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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 Login to Moodle 
Access the Moodle Learning Management System at http://elearning.unam.edu.na 

 

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. 

http://elearning.unam.edu.na/
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Figure 2: List of enrolled courses under “My Courses” menu on navigation bar 

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

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

 

Figure 3: List of enrolled modules on “Dashboard” 

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. 



Page 5 of 24 
 

 

Figure 4: Listing of assignments under “Assessment” section 

 

 

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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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. 

 

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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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.  

 

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. 

 

Figure 10: Part of list of submissions fields 

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

 

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.  

 

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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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.  

 

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.  

 

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. 

 

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”. 

 

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. 

 I  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. 

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.  

 

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. 
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 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  This is 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. 

 

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.  



Page 13 of 24 
 

 

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.  

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

 

 C  To filter submissions listed.  

 
 

 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.  

 

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.   

 

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.  

 

Figure 22: Extract zip file 

2.1.1 In Folders 

 

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.  
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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. 

 

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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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.   

 

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”. 

 

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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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).  

 

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. 

 

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.  

 

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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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 

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. 
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Figure 33: File type and name 

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

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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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.  

 

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”.  

 

Figure 36: Help text for difference and changes in marks between online and offline 



Page 22 of 24 
 

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.  

 

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 CODeL: 

 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 

 

 

  

mailto:gkooper@unam.na
mailto:ehaipinge@unam.na
mailto:abezuidenthout@unam.na
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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. 

 

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. 

 

Once you have selected the filter, you can select all the listed submission by ticking 

the box indicated below.  
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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. 

 

When you have locked submissions, the status “Submission changes not allowed” 

will be indicated next to the locked submissions.  

 

It will also show status of assignment locked when on the grading screen on the top 

right of the screen as seen below. 

 

 

 


