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1 SECTION A: ONLINE MARKING

The following is a quick guide for marking the assignments on the UNAM Moodle
Learning Management System.

The Online option in described in Section A and Offline option where you can
download the submissions in Section B of this guide.

1.1 Loginto Moodle
Access the Moodle Learning Management System at http://elearning.unam.edu.na

(5]

¥ Assignment: Assignment % | [} Kooper, Gerhold Benjamin.. X Centre for Open, Distance... X =+ -

GY @ elearning.unam.edu.na @  Qle3assignmnetannotation » Yy | B ¥ @& e ® - R B o

m x

= CODeL EPORTFOLIO XERTE PANOPTO ONLINE SUPPORT

Centre for Open, Distance and eLearning

eLearning @ UNAM

UNAM management made a historic decision to go "e”. That means a new era is emerging not only at UNAM but in Namibia, contributing

to other existing e-initiatives in the country. This decision implies an evolution for UNAM. We are therefore calling on the entire UNAM

community to embrace this revolution and join the University management in making the "e” era a reality at UNAM. ~L0GIN
What does that mean for the lecturer and the student at UNAM? It implies embracing a culture of lifelong and flexible learning. For the Username
A lecturer, it means he/she will become a facilitator of student learning rather than the sole owner of knowledge. Students will have to be
*  engaged more rigorously in their learning, taking ownership, while the lecturer takes on a coaching role. >
!' Password
We at the Centre for Open. Distance and eLearning (CODeL) invite the entire UNAM community to join us moving forward. \
-

Please contact us @ abezuidenhout@unam.na
00 Remember username

Dr Maggy Beukes-Amiss
Director: Cenire for Open, Distance and eLearning
( Lost password? -:

Search courses Go

Figure 1: Front page for login onto Moodle

If you perhaps forget your password, you can do a self-reset by clicking on Lost
password link circled above and follow the instructions on the next screen. You will
receive an email in your email for changing the password.

1.2 Select or Enter Your Course
You have two options for accessing the course for which you want to upload the
assignment.

Option 1: Access Courses from the “My Courses” menu on the Navigation bar as
below.
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http://elearning.unam.edu.na/

EPORTFOLIO

XERTE PANOPTO ONLINE SUPPORT

= CODel

Dashboard
Site home
Calendar
Private files

My courses

Descriptive Revised
Distance Courses Template
-Jan 2017

Revised Distance Courses
Template - Jan 2017

elearning in a Nutshell
Course

Sandhox - Schonl of

Lecturer GBK . -

Lecturer GBK

Customise this page

|
\ COURSE OVERVIEW

Orientation to Moodle

L}: .| You have assignments that need attention

Centre for Open, Distance and eLearning

Revised Distance Courses Template - Jan 2017

Figure 2: List of enrolled courses under “My Courses” menu on navigation bar

LEARNING PLANS

My plans

Elemantary Moodle Skills
for Lecturers

UPCOMING EVENTS

) Semester 1 Modules
Assignment 2

Beviead Distance Coursss

This option is the easiest visible and accessible from any place in Moodle.

Option 2: Access Courses from the Dashboard under Course overview.

Orientation to Moodle

. You have assignments that need attention
[ There are new forum posts

Centre for OpenyDisfancefand eLearning

Tutors Training - 11 March 2017

Centre for Open, Distance and eLearning / Com ity of Pgafttice / Training Courses

Managing a Moodle cours

Centre for Open, Distanc, el.earning / Community of Practice / Training Courses

The Quiz

Figure 3: List of enrolled modules on “Dashboard”

M adule_ 5
COues

When you click on the dashboard, you will see a list of all the courses for which you
are enrolled in the “Course Overview” block. You may sometimes have to click on
“Show more” if you have a lot of courses.

Select the Assessment Section shown below to see the list of assignments.
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Revised Distance Courses

Template - Jan 2017 Revisec

Participants Dashboard / My |

Badges

Competencies

Announ
Grades
=il
lvt_l Announc
Bm Announcements and =
Discussions A=l Discussic
=]
|_| Course F
Bm Course Information
Template
B@ Resources and
Moodle
Activities -
Resource
of Moodl

B Live Online Lectures

Figure 4: Listing of assignments under “Assessment” section

Announcements and Discussions
lEI Announcements
|_|

"=l Discussions Forum
=
|_| Course FAQ
Template with descriptive text
Moodle YouTube Channel

Resources such as tutorials, MoodleMoot Conference recordings and etc. The current version of Moodle ing

Course Information Resources and Activities Live Online Lectures Open Discussions

Information related to course content, tutors and coordinators
= Instructors Information
Figure 5: Listing of assignments under “Assessment” section

Once you are under the Assessment section, among other resources you would find
the assignment activity which you need to select to start the online marking.

1.3 Select Assignment
You must then click on the name of the assignment you would like to submit. The

assignment activity would be accompanied by the = icon.
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B e

Academic Writing Tutorial i

[
ity

APA Referencing Tutorial

L v
W Assignment Document Template for Submission (54
262.8KB Word document Uploaded 1040217, 10:23
[EX : ) e
CODeL Assignment Cover Tutorial 4
(M ]
UNAM Plagiarism Policy L
152.4KB PDF document Uploaded 3/02/17, 11:26
i HH
i Assignment Readiness Check L
Assignment grading in Moodle since version 3.1
A quick overview video for lecturers and tutor markers
[E ’ !
How to submit an assignment on Moodle
Video tutorial.
é I
$=! pemester 1 and Year Modules: Assignment 1 L
() s 0
emester 1 Modules: Assignment 2 L
. . . . HEH
Assignment Resubmission: Asssignment 1 and Year Modules L

Mot available unless: The activity Semester 1 and Year Medules: Assignment 1 is marked
complete

Figure 6: Example assignment activities

Once you have selected the assignment, you will be shown all the necessary
information about the selected assignment as shown in figure 5 below.

Assignment 2

Visible groups

All participants

Grading summary

Participants 188

Submitted 25

Needs grading 25

Due date Monday, 29 August 2016, 11:55 PM
Time remaining  Assignment is due

Late submissions Allowed until Thursday. 1 September 2016, 11:55 PM

View all submissions Grade

Figure 7: Selected Assignment Information

In the above screenshot the circled dropdown list allow you to choose the
information for particular group (the Centre) as shown below in figure 6. The
“Grading summary” will reflect the selected group. We recommend that if a course
has many tutor-markers, then you should distribute students amongst tutors based
on Centres: each tutor gets assigned (a) particular Centre/s. This would make it
easier for claim purposes as it would be easier to determine which students a
particular tutor has actually marked.
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Visible groups

All participants Ij
Eenhana
Katima Mulilo
Keetmanshoop
Khorixas
Opuwo
Oshakati
Otjiwarongo
Rundu
Swakopmund H
Tsumeb
Windhoek ¢

Figure 8: Group options
Next we look at the information presented when you view the list of all submissions.

1.4 View All Submissions

When you have clicked on the “View all submissions” button in figure 5, you will be
presented with the list of submission shown below in figure 7. If you click on the

“Grade” button in figure 5, you be presented with the grading screen for the first
student as shown in figure 14.

Assignment 2

Grading action

Choose...
Visible groups
All participants

Reset table preferences

Last Last
User First name / modified Submission modific
Select picture Surname Email address Status Grade Edit (submission) File submissions comments (grade]
O
O v 2002 ...J@students.unam.na ?ubmltted Edit~ Monday, 29 W Legal and Ethical
Lonuwa or August 2016, issues fin g Comments
grading 2:21PM URKUN
Uekun
/100.00
Seafl
O (PN 20120 y@students.unam.na ?ubmltted dit~ ;ﬂondiygéfas W Assignment 2 of
manwene or ugus : Legal and Ethical ents
grading 2:21PM K
issues in
/
/100,00 HIVAIDS.dg
URKUN
O PR 201%..._ __@students.unam.na Submlﬁ@ Edit~  Sunday, 28 [ LEGAL ETHICA
for August 2016, 1SSUES. do. Comments
grading 8:08 PM URKUNDI (0)
/100.00
O 2013L. .. J@students.unam.na Submitte| Edit~  Monday, 29 W Assignmgn
R, for August 2016, LEGAL E Comments

' ) ocx
grading 8:50 PM URKUN (0)
/100.00

Figure 9: List of submissions

Due to screen display limitation, not all fields are visible above and the rest of the

fields are shown below in figure 8 with the associated user information part in figure
9.
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The Urkund score indicated as above shows the percentage overlap of the content in
the assignment document. A separate communication will be sent out on how to
interpret these scores and what to do with it.

Last
Submission modified Annotate Final
comments (grade) Feedback comments PDF grade

Figure 10: Part of list of submissions fields

Below is the information associated with the above fields shown with the drawn box.

_._——'-'_"‘-—-__-__

[Wd Assignment 2
LEGAL ETHICS.docx
URKUMND:

Comments
(@

Figure 11: Information sample of part of the fields above

Next we look at the actions you can perform on the list of submissions shown in
figure 7.

1.5 Options and Bulk Actions on View of All Submissions

There are various actions you can perfrom in bulk on the list of submissions. Below
in figure 10 you see the “Grading action” options which is seen in the top left as can
be seen in figure 7.

As seen in the dropdown menu, you can download all the assignment onto your
computer to maybe print-out and mark by hand. You would then enter the marks and
feedback of the offline marked assignment with quick grading when you view the list
of submissions as seen above in figure 7 and clicking on the button “Save all quick
grading changes” marked with C in figure 11 below.

Grading action

Choose... |V|

Download all submissions
View gradebook

Figure 12: “Grading action” options for submission list

The screenshot below in figure 11 shows all the buttons and options found at the
bottom of the list of submissions for the assignment.
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<

Notify students
Save all quick grading changes 6 '

with selected...

Lock submissions

Options

Assignments per page 50 |~

Filter Q_,__d/ %
Quick grading

Show only active enrolments

Figure 13: Bulk action options at bottom of submission list

In the above screenshot the labels with letters are as follows:

» A > When you have selected a some number of submissions by ticking the
checkbox next to each submission, you can perform the operations listed in
figure 12 below. “Lock submission” prohibits the selected students from
making any changes or updates to their submitted assignment.

With selected...

B3

Unlock submissions
Download selected submissions
Grant extension

Figure 14: (A) Bulk action options on selected submissions from list

> B - You can filter the list of submission displayed as per the options shown in
figure 13 below.

Filter B
No filter
Quick grading Not submitted
Show only active enrolments Requires grading
Figure 15: (B) "Filter" options

» C > When you have downloaded, printed and marked the assignments offline
and just want to enter marks and feedback, you click on this button to save
the quick grading changes.

Next, we will look at the grading process for each student one by one.
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1.6 Grade Submissions or Assignment

As seen in figure 7, there is a “Grade” button next to each student and when you
click on the button next to the student you would like to grade, you would be taken to
a screen as shown below in figure 14.

& Dashbosrd X Assignment hssignment 2 + = a

m =

"B & A 20O 5> 8-

E < v
141 01188

s % Submission

~  Submitted for grading
Hot gradea

twas submitied 3 hours 4 mins early
s supmission

~@<—F

UNIVERSITY OF NAMIBIA G_'

Name: Miryam Shinedima

Stude

mber: 20139650

Madule: legal & Ethical Issves In HIV/AIDS Counselling CEH 1452

K

Figure 16: Grading screen

In the above screenshot the labels for each are as follows:

» A - Link to exit to the current course or module

» B - Link to exit to the current assignment. Would be shows the screen as in
figure 5 giving the “Grading summary”.

» C - Navigation buttons for the pages in the document currently being
marked.

» D - Name and student number of the current student who’s submission is
being marked.

» E - Navigation through the students in the current assignment. You can see
it more closely in figure 15 below. To see a particular student, you can start
typing the name in the text box written “Change user”.

ﬁ’@"f _/?‘ MN Aksel vT*

2 @students. unam.na

r\l Eﬂ- Sl Alugodhi

201608377 @students.unam.na

SO Amoonga
ed 9 hours 33 mins early 201613766@students unam.na *
omission SN Amutenya

I issues final.doc URKUN 201511935@students.unam.na

L Angula
201613882@students unam.na

5 Ashimbanga
201606060@students.unam.na

Save coMMARTIanCar

Figure 17: (E) Students selection
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» F - Shows the Urkund overlap score.

» G - Where you can exchange comments with the student; This is not for the

feedback about the grading. You must click on the “Comments” link to see the

input text box. This is like messaging with regard to the submission and is

continuously visible to the student.

H = Where you enter the mark or grade.

| > Where you enter the feedback for the grading.

J = When done entering the grade and the “Feedback comments”, you click

here to save and make affect the grade.

» K - This indicates if the student is to be notified via email that his assignment
has been marked.

Y V VY

You can move to the next student by clicking on the arrow for next labelled in figure
15.

1.7 Using the Annotation Tools

The annotation tools are found on top of the assignment documents.

8 X
P < E A
Figure 18: Annotations toolbar

The icons or button form 4 groups as labelled above A, B, C and D. Their functions
are follows:

= A - The stamp has an icon next to it for the selection of what to be stamped.
If you click on cross icon you would see the following option. After having
selected what to stamp, you just on the document where you want to stamp.

= B - These icons are for the highlight and other shapes such as circle,
rectangle, straight line and free hand. You click on the drop to select the
colour of the shapes and highlighter.



= C - These are for selection of existing annotation on the document. You

would use the cursor icon to delete an annotation. You first click on the
icon and you would see the option to delete with a little trash icon as seen

below for example.

= D - Thisis inserting comments. You would choose the colour of the textbox
by clicking on the colour icon as seen below.

You can easily remove a textbox with comments by clicking on the textbox
and then trash can icon without having to first use the selection cursor as with
other annotations as seen below.

Some comment
Add to quicklist

Delete comment

This ends Section A of this guide.

2 SECTION B: OFFLINE MARKING

The following is a guide for Alternative Offline Marking of the assignments on the
CODeL Moodle Learning Management System (LMS).

It is also a guide or feedback through the use of Microsoft Word insert comments
and Track Changes.

2.1 Download Submissions to Insert MS Word Comments and as such
While at the screen when viewing all the submissions for selected assignment as in

figure 9 above, on the top right you would have the option for downloading all the
submissions as shown in figure 19 below.



Assignment

Grading acli0n| Choose

A

+—NR

Visible groups  All participants

First
User name / Last modified
Select \ picture  Surname Email address Department  Status Grade Edit  (submission) File submissior
O = 5] = = B = = = B
[l U Student gerosna@yanhoo com Submitted Grade Edit~ Wednesday, W Mool
GBK for 25 January OCJthme
grading 2017, 12:27
Graded 60.00/100.00 PM

With selected . \ Lock submissions B

~ Options

Assignments per page 100 =

Filter Submitted B Q/ t

O Quick grading (3)

B Show only active enrolments (@)

@unload submissions in folders @

Figure 19: View all submissions view

While on the screen of view of all submissions, at the bottom you have the option of
how downloads should be formatted. The menus as labelled above are:

A > Where you would click for the option to download all submission as seen
in Figure 20 below.

B - If you would like to download a selected few, you would first filter and
select the submissions and then choose the option from this menu.

| Lock submissions : |

Lock submissions
Unlock submissions

Download selected submissions
Grant extension
Send feedback files

You have to click on the Go button for the selected action to be executed.

C - To filter submissions listed.

| Submitted : |

No filter
Not submitted

Requires grading

D - Whether submissions should be organized in folders or not for download.
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If you would like to download selected submissions, you would select the specific

assignment by ticking the checkboxes on the left of each and using the menus on
the bottom labelled as A in figure 11 above.

Assignment 2

Grading action

. Download all submissions i

Choose...

Download all submissions

Download grading worksheet

Upload grading worksheet

Upload multiple feedback files in a zip
View gradebook

Figure 20: Grading action options

Once you have selected to download the submission from the dropdown menu, you
would be presented with the usual dialog box to save the zip file containing all the

submissions. Make sure to select the option to “Save File” and choose the location to
save.

Opening ISM2582 _2016_52-Assignment 2--10760.zip X
You have chosen to open:

i ISM2582 2016_S2-Assignment 2--10760.zip

which is: Compressed (zipped) Folder (3.9 MB)
from: http://elearning.unam.edu.na

What should Firefox do with this file?

(@) Open with | Windows Explorer (default) v

@FME

[ De this automatically for files like this from now on.

Figure 21: Dialog box to save submissions

After you have saved the zip file at the desired location, extract the files as seen in
figure 22 below. The screenshot may not look the same as on your screen
depending on your operating system and installed zip program.

~

MName D
i 15M2582 _2016_52-Assignment 2--10760 1
Open
Oeen in new window
[ExtractAII... ,
i Sranwith FSFT Fadnnint

Figure 22: Extract zip file

2.1.1 InFolders

Below is a sample of the extracted submissions, each submission contained in a
folder with the students’ first name or initials; surname and an identifier. IT IS
IMPORTANT NOT TO CHANGE THE NAMES OF THESE FOLDERS.

Page 14 of 24



=
MName Date modi

AB Huseb_5941_assignsubmission_file_
AM Kwala_6741_assignsubmission_file_

AQ Peter_6756_assignsubmission_file_

CL Muyunda_6730_assignsubmission_file_
EV Hitikua_5939_assignsubmission_file_

GN Markus_6739_assignsubmission_file_

JM Nghishekwa_5970_assignsubmission_file_

1
1
1 2
BA Anton_5944_assignsubmission_file_ 13/09/2014
1
1
1
1

Figure 23: Extracted files of submissions

You can now open the folder for each of the student submission, open the
word documents and apply track changes.

2.1.2 Without Folders

If you have unchecked the setting labelled D in Figure 19, you would see the
submissions as seen Figure 24 below.

M A Kaukewahulo_30138_assignsubmission_file_QUESTION 2.docx

ms A Moses_18843_assignsubmission_file_Auditing 14, Albert Moses.docx

as A Mutikeri_18891_assignsubmission_file_Audit Assignment 1 Final.docx
A Schoeman_298%4_assignsubmission_file_ AUA3T51.pdf
AK Matengu_18840_assignsubmission_file_AUDITIMNG 1A ASSIGNMENTO1. pdf

M= AM MNgongo_34785_assignsubmission_file_AUDITING 1 A ASSIGNMENT 1.docx

f= AN Hishitengo_18850_assignsubmission_file_ALE AUDITING.docx

15| Andreas Five Kavela_32367_assignsubmission_file_CODel _Assignment_Cover_2017.docx
AP Shatilwe_18876_assignsubmission_file_Auditing 1A.pdf

Asteria Kosmas_18842_assignsubmission_file_Assignment 1.pdf
Figure 24: Downloaded submissions without option to organize in folders

Each submitted file would be prefixed with the student name and a special number and appended
the uploaded file name at the end. It is important not to change the file names.

2.2 Uploaded Files with Applied Track Changes back to Moodle

When you have done applying the track changes to the MS Word documents (the
assignments), you would need to select or highlight the folders of the student
submissions and zip them again as seen in figure 25 below. The screenshot may not
look exactly the same as on your screen depending on your operating system and
installed zip software programs.
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Mame h Date modified Type Size

AB Huseb_5341 acsicncn bmaierinn fila 12/00/IN1 A 1220 File folder
AM Kwala_67 Pin to Quick access File folder
AO Peter_67° Add to VLC media player's Playlist File folder
BA Anton_59 Play with VLC media player File folder
CL Muyunda Share with b File folder
EV Hitikua_5¢ File folder

@ Scan with ESET Endpoint Antivirus

GM Markus_£ File folder

IN Nghishela  Advanced options > File folder
K.T. Kaafuli_£ Send to >
KT Mambahu cut i Compressed (zipped) folder
L Shaama_&7
Copy b
M Petrus_67€ |Z| Documents
MM Banda_3 Create shortcut 5

2%

Dropbox
MV Sihela_67 Delete s

N Swart_596( Rename
NN Kasheeta

FZ Fax recipient

“| Mail recipient

o Pm’PEftiEs - & DVD RW Drive (F)
PM Petrus_3962_assignsubmission_file_ File folder
RO Hellao_5963_assignsubmission_file_ File folder
RSN Mamalermo_6738_assignsubmission_file_ File folder
Selima Shimmwefeleni_3953_assignsubmission... File folder
SM Shituleni_6734_assignsubmission_file_ File folder
ST Bobo_67531_assignsubmission_file_ b 12:37 File folder
VT Mupurua_5942_assignsubmission_file_ 2016 12:37 File folder

Figure 25: Zip finished submissions with track changes done to be uploaded to Moodle

Once you have clicked to compress folders, you would see the zip file in the same
folder as the list of selected folders as seen in figure 26 below. The name may be by
default the one of the first folder, make sure to give this zip file a proper name.

kugizsion file

AB Huseb 3941_assignsubmission_file

Pl andr rn . Laa

Figure 26: Zip filename

When done to login onto Moodle, entering the course, selecting the assignment
activity as explained in sections 1, 2, 3 and 4 above; from the “Grading action”
options while viewing all submissions, you select “Upload multiple feedback files in a
zip”.

Assignment 2

Grading action

Download all submissions ‘V‘

Choose...
Download all submissions
Download grading worksheet

_____ e o

Figure 27: Uploaded done submission with track changes onto Moodle

You would now upload the zip file containing the submissions with track changes
applied and saved referred to in figure 26 above. As shown in figure 28 below, you
would click in “Choose file” (which is the zip file); upload the zip file with the file
picker shown in figure 29 below.
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Assignment 2

Upload multiple feedback files in a zip

Upload a file*
P ‘ Choose afile... I} aximum size for new files: 300MB

-

You can drag and drop files here to add them.

Import feedback file(s)

Figure 28: Select and upload zip file

The “File picker” below in figure 29, you will be presented whenever you need to
upload a file from your computer. Follow as numbered and make sure the file is
selected as underlined with red next to the “Browse” button (not the same file name
as the example here).

File picker

(%

T Serverfiles

Th Recentfiles l
Th Private files

Attachmen ‘Il M2582_2016_52_assignment 2--10760.zip
) wikimedia

Save as
Author = Administrator GBK

Choose license | All rights reserved bt

Upload this file Q/ E

Figure 29: File picker to upload zip file

Once you have uploaded the zip file with the feedback files having the MS Word with

track changes applied, you would be presented with confirmation screen as seen in
figure 30 below.

Assignment 2
Confirm zip upload

New feedback file "/BASICS OF MEDIA LAWS ASS 2 290871 6.docx” for student "AB /Huseb”
New feedback file "/Basic of Media Law ass 2.docx" for student "AM Kwala"

Confirm Cancel

Figure 30: Feedback update confirm
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If after you have clicked to “Import feedback files”; it gives a result of no changes,
you probably uploaded the wrong zip files; you likely uploaded the same downloaded
zip file of the submissions. Check again and rectify this.

Next we look at downloading the grading worksheet to enter marks and feedback
comments offline.

2.3 Download Offline Grading Worksheet

This section is for downloading the grading book to enter the marks/grades and
feedback offline in a MS Excel in the case you have done offline marking by hand.
When your viewing the submission for an assignment as seen in figure 7 above
(after completing steps in sections 1 to 4 above), you can select the “Download
grading worksheet” from the “Grading action” as seen in figure 31 below.

Assignment 2

Grading action

Choose... ‘V|

D) puadarhereT D
Download grading works

heet
Upload multiple feedback files in a zip
View gradebook

Figure 31: Download grading worksheet

Once you have downloaded the grading sheet and saved it on your computer; when
you open it, you should see something as in the screenshot below in figure 32.

You can resize the column widths without affecting the data in the sheet. Do not
make any changes in cells other than needed; see below a bullet list of the field
or column names.
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ific Feedback comments.
. 1 September 2016, 11:03 AM

Thursday, 1 Thursday, 1 September 2016, 5:13 PM

Monday, 2¢Sunday, 11 <p>You were expected to discuss the main principles of the Code of Ethics in your own words and not ta reproduce {copy) the Code of Etics, <or></p>

Monday, 2*Sunday, 11 <p>You were expected to discuss the main principles as contained in the Code of Ethics. <br></p>

20120126¢
Masule 20120288¢

n of the applicable principles and the 2ppk
s the principlefs of the Cade of Eth

Figure 32: Offline grading worksheet view

Below are the list of columns or field names found in the first row; KEEP THIS
EXACTLY AS IT IS. The data or cells for each student is indicated below and the
ones of interest for our purpose are highlighted; which are the Grade/Marks, whether
it can be changed and the feedback comments.

Identifier

Full name

Email address

Status

Grade

Maximum Grade

Grade can be changed
Last modified (submission)
Last modified (grade)
Feedback comments

VVVVVVVYVYVYY

The values under “Grade can be changed” is by default set to “Yes” for the
respective students; meaning if you have entered a different grade or mark in this
offline worksheet than what is on Moodle, the value from the worksheet would be
set. If you do not want this to avoid grade changes by mistake, then change all

values under this column to “No” and then “Yes” for the ones you specifically want to
be updated.

To make sure that the final version of the file is in the correct format to upload back
to Moodle, use “Save as” from MS Excel to save the grading worksheet as a .cvs
(Comma Separated) file as seen in figure 33 below.

Page 19 of 24



si

si

si

si

Make sure that the file type is as shown above and the file name to be the same as

Save As

U <« Desktop » Online Assignment Submission Files » Offline Grading
Organize « New folder
Maonthly Repi # Mame : Date modifig
ADHE Mento ISM2582 _2016_52- Assignment 2--10760
0_DONE (3= Grades-15M2582 _2016_52-Assignment 2-...

AM Kwala_6741_
Offline Grading

Online Assign
Microsoft Excel
5} Dropbox
¢ OneDrive

= This PC

File names:

Save as type:

m

L

o

Grades-ISM2382 _2016_52-Assignment 2--10760 <€;F—‘—

JCSV (Comma delimited)

Authors:

# Hide Folders

Excel Workbook

Excel Macro-Enabled Workbook
Excel Binary Workbook

Excel 97-2003 Workbook

XML Data

Single File Web Page

s

Web Page

Excel Template

Excel Macro-Enabled Template
Excel 97-2003 Template

Text (Tab delimited)

Unicode Text

XML Spreadsheet 2003
Microsoft Excel 5.0/95 Workbook
Formatted Text (Space delimited)
Text (Macintosh)

Text (MS-DOS)

C5V (Macintosh)

T

Figure 33: File type and name

the downloaded in figure 31; it contains

» Grades-[course code]-[assignment name]—][identifier]

2.4 Upload Grading Worksheet with Offline Entered Marks and Feedback Comments

When you are done with entering the marks/grades and feedback comments offline
in the grading worksheet, you would need to upload them onto Moodle for all those

feedback and marks to be reflected online.

Once you are viewing the assignment as in figure 7 above (after completing steps in
sections 1 to 4 above), you can select the “Upload grading worksheet” option from

the “Grading action” dropdown menu as seen in figure 34 below.
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Assignment 2

Grading action

Download grading worksheet v

Choose...
Download all submissions

Bsinazip

View gradebook

Figure 34: Upload grading worksheet

You would then be presented with a screen similar to the screenshot seen below in
figure 35 to upload the grading worksheet file.

Assignment 2

~ Upload grading worksheet

— 4

Upload a file* (7
P ® ximum size for new files: 300MB

Grades-ISM2582 _2016_52-Assignment 2--10760.csv

Encoding (%) UTF-8 4
Separator ()
OTab O Colon O Semicolon
Q) : 2 ___@ow updating records that have been modified more recently in Moodle than in the
spreadsheet.

2

Upload grading worksheet Cancel

Figure 35: Uploading grading worksheet

In the screenshot above in figure 35, once you have selected the file after clicking
on “Choose a file” button and using the “File picker” to pick the file from your
computer, you would click on “Upload grading worksheet”.

Allow updating records that have been modified moré. .

recently in Moodle than in the spreadsheet.

When the grading worksheet is downloaded from Moodle it
contains the last modified date for each of the grades. If any of the
grades are updated in Moodle after this worksheet is downloaded,
by default Moodle will refuse to overwrite this updated information
when importing the grades. By selecting this option Moodle will
disable this safety check and it may be possible for multple

markers to overwrite each others grades.

Figure 36: Help text for difference and changes in marks between online and offline
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Above in figure 36 is the help text that would be shown for the check mark to update
records labelled 2 in figure 35 above. Once you choose the grading worksheet file
and click on “Upload grading worksheet” seen in figure 35 above, you will be
presented with a confirmation screen as seen in figure 37 below, before changes
are reflected.

Assignment 2
Confirm changes in grading worksheet

Set grade for CW Meyer to 1.00

Set field "Feedback comments" for "CW Meyer" to "A feedback comment entered offline"

Set grade for AK Nangolo to 1.00

Set field "Feedback comments" for "AK Mangolo" to "Another feedback comment entered offline”

Confirm Cancel

Figure 37: Confirming mark entry only from uploaded grading worksheet

This completes the steps for doing offline grading and feedback entering.

For further enquiries and assistants on this marking process, you can contact the
following persons at CODelL.:

» Gerhold Kooper (LMS Administrator) @ gkooper@unam.na; 206 3249

» Erkkie Haipinge (Deputy Director: eLearning) @ ehaipinge@unam.na; 206
4906

» Annaliese Bezuidenhout (Project Manager) @ abezuidenthout@unam.na;
206 3282
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3 Appendix A: Lecturers and Tutor Markers: How to Lock Submissions

It is unfortunate that already graded submissions are not locked automatically for
now. This quick guide shows how to lock submitted assignments.

If already graded get regraded, ONLY the new graded annotated assignment will be
displayed.

Starting from viewing the assignment activity, you would select to View all
submissions.

Separate groups Al participanis %

Grading summary

Participants 1

Submitted 1

Needs grading 0
Due date Friday, 24 March 2017, 11:55 PM
Time remaining 1.day 11 hours

- ’ View all submissions Grade

First you would want to see all the submissions or at least enough per screen to
select with Assignments per page setting seen below. Also to filter the list as to only
see for those students that did made a submissions only by selecting Submitted for
filter.

Options
Assignments per page ‘-% 100 %
Filter --—7 Submitted :

No filter
Mot submitted
Requires grading \ments

[ Download submissions in folders

Once you have selected the filter, you can select all the listed submission by ticking
the box indicated below.
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Separate groups Al participants

First
& User name / Last moi
picture Surname Email address Department  Status Grade Edit (submis
@ = = = = = = = =
O w Student gerosna@yahoo.com Submitted for Edit~ Wednesc
GBK agrading March 20

8:40 PM
Submission 70.00 /100.00

changes not
allowed
Graded

After having selected all the submitted submissions, you would choose the action at
the bottom of the screen to Lock submissions and click on the Go button.

With selected. . | Lock submissions = l

Lock submissions
Unlock submissions
. Download selected submissions
- Opthl‘IS Grant extension

When you have locked submissions, the status “Submission changes not allowed”
will be indicated next to the locked submissions.

First
User name f
Select picture Surname Email address Department  Status Grade
( S| = S| = S| =

O ‘ ] Student gerosna@yahoo.com Submitted for
GBK grading
~——~ 70.00 / 100.00

Submission
changes not
allowed

It will also show status of assignment locked when on the grading screen on the top
right of the screen as seen below.

Submission

Submitted for grading

This assignment is not accepting submissions
Graded

1 day 11 hours remaining

Student cannot edit this submission

----- Wl Assessment for and of Student Learning Module Outline.docx
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