Title

O

3. Drag and drop the file into the drag and drop area of the page

-

You can drag and drop files hera o add tham.

4a. Or use the add a file method by clicking on the Add link.

4b. Select Upload a file from the sidebar

™ Recent files

& Upioad a file

ﬁ'l Private files




4c. Click on the Choose File... button to select the file you would like to submit

Attachment. ( Choose File ) No file chos

4d. Click on the Upload this file button to upload the selected file

( Upload this file )

5. Click on the Add Submission button to submit the file

fAdd Submission \‘

Text Submission

If Text submission was selected within the general Turnitin assignment settings instructors will submit
papers by copying and pasting the text they would like to submit to the assignment into a text box.

1. Click on the file upload icon for the student to submit on behalf of that student




2. Enter the submission title

Submission Title

*@

3. Copy and paste the text of the submission into the Text to Submit field

Text to Submit

®

4. Click on the Add Submission button to submit the file

( Add Submission )

File Types and Size




Turnitin currently accepts the following file types for upload into an assignment:

Microsoft Word® (DOC and DOCX)
Corel WordPerfect®

HTML

Adobe PostScript®

Plain text (TXT)

Rich Text Format (RTF)

Portable Document Format (PDF)
OpenOffice (ODT)

Hangul (HWP)

The maximum file size is defined in the course settings and selected in the assignment set up screen.
Files of larger size may be reduced in size by removal of non-text content. Files that are password
protected, encrypted, hidden, system files, or read only files cannot be uploaded or submitted to Turnitin

Note: Text only files may not exceed 2 MB.

PDF File Note: PDF documents must contain text to be submitted. PDF files containing only
images of text will be rejected during the upload attempt. To determine if a document contains
actual text, copy and paste a section or all of the text into a plain-text editor such as Microsoft
Notepad or Apple TextEdit. If no text is copied over, the selection is not actual text.

PDF Tip: Users submitting scanned images of a document or an image saved as a PDF will need to
use Optical Character Recognition (OCR) software to convert the image to a text document. Manual
correction of the resulting document is highly recommended to fix any errors caused by the
conversion software.

Embedded Links Note: Some document formats can contain multiple data types. This includes
text, images, embedded information from another file, and formatting. Non-text information that is
not saved directly within the document will not be included in a file upload. This includes
references to a Microsoft Excel® spreadsheet included within a Microsoft Office Word document.

File Type Note: Users whose files are saved in a file type that is not accepted by Turnitin will




need to use a word processing program to save the file as one of the accepted types. Rich Text
Format and Plain Text file types are nearly universally available in word processing software.
Neither file type will support images or non-text data within the file. Plain text format does

not support any formatting, and rich text format supports only limited formatting options.

Warning: Users who are converting to a new file format will need to save their file with a nhame
different than the original. Any file should be saved with a new file name when converting to plain
text or rich text formats to prevent permanent loss of the original formatting or image content of a
file.
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Viewing the Turnitin Submission Inbox

The Submission Inbox

Instructors can view the Originality Reports completed for submitted papers by accessing the Turnitin
assignment inbox. Either click on the Assignments link in the Activities section on the homepage and
click on the assignment title or click on the assignment title on the homepage.

To access the submissions click on the Submissions Inbox tab.

—
@missioﬂ Inbﬁ Tumitin Tutors Tumitin Students !

The submission inbox displays a list of the students enrolled in the course and a summary of the
originality scores associated with their submissions.

The columns headings in the assignment inbox are:

Student - a column containing the names for Moodle students in the assignment. Clicking on the name
takes you to the Moodle user page for that student. If a student is enrolled in the Turnitin system but not
enrolled in the Moodle system the student is listed as "Non Moodle Student”. If the student is
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subsequently enrolled in Moodle the submission will be linked to the student account automatically. The
number of submissions made by a student is included in brackets.

If anonymous marking is enabled for the account the student's name will appear as 'Anonymous Marking
Enabled'. Once the student has submitted to the assignment clicking on this will allow you to remove the
student's anonymity. You will be prompted to input a reason to release the student's information.
Anonymous marking is revealed on an Assignment Part level.

Submission Title - a column containing the submission’s title

Paper ID - this column of the report contains the paper id of the submission.

Submitted - this column of the report contains the date and time of the submission. Late submissions
are color coded red.

Similarity - this column contains a percentage indicating the overall similarity of the paper to
information in the Turnitin repositories, 100% being ‘fully similar’, 0% indicating ‘no similarity’. Clicking
on the Similarity % icon opens the Originality Report.

Grade - this column either contains a grade and a pencil icon for editing the grade or if GradeMark has
been enabled the column indicates if GradeMark is available. A pencil icon shows what papers can be
accessed in GradeMark. No icon will appear if a student has not submitted a paper to the assignment or
if GradeMark has not been purchased for the account. If the icon is available, click on the pencil icon to
open a GradeMark window.

Download icon - a arrow icon located to the right of the submission. Click on the icon to download a
copy of the submission.

Delete icon - a trash bin icon located to the right of the submission. Click on the icon to delete the
submission from the inbox.

Refresh Submissions - this option checks with Turnitin to see if more submissions have been entered
or if new Originality Reports are available.




| (C Refresh Submissions s Messages Inbox (0)

Downloading Student Papers

You are able to download student papers in two forms, as the original files or as the GradeMark report
that you have created.

1. Click on the checkbox beside each of the assignments you would like to download

I Smith, Fred A historic interpretation of myth

] Elgan, Serena Merlin and his many guises

2. Options to download the assignments will appear beneath the assignment information

Title Start Date Due Date
@3 Wiiting for Screen (Pari 1 7)) 15 Apr 2015 - 10:08 7 22 Apr 2015 -

Peermark Assignments {0)

T Download Onginal Files ., Download Selected Grademark Files
Snow v Entries | =

3. Click Download Original Files to download the submission as the student first uploaded it. It will
download as a .zip file.

Download QOriginal Files

3a. To download the GradeMark files for an assignment click Download Selected GradeMark
Files. A modal will appear to indicate that his process is currently working in the background. The
process of compiling GradeMark files can take time depending on the amount of files that will be
processed.




3b. Once files are ready to download you will receive a message in your Messages Inbox for the
assignment

< Turnitin Messages Inbox

(1)
3c. There will be a new message in your Turnitin Messages Inbox once the file has finished
processing. Open this message to download your files

Subject  Created

% [Bulk Download] Writing for Screen Part 1 [Moodle TT) 16/04/2015 11:26:18 ﬂ

3d. There will be two files within this message. A manifest, containing all a log of files that have
been processed for download and any errors that may have occurred, and a download link to a zip
file containing the files you have requested

[Bulk Download] Writing for Screen Part 1 (Moodle TT)

Requested on: 23/04/2015 11:26:14
Class: Documentation Course (Moodle TT)
Assignment: Writing for Screen Part 1 (Moodle TT)

Please view the manifest file to view the compression results. Compression results will include a list of all files
successfully added to the zip file and details on any files that failed during compression.

m 3813492 manifest.txt
Your files are ready for download. Please click on the link(s) below to begin the zip file download:

3813492 _1.zip

The files associated with this download request will be available until: 2015-04-23 11:26:14 BST
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Opening the Originality Report

The Turnitin Originality Report can be accessed from the submission inbox. Under the Similarity column
are the icons indicating the percentage of the similarity score and the corresponding color on a blue(0%)
to red scale(100%).

rore
Student Submission Title v Pager ID Submitted Similarity Grade

Studantd, Essay 25574182 1308/13, 23:54 3% 100 & 2 b1 §
Moodie

[ Student3, Assignment 1 25573664 13/08/13, 2306 100% N J oo # 3 1 |
Moadie

Studant2, - - - - - - F
Moodia

Click on the icon to open the Originality Report. For more in depth information on Originality Reports
please click here to view the Originality Report chapter of the Turnitin Instructor manual.
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Accessing GradeMark®

To access GradeMark to grade the student’s paper, click on the pencil icon in the Grade column. For
more in depth information on using GradeMark please click here to view the GradeMark chapter of the
Turnitin Instructor manual.

ion Title v Paper ID Submitted Similarity Grade

25674182 13/08/13, 23:54 33% 100 #

et 1 25573888 13/08/13, 23:06 w00 N -~ 0
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Bulk Downloading a Turnitin assignment’s contents

Instructors have the ability to bulk download an assignment’s submissions as pdfs or the original file
type and to export the GradeMark pdfs for selected submissions. After the download is initiated the
downloadable file is located in the Messages Inbox.

To download the assignment’s submissions in pdf format click on the pdf icon in the Export column to the
right of the assignment dates.

Due Date Post Date Marks Available Export

15 Aug 2013 - 20:34 .~ | 20 Aug 2013 - 20:34 7 ‘ 100 ‘

To download the assignment’s submission in their original format click on the original format icon.

Due Date Post Date Marks Available Export

15 Aug 2013 - 20:34 | 20 Aug 2013 - 20:34 100 J/ m@

To download the GradeMark pdfs for selected files, first select the files within the submission list by
clicking in the checkbox for each submission.

Student Submission Title v Paper ID Submitted H
P
‘E l Studentd, Essay 25574182 13/08/13, 23:54 3
Moodle
=] Student3, Assignment 1 25573888 13/08/13, 23:06 10
Moodle
Student? - = —
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Once all of the files are selected click on the Download Selected GradeMark Files link.

ad Original Fil @ Download Selected Grademark Files C

rle v Paper ID Submitted Similarity Grade

All bulk download files are located within the Message Inbox. Click on the Messages Inbox link to open
the list of downloads.

|| Refresh Submissions > Messages Inbox (2)

Click on the bulk download link to view the download information and download the generated zip file.

a

Subject v Created

@ [Bulk Download] Assignment 1 Part 1 (Moodie TT) 8/12/2013 9:18:14 AM

@ [Bulk Download] Assignment 1 Part 1 (Moodie TT) 812/2013 2:13:54 AM

& [Bulk Download] Assignment 1 Part 1 (Moodle TT) BME/2013 4:25:28 PM

& [Bulk Download] Assignment 1 Part 1 [Moadle TT) BA16/2013 4:21:07 PM

16
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Glossary

Definitions

A Turnitin account allows instructors to use

account products purchased from Turnitin

The numeric identification number for a

account ID e
specific account or sub-account

The controller of a specific Turnitin account. This
user type is able to install and configure, activate
administrator or deactivate products on an account, change
account settings, and add or remove instructors
from account access

Submissions to a class on Turnitin are made to
an assignment. Each assignment can allow only a

assignment single submission per student user who is
enrolled in the class
To allow students to submit files, an instructor
class must create a class for their students. A

class requires a name, a class ID, and a class
enrollment password

The class portfolio page is the main view page of

class portfolio a student for a specific class

A user preference set by instructor or student
users to define which file submission method
should be displayed by default for submissions to
an assignment in a Turnitin class

default submission type

The digital receipt is a confirmation of a
successful

paper submission to a Turnitin assignment. The
digital receipt contains the unique paper

ID number, user name, submission date and
time, class name, assignment title, and a copy

digital receipt

17
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of the submitted work. The digital receipt is
shown on-screen after submission and a copy is
sent by e-mail to the user at the e-mail address
provided as the user login name. This e-mail is
sent by noreply@turnitin.com and spam filters
should be checked to ensure they do not block
users from receiving this e-mail

Transmission of a file from Turnitin to the
computer of the user selecting to download files).
download Some users may need to enable file download
due to security considerations on the web
browser or computer being used

The due date on a Turnitin assignment indicates
the

date and time of day at which an assignment is
due. Submissions after the due date and time
may no longer be allowed and will be
automatically blocked by the Turnitin system.
Only the instructor can enable late submissions
on an assignment on Turnitin. The due date must
come after the start date and before the post
date during assignment creation. The due

date and time may be changed by the instructor
at their discretion to meet the needs of a class

due date

A digital grading product offered by Turnitin
which allows instructors to place comments and
QuickMark editing marks on a submission

for students to review. This product also includes
standardized rubric scorecards and the ability to

share QuickMarkSMstandard editing marks and
rubric scorecards between instructors on an
account via export or via administrators using the
libraries sharing feature of the GradeMark digital
grading product

GradeMark

The default login page, which is different based
homepage on the selected default user type of the user
profile being accessed

The term used for teachers, tutors, or other
student assisting users added or authorized to
join as instructors on a specific Turnitin account.
instructor A single person may be joined to multiple
Turnitin accounts or sub-accounts using one user
profile or separate user profiles. Users may fill
more than one user type role on Turnitin

Turnitin’s web repository includes inactive or

internet archive . i
no longer available web pages and copies of

18
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pages that have changed over time. This allows
Turnitin to search against information that is no
longer available or which has changed over time.

the libraries menu displays the rubrics created by
Turnitin
or the instructor. For more information about

libraries rubrics please view the GradeMark training video
or the rubric section of the GradeMark manual
available at www.turnitin.com/training.html
the act of an authorized user entering the e-mail
log in address and personal password created for a user

profile to enter Turnitin as the user associated
with the e-mail address entered

Optical character recognition software converts
a image of text information into an actual text
document that can be read and altered by

word processing software. Papers or documents
transferred into a computer via a scanner
require optical character recognition software
conversion to be submitted to Turnitin. Turnitin
only accepts documents containing actual text
data rather than an imaged document or
submission. Some scanners offer OCR
conversion automatically, but most

OCR conversion requires hand correction to
resolve any inaccuracies which can cause major
changes to the actual content of a document

Optical Character Recognition (OCR)

The Originality Report is a flexible document

that allows students and instructors to review
matches between a submitted work and the
repositories scanned by Turnitin.

Citations, quotations, and bibliographic material
are all scanned against Turnitin’s repositories to
determine an overall similarity percentage as well
as specific matches to similar text

Originality Report

The overall similarity index is a percentage
indicating the similarity of the text submitted to
information contained in the Turnitin repositories
used for comparison on the assignment the
submission was made in. This percentage
indicates a percentage based on the length of the
paper compared to the length of the areas
flagged as similar during the comparison

Overall Similarity Index

A paper refers to the document or file submitted
paper by a user to an assignment in a class on the
Turnitin website

19



The paper ID number is a unique identifier that
can be used to refer to a specific paper.

The paper ID number can be viewed

by accessing the paper in the assignment inbox
for instructors. The paper ID number is

also available on the paper view page, Originality
Report, and GradeMark digital assessment view
of the submission

paper ID

This product allows students to anonymously or
with attribution review submissions made by
other students within the course. Students reply
to free response and scale questions selected or
created by the instructor. Instructors may
PeerMark also comment on the paper using three different
commenting tools: inline text tool, highlighter
tool, and composition marks. A

PeerMark assignment must be based on a normal
Turnitin assignment where the student papers are
initially submitted

This product creates Originality Reports for
submissions in assignments on Turnitin. The :
Plagiarism Prevention Orlgln_ahty Reports allow mstructors a_nd _students i

to easily determine any problems in citation or ;
referencing and assists instructors in determining

the originality of a submitted work

The post date of an assignment is set by the
instructor

during the assignment creation. When the post
date and time has passed, students will be able
to view GradeMark and GradeBook information on
their submissions in this assignment. If the
assignment is a Peer Review, students will be
able to read the assessments written by their
peers after the post date passes. The post date
does not control Originality Reports. The

post date must come after the start date and due
date during assignment creation

post date

a specific service, feature, or group of
features offered by Turnitin as part of
the purchase of a Turnitin license by
an educational customer

product

A set of information of a specific type or types. In
the specific context of the Originality Report .
provided by Turnitin, repository is used to refer to !
the type of information the submission was
evaluated against for direct matching or high

levels of similarity. Available repositories include

repository
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internet, archived internet, periodical/journal/
publication information, and previous submissions

The act of submitting a new paper in place of an
existing submitted paper. Resubmission can only
be done if the instructor has set an assignment to
allow students to overwrite until the due date and
time of the paper, or if the instructor has
manually deleted the student’s existing
submission in the assignment inbox. This

option can only be enabled by the class instructor

resubmit

A shared key is the eight digit, alphanumeric code
that an institution’s Turnitin account
administrator has created with the account’s
shared key Turnitin Sales Representative. The shared

secret key is used to verify the integrity

of requests sent from the Institution’s Moodle
account to the institution’s Turnitin account

a date and time selected by the instructor

when creating an assignment. The start date and
time must pass before students are able to

begin submitting to an assignment. Instructors
are not prevented from submitting before the
start date. The start date for an assignment must
be before the selected due date and post date
during assignment creation. This may be updated
only by the instructor to meet the needs of a
class

start date

A user type able to enroll in courses created by
an instructor

student user. Student user profiles can only submit to
assignments created by an instructor in a class
they are joined to or have been authorized to join

A file or files uploaded by a student or
instructor user into an assignment within
submission a Turnitin class. Only a single file per student
user can be submitted to an assignment by a
student user

Turnitin offers multiple submission types

for students and instructors. Students are able to
submit a single file at a time by either single file
upload or cut-and-paste submission. Instructors
are able to submit files by file upload or text
submission

submission type
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The act of submitting or sending a file into a
upload (file) specific assignment within a Turnitin for use with
the Turnitin products selected for the class

The user profile is a set of user preferences

and information associated with a specific ID
within Turnitin. Each user profile requires a
unique e-mail address. A specific e-mail

address can only be used once within the Turnitin
repository. New attempts to create a profile
associated with an e-mail address currently
existing in Turnitin will not succeed

user profile

22



Chapter 4: GradeMark® Section: Introduction

GradeMark® Paperless Grading

Introduction

With GradeMark® an instructor is able to edit and grade student papers online. The
instructor can add comments within the body of the paper, point out grammar and
punctuation mistakes, evaluate the paper against qualitative or quantitative rubrics,
assess the student’s performance within the class and enter a grade for the paper
that is automatically saved into GradeBook (optional). GradeMark offers a grammar
and spelling checker, e-rater, to automatically scan and mark up papers with grammar
and spelling errors. GradeMark is currently designed for full compatibility with the
following browsers:

Internet Explorer 7.x and 8.x (Windows)

Mozilla Firefox 3.x (Windows, Mac OS X)

Google Chrome 4 and above (Windows, Mac OS X)
Safari (Mac OS X)

Other browsers can be used to view or access this product but may not have access
to the full functions and features. GradeMark is best used with one of the approved
browsers.

Note: GradeMark works best when the text of the submissions have double
spaced text.

An instructor can access the GradeMark system from any one of four locations within
Turnitin:

e the assignment inbox
e a student portfolio
e viewing a paper after clicking on the paper title

e from the GradeBook grading page

To mark a paper in the GradeMark system from the assignment inbox, student
portfolio page, or GradeBook grading page the instructor will click on the pencil
icon under the grade column to the right of the paper that needs to be marked. A
new window will open displaying the GradeMark interface. Using this interface, an
instructor can add marks, general comments, and location specific comments to a
student paper as well as entering a numeric grade.

TITLE SIMILARITY GRADE  RESPONSE FILE
The Convicts Shadow 27% 7 (]
Groomed for Revenge 14% N rd dl

Note: If no icon appears in the GradeMark column, then the paper has not
been submitted by the student to the assignment.

Copyright © 1998 — 2012 iParadigms, LLC. All rights reserved. Turnitin Instructor Handbook: 88




Chapter 4: GradeMark® Section: Grading Marks

Grading Marks

The GradeMark system contains several tools and types of mark that instructors can
use in grading and assessing papers. These include:

e comments

e inline comments

e QuickMark comments
e rubric scorecards

e general comments

Comments

A comment is equivalent to the notes that an instructor may write in the margins of a
paper. A comment might be:

“Your thesis is unfocused. Consider refining your thesis in subsequent
versions of this paper.”

A comment may be up to one thousand characters in length.

Adding a comment to a paper:

1. Click on the pencil icon for a submission
to access the GradeMark interface

2. Click on the point on the paper to add

the comment to .
Dickens novel, Great Exp

ions, is that of a broken heart. Many characters

=)

ut

3. Enter text into the text field of the
comment bubble 2t Save as new QuickMark

4. (Optional) If you would like to make this
comment into a reusable QuickMark

comment, click on the Save as new 2 ¢ save as new QuickMark

QuickMark button —maye  Cancel
Wy e __ = =

e
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Adding a comment to a paper:

4B. (Optional) Enter a title for the
QuickMark. This title will be displayed

onthe aper W

Select a set to add this QuickMark to by
clicking on the Set drop down menu. Save as QuickMark @

X158 TIALE Lia
SET | Cempaosition

Cancel
ﬁnc

Click Save to save the comment as a
QuickMark

Note: QuickMark comments that are not
added to a set will be located within All
in the QuickMark manager

6. Click the Save button to save the xi "~ Cancel BT
comment r

The comment will be added to the paper.

The comment can be edited at any time by hovering the cursor over the mark for the
comment and then clicking the Edit button. Edit the comment and click Save to save
any changes made to the comment. To move a comment, click and hold on the mark
symbol and drag the icon to a new location.

in Dickens novel Great Expectations ; sppted by Ms. Hay

Underline the title of the book.

er in such a way that she seems ir.,....,.....eeling, yetis i

Deleting a Comment

A comment and the associated mark can be deleted by clicking on the mark symbol
on the paper. Click on the trash can icon at the top right of the comment bubble to
delete the mark from the paper.

ectations ; pted b

Underline the title of the book.

EIMS M enine ver el feeli
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Chapter 4: GradeMark® Section: Highlighting Text for a Comment

Highlighting Text for a Comment

An instructor can associate a highlighted section of text with a comment to reference
a specific area of text.

To associate a highlight with a
comment:

1. Within the GradeMark interface select

the text of the paper within Great Expectation§ fester

2. Click anywhere within the highlighted -
text to open up a comment bubble e Great EKP'ER‘JE tions,)ar

3. The selected text will be highlighted
and the comment is placed where
the highlighted section of text was aperson’ o e
clicked. Enter the comment into the

text field of the comment bubble. Select | Sao © 0 @ @
V& as new QuickMark

the highlight color from the 5 color lopperfie

options. Yellow is the default color for | - .

highlights
a person’ Enter comment here
4. Click the Save button to save the ettt @ © O © ©
comment ‘opperfjpet e oS 1S W UTTCHMQL

Cancel
t Betsey Gomsh . HayishawrTefuses to do.

5. The comment icon will appear where the
highlight was clicked. The comment .
icon can be moved away from the G reat Expe':ta tlﬂﬂ S,
highlight and still be associated with
the highlight by a connecting line

6. To move the comment icon click on the
icon and drag it to the new location,

release the held click :
el Great Expectations, ar

Striking Through Text

An instructor can strike through text within GradeMark by first selecting the text and
then hitting either delete or backspace on the keyboard. To delete the strikethrough
hover over the strikethroughed text and then click on the trash can icon that appears.

The light g

ge tower window was

This excerpt

Ll A

describes how it is

LW
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Inline Comments

Inline comments allow instructors to add marks directly onto the paper. The inline
comment appears as type overlaid on the paper.

To add an inline comment, click on the type tool button within the sidebar.
u wFr F

The user can click on the paper where the comment should begin. The inline comment
will show up as a light gray highlighted box over which typing may be done. When
finished, click elsewhere on the paper. The inline comment will appear as blue text
directly on the paper. To edit an inline comment click directly on the inline comment’s
text and adjust the comment accordingly.

[ conscious O
This is an infine comment
on your paper

position in society a

stella, which never happen

An inline comment can be deleted by moving the cursor over the comment and then
clicking on the trash can icon that appears above of the inline comment. Deleted
comments can be recovered by clicking on the Undo button at the bottom of the
document viewer.

self con@ of his position in socif
This is an inline.comment

on your papel

The inline comment can be moved by clicking on the inline comment’s gray border
and dragging the comment to a new location on the page. The cursor will transform
into a hand notifying the user that a click will enable the inline comment to be moved.
Releasing the mouse will affix the inline comment to the new location on the page.

SEN COUTTSWRAUS UT TS PUSTTOITTIT S
This is an inline comment
on your paper

&

: Estolla. whicl
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Chapter 4: GradeMark®

Section: Striking Through Text

QuickMarks"™ Comments

The QuickMark comments are commonly used or standard editing marks that
instructors can utilize when editing and grading papers.

These marks are stored in sets found in the QuickMark Manager. The marks are added
to a student paper from the QuickMark Sidebar. The GradeMark system automatically
provides four QuickMark sets consisting of commonly used editing marks and
standard corrections. Instructors can use these sets, create sets of their own, access
a set shared by the Turnitin account administrator, upload a set provided by another

teacher, or draw from a combination of sets.

To select the active QuickMark set
for the QuickMark sidebar:

1. Click on the QuickMark Manager icon

Select text and click the
Comment button to highlight text
azsociated with a commeant.

2. The active set has the circle next to its
name filled in with blue. Click on the
name of the set to add to the sidebar

# Composition 21

3. Click the Make this the active set link in
the far right column

Format

¢ Make this the active sat

4. Close the library by clicking on the Close
link in the bottom right corner of the
QuickMark Manager. The QuickMark
comments within the active QuickMark
set will now be displayed in the
QuickMark sidebar

To change the active QuickMark set without opening the QuickMark Manager, click on
the QuickMark set list icon to the left of the active set name and select the set to use

to mark up the paper.

Enrmat

Commonly Used
Composition
+ Composition Marks

Select text and click the)
Comment button to high
associated with a comim

Copyright © 1998 — 2012 iParadigms, LLC. All rights reserved.
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Chapter 4: GradeMark® Section: Creating QuickMark Sets

To add a QuickMark editing mark to
a paper:

1. If the QuickMark sidebar is not open,
Click on the QuickMark button below
the sidebar

-
2. Click the QuickMark comment to add
it to the center of the paper or click
and drag the comment to the desired X
location on the paper. Hovering over a Awell-organized paragraph supports or develops a
QuickMark will display the description St gfﬂ:ﬁ;ﬂeﬁm‘;ﬂ: A
of the mark in the blue tinted area paragraph.

below the QuickMark sidebar

3. To associate a highlight with a
QuickMark comment, select the text
on the paper and then click on the
QuickMark comment on the sidebar

with

n Great Expectationgffester

4. The QuickMark comment will 2at Expectation jih !
automatically be placed at the end of arns into a Fral I
the highlight

€ ightis only end in flan ﬁ t

5a. (Optional) Instructors can add
additional comments to a QuickMark
or change the color of the highlight
by clicking on the Edit button while
hovering over a QuickMark comment

eron e ]
5b. (Optional) Enter the additional o
o > a Frai n
comment in the text box or select TR
a different color for the highlight. in flanfFEnter comment here hat
Then click Save to add the additional i lng
comment to the QuickMark or apply o © ©
the new hlghhght color ode “
v

Creating QuickMark Sets

To create a new empty QuickMark
set:

1. Click on the QuickMark Manager icon
within the QuickMark sidebar

Select text and click the
m Comment button to highlight tesxt
associated with a commeant.
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Chapter 4: GradeMark®

Section: Creating QuickMark Sets

To create a new empty QuickMark
set:

2. Click on the “+”icon to the right of the
SETS column header

- \
All E‘: [ | Awk.

3. Enter the title for the new QuickMark
set and then click Save

To create a new set from selected
marks:

1. Click on the QuickMark Manager icon
within the QuickMark sidebar

P Selecttext and click the

2. Click on All above the set names

E__ r— [:'IFragmar'rt

3. Every QuickMark throughout all
sets will be listed within the MARKS
column. Select the Marks to copy. Multi
select within the QuickMark manager
can be done by holding the command
button (for Mac users) or control button
(for PC users) while selecting marks. To
select all the marks click on the Select
all link

32  Awk.

25

7 Neads Topic Sentence

, EEEIY -

4. Click on the Actions link to the right of
the MARKS column

-y |E
_[. 4 selected

5. Click on the New set button

—
A ] e o

| Addtoset | Newset | Other |

6. Enter a name for the new set and then
click on the Save button. The new set
will be created with the marks that were
selected

o

.
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Chapter 4: GradeMark®

Section: Creating QuickMark Comments

Creating QuickMark Comments

Instructors can create their own QuickMark comments in the QuickMark Manager or
transform a regular comment on a paper into a QuickMark. This allows instructors to
create class or curriculum specific marks that may not be part of the sets provided by

Turnitin or the account administrator.

To create a new QuickMark:

1. Click on the QuickMark Manager icon
from the QuickMark sidebar

Select text and click the
Comment button to highlight test
assnciated with a commaeant.

2. Click the name of the set to add a new
QuickMark to

3. Click the “+” icon next to the MARKS
column header

4. Enter the following information for the
new mark:

 atitle

+ adescription

5. Click Save to save the new QuickMark

symbol into the selected set :
To create a new QuickMark from a
regular comment made to a paper:
Manage Libra

1. Click on the Comment button on the
side bar or click anywhere on the paper
to add a comment to the paper

Select text and click the Comr
gtton to highlight text associ:
yith a comment.

2. Enter the comment description within
the text field

y WIS el

{ Ernter
[ }.

More Options
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To create a new QuickMark from a
regular comment made to a paper:

3. Click on the More Options link

A 000000000 4

Cancel Ll

4. Enter a title for the QuickMark. This
title will be displayed on the paper.

Select a set to add this QuickMark to by
clicking on the drop down menu below
Add to set:

Note: QuickMark comments that are not
added to a set will be located within All
in the QuickMark manager

Save as QuickMark @

X1s TLE ua
SET | Cempaosition

Cancel
_nc

5. Click Save to save the new QuickMark
comment

Editing QuickMark Comments

QuickMark comments can be edited from within the QuickMark Manager. Any edits
that are made to a QuickMark are applied to every instance where this mark appears

in your students’ papers.

To edit a QuickMark comment:

1. Click on the QuickMark Manager icon
within the QuickMark sidebar

Select text and click the
Comment button to highlight text
associated with a commaeant.

2. Click on the name of the QuickMark set
containing the mark to edit. Then click
on the QuickMark you would like to edit

Note: If a lock icon appears next to a
QuickMark within the Marks list it
cannot be edited. A lock icon indicates a
QuickMark that is either shared by the
account administrator or is provided by
Turnitin.
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To edit a QuickMark comment:

3. An Edit button will appear in the top

Click the Edit button to edit the
QuickMark

right corner of the QuickMark manager.

4. Edit the information for the mark

Improve Title

Your title needs worlk,

5. Click Save to save the changes made to
the mark in this QuickMark set

Copying Marks to an Existing Set

Marks within a QuickMark set can be copied to existing QuickMark sets.

To copy a mark to an existing
QuickMark set:

1. Click on the QuickMark Manager icon
within the QuickMark sidebar

Select text and click the
Comment button to highlight text
azanciated with a commeaent.

2. Click the name of the QuickMark set
containing the mark (s) to copy

Compaosition Marks 2]

3. Select the marks to copy. Multi select

within the QuickMark manager can be
done by holding the command button
(for Mac users) or control button (for
PC users) while selecting marks. To

select all the marks click on the Select
all link

7 MNeads Topic Sentence

a_
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To copy a mark to an existing
QuickMark set:

4. Click on the Actions link under the

search field _r' - Iited
se
A

5. Click on the Add to set button

—l Add to set ew set | Other |

Other |

6. Select the set from the list that you
would like to add the marks to

Archiving or Removing a QuickMark from a Set

A QuickMark can not be completely deleted from the system but may be removed
from all active sets and archived.

To remove marks from a QuickMark
set:

1. Click on the QuickMark Manager icon
within the QuickMark sidebar

Select text and click the:
Comment button to highlight test
associated with a commeant.

LOIMpOSIGn Marks o
Format 25
2. Click on the name of a QuickMark set ® Mynewset P N—
newname 4

‘ Ac
32 Awk. 2
3. Select the marks to remove S

T Meeds Topic Sentence

u_
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To remove marks from a QuickMark
set:

4. Click on the Actions link to the right of
the Marks column header and click on
the Other button

MNew sat

Remove from this set

5. Click on the Remove from this set
option

Q

To remove a QuickMark from all sets
and archive it:

1. Click on the QuickMark Manager icon
within the QuickMark sidebar

Select text and click the
Comment button to highlight test
associated with a commeant.

LQITIRCSINOT Mdrss [ |
Format 25
2. Click on the name of a QuickMark set ® Mynewset |
newname 4
L (Sdeciai A
32 Awk

3. Select the marks to remove 2 =

7 Neads Topic Sentence

u_

4. Click on the Actions link to the right of
the Marks column header and click on
the Other button

| Addtoset | Newsset | Other |

i

5. Click on the Archive option
ove from this set
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Note: A QuickMark with a lock symbol to the right of its name in the MARKS
list cannot be removed from the Turnitin provided sets: Composition, Format
Punctuation, and Usage.

A Warning: Archiving a QuickMark will remove it from all QuickMark sets in the
QuickMark Manager.

A Warning: Instructors may only add, delete, copy, or edit QuickMark sets
and marks that they own. QuickMark sets with a lock icon to the right of the
set name cannot be modified and are provided by Turnitin or the account
administrator.

Exporting and Importing QuickMark Sets

Within the QuickMark Manager instructors can export QuickMark sets to share

with other instructors or import QuickMark sets to use when grading papers with
GradeMark. Unlike sharing, once a QuickMark set has been imported into an account
it is then owned by that instructor who may then make any desired changes to the
QuickMark comments.

To export QuickMark sets:

1. Click on the QuickMark Manager icon
within the QuickMark sidebar

Select text and click the:
Comment button to highlight test
associated with a commeant.

OTTIROSITEN MIErss o

Format 25

2. Click on the name of a QuickMark set to
export

new name 4

3. Click on the import/export button and
select Export Set... from the drop down
menu

4. A prompt will appear asking if you
would like to save the file, click OK
to save the file. The file name will be ( Cancel :l E OK j
the QuickMark set name with .qms
appended.
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To import QuickMark sets:

1. Click on the QuickMark Manager icon
within the QuickMark sidebar

Select text and click the

Comment button to highlight text
asanciated with a comment

2. Click on the import/export button and
select Import Set... from the drop down
menu

3. Click on the Browse button and
locate the QuickMark set file on your
computer. Only .qms file types may be
imported into the QuickMark manager

to import

4. Click on the Import button

FREAIETI) NI TeRITHf LA IeEne [EL RS

5. To import additional QuickMark sets
repeat steps 3-4.

6. Click the Close button to return to the
QuickMark Manager

Browyse. ..
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Rubric Scorecards

Rubric scorecards can be used to evaluate student work based on defined criteria
and scales. The rubric scorecards can be created by the account administrator and
shared to all instructors on an account. Instructors can also create and share rubric
scorecards, allowing other instructors to upload the rubric scorecard to their classes.

There are three rubric types:

Standard rubric - allows you to enter scale values and criteria percentages. The
maximum value for the Standard rubric will be the same as the highest scale value
entered

Custom rubric - allows you to enter any value directly into the rubric cells. The
maximum value for the Custom rubric will be the sum of the highest value entered in
each of the criteria rows

Qualitative rubric - allows you to create a rubric that has no numeric scoring

To create a standard rubric
scorecard:

1. Click on the Rubric icon below the

GradeMark sidebar = =

2. Click on the Rubric Manager icon

sity 20%

3. Click on the Rubric list icon

4. Select Create new rubric from the drop
down menu

Duplicate this rubric

5. Enter the Rubric name in the top left of Enter rubric name here
the rubric manager |
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To create a standard rubric
scorecard:

6. To edit the name, description, or
percentage value for a criterion, click
directly on the title, description or
percentage value to open the text box
field. Enter the new title, description or
value and press enter to finish editing
the field or click elsewhere on the screen

0.00

Criterion 1

delete

7. To add extra rows of criteria click on
the “+” icon to the right of the Criteria
header

8. To enter the description for each cell,
click on the cell, enter the description
and then click outside of the cell’s text
field to finish editing the description

0.00 0.

All sources used for quotes and
facts are credible arf cited corractly)

9. To enter the scale title or value, click on
the scale title or scale value and enter
the title or value. Click elsewhere on the
screen to finish editing

14

0.00 0.00

10. To add extra scale columns click on the

13 2

+” icon to the right of the Scale header

11. Once the rubric is completed, click on
Save at the bottom right of the Rubric
Manager
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To create a custom rubric scorecard:

1. Click on the Rubric icon below the
GradeMark sidebar

E - =@)

2. Click on the Rubric Manager icon

T—

sity 20%

3. Click on the Rubric list icon

4. Select Create new rubric from the drop
down menu

Duplicate this rubric

5. Click on the rubric type icon for the
custom rubric at the bottom of the
Rubric Manager

Tiz= Three diferent mbic

6. To enter the title and description for

each criterion, click on the appropriate || |Criterion1 T Mj .
field and enter the new title or Tfm"{
description within the text field that SR
appears. Click elsewhere on the screen b
to finish editing the criterion title or
description
B T e e s e e
7. To add extra rows of criteria click on .
the “+” icon to the right of the Criteria _
header b
8. To edit scale titles click on the Scale title
and enter new title. Click else where
on the screen to finish editing the scale SC§IE 1

title
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To create a custom rubric scorecard:

9. To add extra scale columns click on the

[13 2»

+” icon to the right of the Scale header

10. To edit the cell descriptions click
on the description field. Enter the
description and then click elsewhere
on the paper to finish editing the
description

0.00

Enter

11. Enter the cell value for each cell by
clicking on the 0.00 portion of each
cell. In a custom rubric cell values are
chosen by the instructor

lo}

Enter description here (optional)

12. Once the rubric is complete click on
Save to save the rubric scorecard
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To create a qualitative rubric
scorecard:

1. Click on the Rubric icon below the
GradeMark sidebar

2. Click on the Rubric Manager icon

ZjE Jemo Rubric

3. Click on the Rubric list icon

‘= Demo Rubric

4. Select Create new rubric from the drop

Create new rubric
down menu 3
Duplicate this rubric
5. Click on the rubric type icon for the Tip: Three differsnt mibric
qualitative rubric at the bottom of the
Rubric Manager
Scale 1 Scale 2 Scale 3
6. Edit the criteria title and description, )
the scale title, and each cell description |,
by clicking on either the title or
description ﬁelds P—— nter description here (optional) Enter description here (optional) Enter description here (optional)

reron o R © | e ]

7. When all the criterion, scales, and cells
have been edited click on Save to save
the rubric
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Modifying Rubrics

Rubric scorecards can be modified after creation. However, if the rubric scorecard has
been used to score student papers, modification of the rubric scorecard will not be

allowed.

To modify a rubric:

1. Click on the Rubric icon below the
GradeMark sidebar

2. Click on the Rubric Manager icon

3. Click on the Rubric list icon

from the list of rubrics

you cannot be edited

4. Select the rubric you would like to edit

Note: Rubrics that have been shared with

Rubrics
Demo Rubric

5. Change the rubric as needed

6. Click Save to save any changes

Note: Rubrics can only be edited if they have not been used to grade a paper

before.

Copyright © 1998 — 2012 iParadigms, LLC. All rights reserved.

Turnitin Instructor Handbook: 108




Chapter 4: GradeMark® Section: Duplicating a Rubric

Duplicating a Rubric

Rubrics that have been attached to an assignment cannot be edited. Duplicating a
rubric helps instructors reuse a rubric that they would like to modify.

To duplicate a rubric:

1. Click on the Rubric icon below the
GradeMark sidebar

2. Click on the Rubric Manager icon

3. Click on the rubric list icon

Rubrics

4. Select the rubric you would like to L

duplicate from the list of rubrics

5. Click on the rubric list icon and select
Duplicate this rubric from the drop
down menu

6. (Optional) Enter a new name for the
rubric and make any changes to the
rubric

7. Click Save to save the changes
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Attaching a Rubric to an Assignment

To use a rubric scorecard, the instructor must first access the GradeMark view of a
student paper in an assignment and attach the rubric to the assignment. This enables
the rubric scorecard for the assignment.

Adding a rubric to an assignment:

1. Click on the Rubric icon below the
GradeMark sidebar

2. Click on the Rubric Manager icon

:= Demo Rubric
3. Click on the rubric list icon

Rubrics
Demo Rubric

4. Select the rubric you would like to -

attach from the list of rubrics

5. Click on the attach icon to attach the
rubric to the assignment

A Rubric is already assigned

Enter.

6. If a rubric is already attached to the

. . . . . This assignment currently has a rubric attached. Attaching a
assignment a warning notification will e AT pe e Ve RV -
. . . information for this assignment.
be glven. TO attach the new rubrlc Cllck Deleting your scoring information cannot be undone. Would you like
. to continue?
Ok, detach the rubric

Ok, detach the rubric | No. do not detach rubric
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Exporting and Importing Rubrics

Within the Rubric Manager instructors can export rubrics to share with other
instructors or import rubrics to use when grading papers with GradeMark. Unlike
sharing, once a rubric set has been imported into an account it is then owned by that
instructor who may then make any desired changes to the rubric.

To export a rubric:

the Rubric sidebar

1. Click on the Rubric Manager icon within

2. Click on the rubric list icon

3. Click on the name of the rubric to export

Rubrics

Demo Rubric
Lifelong Learning
Master Rubric
MNew Rubric

select Export... from the drop down
menu

4. Click on the import/export button and

5. A prompt will appear asking if you

rubric name with .rbc appended.

would like to save the file, select OK to
save the file. The file name will be the

( Cancel ) E—BH
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To import a rubric:

1. Click on the Rubric Manager icon within
the rubric sidebar

sity 20%

2. Click on the import/export button and
select Import... from the drop down
menu

3. Click on the Browse button and locate 0 Impart

the rubric file on your computer. Only
.rbc file types may be imported into the
Rubric Manager

FREAIETI) NI TeRITHf LA IeEne [EL RS

4. Click on the Import button

5. To import additional rubrics repeat
steps 3-4.

Browyse. ..

6. Click the Close button to return to the
Rubric Manager
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Using a Rubric Scorecard to Grade

The rubric scorecard allows the instructor to easily score the performance of a paper
against a set of criterion on a scale. The rubric scorecard is accessed within the rubric
sidebar in the GradeMark paper view.

Lifelong Learning Rubrics Manager
Curiosity

Motivation

To open the rubric scorecard while viewing a student paper, the instructor user must
click on the rubric icon at the bottom right corner of the GradeMark window. A rubric
scorecard will only appear if there is a rubric attached to the assignment.

= = ()

To grade with the rubric scorecard, click on the scale the paper has met for the
criteria. The Rubric score below the scorecard displays the total of all the selected cell
values. The Rubric Percentage displays the percentage of the total points out of points
possible for the rubric scorecard. Click on the Apply rubric percentage to grade button
at the bottom of the rubric sidebar to apply this percentage to the assignments total
point value. Once a grade is applied from the rubric scorecard it will appear in the
Grade field at the top right corner of the document viewer.

Spelling 20%
Rubric score 34/4
RUBRIC PERCENTAGE 85%

Apply rubric percentage to grade

oy B = m Previous Version
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Using the Expanded Rubric Scorecard to Grade

Instructors can use the expanded rubric scorecard to grade papers in GradeMark.
The expanded rubric opens a new window displaying the rubric cell descriptions. The
expanded rubric can remain open and used to grade each student’s paper as the
instructor navigates through the submitted papers using the paper list drop down
located at the top right of the document viewer.

To view the expanded rubric within another window, from the rubric sidebar click on
the expand rubric icon.

The expanded rubric displays each cell description to allow instructors to easily select the
criteria scales for the paper.

Writing Skills  expand rubric test

. Six Traits of Writing

19
ooz

CRITERIA

Your rubric is expanded in another
window.

Bring the rubric to the top

To access your rubric in the sidebar,
close the other window containing your
expanded rubric.

"TIP:When your rubrio s expanded In another
‘window, you can utiize other GradeMark
sidebar tools such as QuickMarks and
Comments.

= = 5 E S \J

| #swownn |« |

[} sorras ot wriingrbe |+

Click on the Apply rubric percentage to grade button at the bottom of the expanded
rubric window to apply the rubric percentage to the assignments total point value.
Once a grade is applied from the rubric scorecard it will appear in the Grade field at
the top right corner of the document viewer.

To continue grading other student papers with the expanded rubric open in another
browser window, click on the next arrow at the top right of the document viewer or
use the paper list drop down to select a specific paper.

What's New
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Chapter 4: GradeMark®

General Comments

An instructor is able to write a general comment or leave a voice comment regarding
a paper. The general comment tool allows for a longer, less area-specific feedback to

be provided to the paper’s author.

To add a general comment:

1. Click on the general comments icon at
the bottom of the GradeMark sidebar.

2. Click on the pencil icon or within the
text field to add your comment

3. Type in the comment within the text
field

4. Click Save to save your comment

The general text comment will be part of the printable version of the GradeMark page

for student users.

Note: The General Comments sidebar is the default sidebar that students see
when they open up their paper in GradeMark.
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Voice Comment

Instructors are able to leave a voice comment on the student’s paper from within the
General Comments sidebar. Just like the written general comment the voice comment
allows the instructor to leave an extended comment about the paper as a whole. To
leave a voice comment the instructor must first navigate to the General Comment
sidebar and have a computer microphone available.

To add a voice comment:

1. Click on the general comments icon at
the bottom of the GradeMark sidebar.

2. Click on the record button to begin
recording the voice comment

Note: An Adobe Flash player settings pop-
up will appear asking for permission
to allow Turnitin to use the computer’s
microphone. Select allow to be able to
record a voice comment

3. Once you have finished recording your
voice comment click on the stop button
to stop recording

Note: A voice comment can be up to
three minutes long. The length of the
recording is noted in the top right
corner of the Recording section

@ Recording

4. To play back the recording before saving
it click on the play button

5. To save the voice comment click on the
save icon

6. If you would like to rerecord a voice
comment after a voice comment was
already saved, you must first delete the
current voice comment by clicking on
the trash can icon and then repeat steps

2-5
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Additional Functions

The Comment List

The list of all marks that have been added to a paper can be viewed by clicking the

comment list icon at the bottom of the GradeMark sidebar.

L
14 p
L;_} =

A

The list of comments can be used to navigate to the location of a comment on the

paper by hovering the cursor over a mark in the comment list and then clicking on the

show on paper link that appears.

rF

'PAGE 1

Expand All Collapze All

Awk.

The expression or construction is cumberSGITie or
difficult to read. Consider rewriting.

Ehulﬁn papar

Instructor: (Mo Comment)

Navigation Between Papers

An instructor grading several papers may need to move to the next or previous paper

without returning to the inbox and re-launching the GradeMark interface.

The previous paper and next paper arrows at the top of each paper in the document
viewer allow the instructor to continue grading without returning to the assignment
inbox. Each time the instructor moves between papers, any changes that have been

made to the papers are saved automatically. An instructor may select a specific

student from the Paper # of # drop down menu.

erel

Tyler Morrison - Mercury
+ James Murphy - Pluto: The planet no longer considered a planet
Allison Tanley - Meptune
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Entering a Grade

A numeric grade may be manually entered for a paper by clicking the Grade box at
the top right of the paper, which opens a text box to enter the grade into. The Grade
field automatically displays a -- for the grade until a grade is entered. Grades entered
in this field will be saved to the GradeBook.

Paper 35 of 38 >
Note: If a rubric has been attached to the assignment, a grade will be
automatically entered in the grade field if the Rubric percentage is applied to

the assignments total point value.

Printing

The GradeMark interface is not designed to be printed from the primary GradeMark
screen. To download and print a paper with a full comment list and any rubric
information, use the print icon at the bottom left of the GradeMark window.

L= e =

Download PDF of current view for printing
nload PDF of digital receipt for printing aur

e 5

'*-L'|E¥1

A printable PDF version of the paper will be saved to your computer. Use the print
menu from within your computer’s default pdf viewing application to print the

GradeMark paper.
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e-rater® Grammar Check Technology

The e-rater grammar feedback technology, developed by ETS®, automatically checks
submissions to an assignment for grammar, usage, mechanics, style and spelling
errors; providing in depth feedback with on paper marks. To use e-rater technology
for an assignment it must be enabled during assignment creation.

When viewing a paper in GradeMark for an assignment with e-rater settings enabled,
e-rater technology will load the grammar and spelling marks once GradeMark opens
in the document viewer.

ENote: It may take up to a minute for the e-rater feedback to load onto the
paper.

The e-rater feedback appears on the paper as purple comments. Hover the cursor
over the mark to view the description of the e-rater feedback.

people in |mid- nineteenth I
Article Error 3

century, Yosemite Valley |

You may need fo use an article before this word.
held a special, even religin Consider using the article the.

View handbook

™ oemes ] haa comment
B

t an incomparable valley and v

hold on the American

The e-rater sidebar in GradeMark displays the five e-rater trait categories and the
number of each type of mark found for the paper. To view the ETS sidebar click on the
ETS icon at the bottom of the sidebar.

s

¥ Q“
—, = = lll'@?‘mﬁb

The e-rater sidebar displays each feedback category, a list of the traits for the
category and the number of marks for each trait. The marks for a category can be
hidden from the paper by unchecking the check box next to the category name.

T .y
1| ".;,. Srammar

Run-on 1

During assignment creation instructors can select which categories are hidden by
default for all papers submitted to the assignment.
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To dismiss a mark from the paper hover over the mark and click on the Dismiss
button.

rnia, United States Althoun not the first desinnated national pa||
Article Error W t*.'r_"ﬂ

, , al to the
You may need fo use an article before this word.
Consider using the article the. national
Irst

8dd comment
ISLUVELY Y 11" ||Idi[]EH'DU

If e-rater marks were dismissed from the paper the top of the sidebar will track the #
of dismissed marks. The instructor can restore the dismissed marks to the paper by
clicking on the Reveal All button.

1 individual mark dismissed Reveal All J I

To add an additional comment to the e-rater mark hover over the mark and click on
the Add comment button.

e T I et =TT | =
Article Error 3 @t

ry, Yosemite Valley | . i
You may need fo use an article before this word.

View handbook

on the American

s comment

v

A text box will appear below the mark description. Enter the comment in the text box
and click Save to add the comment to the e-rater mark.

You may need fo use an article before this word.

Additional Comments

the American

arable valley and

m View handbook
mind, parcaptio
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Comments added to e-rater marks can be edited by hovering over the mark and
clicking on the edit comment button.

ey and| view handbook

' Edit comment

When an additional comment is added to an e-rater mark an icon appears next to the
mark’s title informing the student or the instructor that there is a comment added to
this mark.

people in mid- nineteenth

century, Yosemite Valley

Student Engagement

Once the papers submitted to an assignment are graded, instructors can view student
engagement with the graded papers. An icon of a person with a check mark appears
within the response column in the assignment inbox for each student who reviewed
their graded paper in GradeMark for longer than 30 seconds.

SIMILARITY GRADE RESPONSE FILE PAPER ID
27% 7 (] 197902819
14% W 45 @ (] 197902612
g0/ I & ol 107009 T7TAS
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