GRADING ASSIGNMENTS

When you create an assignment, a column is added automatically to the Grade Center. An assignment
that has been submitted, but not graded, is indicated with an exclamation mark (‘=')—the needs grading
icon.

You can access assignments that have been submitted by students and need grading from the:

¢ Needs Grading page
-OR-
e Grade Center

Depending on your grading style, you can access and grade one assignment attempt, view all the
submissions for one assignment, or view all the assignments with submissions that need grading.

HOW TO ACCESS SUBMITTED ASSIGNMENTS FROM THE NEEDS GRADING PAGE

For courses with many enrolled students and gradable items, the Needs COURSE MANAGEMENT
Grading page can help you determine which assignments need grading first. Control Panel
For example, you can sort by the date submitted to provide feedback to the Content Collection
earliest submitters first. Course Tools

Evaluation
To access the Needs Grading page: Grade Center

1. On the Control Panel, expand the Grade Center section. FullGrade Center

Assignments
Tests

2. Select Needs Grading. The total number of items to grade appears on
the Needs Grading page. Users and Groups

Customization

FPackages and Utilities

To filter and sort attempts: -

1. Use the Filter drop-down lists to narrow the list of items to grade by Category, Item, User, and
Date Submitted. For example, make selections in both the Category and User drop-down lists to
display assignments submitted by a particular user.

Grade All

Zategory tem User Date Submitted
Assignment - JAIems w AlllUsers ~ AnyDate - E) Go

2. Click Go. The filtered items appear on the Needs Grading page.




3. Click a column heading or the caret to sort the assignments. For example, sort the assignments

by Item Name.

Date Submitted

Assignment Assign: Monday Might Moon Viewing

User Attempt

Henry Wagner Movember G, 2013 10:21:21 AM

Assignment Assign: Monday Night Moon Viewing Chris Casper Movember 6, 2013 9:32:23 AM

Assignment Assign: Monday Night Moon Viewing Ashby Cooper Movember 6, 2013 9:34:49 AM

Assignment Assign: Monday Night Moon Viewing Bruce Lopez. Movember 6, 2013 10:10:52 AM

Assignment  Assign: Monday Night Moon Viewing Ryan Johnson November 6, 2013 9:43:49 AM

Assignment Assign: Monday Might Moon Viewing Sandra Scott Movember &, 2013 10:17.46 AM

Assignment  Assign: Planet Paper Henry Waaner March 21, 2010 7:04:11 PM
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4. Click Grade All on the action bar to begin grading the assignment attempts.

Needs Grading

Grade All

Category tem User Date Submitted
All Categories = Alllems » AllUsers * AnyDate GO

54 total items to grade.

Page 10f3
Category Item Name User Attempt
Assignment  Assign: Monday Might Moon Viewing

Henry Wagner Movember 6, 2013 10:21:21 AM

I

Date Submitted Due Date

Assignment  Assign: Monday Might Moon Viewing Chris Casper Movember &, 2013 9:32:23 AN

5. The filtered assignment attempts appear on the Grade Assignment page in the order they were

sorted and filtered on the Needs Grading page.

HOW TO ACCESS SUBMITTED ASSIGNMENTS FROM THE GRADE CENTER

The Grade Center shows all gradable items. The number of items may influence
how you organize your time for grading tasks. You may also find it beneficial to
view a student's previous grades as you grade.

To access the Grade Center:

1. On the Control Panel, expand the Grade Center section.

2. Select Full Grade Center or the Assignments smart view to access the
assignment columns.

COURSE MANAGEMENT
Control Panel

Content Collection

Course Tools

Evaluation

Grade Center e

Needs Grading
Full Grade Center
Agsignments

Tests

Users and Groups
Customization
Packages and Utilities

Help



To grade a single assignment attempt: ] @

\ . .
1. Locate the cell for a student's assignment containing an Y e

exclamation mark.
Exempt Grade

2. Access the cell's contextual menu and select Attempt. =
Attempt 11/6/13 ()

3. The Grade Assignment page appears.

To grade all submissions for an assignment:

CQuick Column Information

1. Access the assignment column's contextual menu.
2. Select Grade Attempts. Grade Anonymously

. Assi t File Download
3. The Grade Assignment page appears. seinmEr T mones

Assignment File Cleanup

View Grade History

Edit CGIUFE Information '

ABOUT THE GRADE ASSIGNMENT PAGE

You access the Grade Assignment page from the Needs Grading page or the Grade Center. You can
navigate among users and attempts, view rubrics, grade anonymously, and view information about an
assighment.

You can view, comment, and grade student-submitted assignment files without leaving the Grade
Assignment page. When you view a document submitted in an assignment, that document is converted
to a format that is viewable inside the web browser. Supported document types that can be converted
are Microsoft Word (DOC, DOCX), Microsoft PowerPoint (PPT, PPTX), Microsoft Excel (XLS, XLSX), and
Adobe PDF (PDF). The converted document is displayed in a viewer on the Grade Assignment page.
Formatting and embedded images of the original document are preserved in the conversion.

The New Box View inline grading allows you to view other types of files in the inline viewer, such as
image files. For a full list of supported files, visit Box's page: File Types and Fonts Supported in Box
Content Preview.

Original formatting and embedded images are preserved. If a student has uploaded an unsupported file,
you're prompted to download it.

Note: Assignment submissions created with the content editor are not compatible with inline
grading. Submissions of this type show in the window, but annotation is not available.


https://community.box.com/t5/How-to-Guides-for-Managing/File-Types-and-Fonts-Supported-in-Box-Content-Preview/ta-p/327
https://community.box.com/t5/How-to-Guides-for-Managing/File-Types-and-Fonts-Supported-in-Box-Content-Preview/ta-p/327

Viewing 10 of 10 gradable tems
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() @ Chris Casper (Attempt 1 of 1) =

Assignment Instructions v Assignment Details ~

box =

GRADE
LAST GRADED ATTEMPT

n [}
l&

ATTEMPT

127417 1:05 PM /100
Chris Casper Q
Introduction to Saciology

Grade by rubric
Dr. Cathy Chu e :

i N P General Essay Evaluation Used for Grading
Sociological Imagination: DRINKING COFFEE

Drinking a cup of coffee is a simple act. My coffee needs to be as hot Feedback to Learner
as possible, black, and in my favorite cup. I'll wash my cup if it isn't

available. The cup needs to sit next to the percolator in anticipation. |
prefer my first couple ofguos of cofiee to be at home. When meeting

for coffee, | usually ordiSgll “fancy” coffee. | never take time to make Your paper on drinking coffee is a great improvement
myseli anything special.

For the toolbar, press ALT+F10 (PC) or ALT+FN+F10 (Mac).

since your last work. Please see my comments and |

Coffee drinking starts early for mast of us, but often extends thmls look forward to discussing them in class.

a lifetime. But many will say, coffee is more than a drink. It has

immense value as part of the social rituals we come together to

perform. We might meet someone

coffeehouse. We might regularly m B .

neighborhood joint. A first date can @ Cathy crj“ . e . @ V- A A
steaming cup. Work meetings and 08/28/2017, 1:39 PM

us even feel comfortable alone in 2 ~

are sitiing sipping our favorite caffe  YVhat social rituals are you referring to? & Add Notes

surrounded by other single-sitters ¢

Post a reply...

Cancel Save Draft m

~

Peaple who_maet for coffee are pre
together an atting than in what
highly social, ‘and for centuries coff
make their busi centers of ¢

)

Submission

Often the ritual of drinking coffee is Cancel Post D sociological imagination Chris Casper.docx 4
consuming the coffee itself. Fera

exhaustion, no work/life balance, a
quick fix. Because of its stimulating enecws v ue vran, cunge Gan oe

considered a drug. Like alcohol, coffee is an acceptable drug in social
situations.

Drinking coffee is associated with helping your health, as it may have
cancer-preventing properties. Some studies claim caffeine helps your

Annotation sessions expire after one hour. You'll receive a warning message. After the time limit,
annotations may not be saved. Need more time? Select Save Draft to save your work and continue later.
Your text and files are saved on the page. When you return, you can resume working.

A.
B.

View instructions. Expand the assignment instructions.

Add comments and highlight text. At the top of the panel, select Point annotation mode to type
comments in any place on the document. Point and drag your cursor to highlight text, then
select Highlight text. Select Add comment to highlighted text to add a comment to a highlighted
area. To remove a highlighted area, select Highlight text again. You can also zoom in and out,
and navigate to other pages in a student's file.

Remove or reply to comments. Select the Delete icon in the right corner of a comment to
remove a comment. Select a comment to reply and the Cancel and Post options appear.

Provide a grade and feedback. In the right panel, grade the submission, provide feedback,
attach files, and add private notes for yourself. If you associated a rubric, you can access it in this
area. Select the Click to open full content editor icon to access the editor. You can also override
or revert a grade.

Download the student's file. Save the original file to your computer.

What do students see? After you grade assignments, students can view their scores on their My Grades

pages. They can also select the assignment in the course to review their submissions, your feedback, and
their grades.



HOW TO USE THE GRADE ASSIGNMENT PAGE INLINE ANNOTATION TOOLS

Files that have been uploaded and converted for display in the inline viewer can be annotated directly
within the browser.

BOX POINT COMMENTS:

Viewing & of 8 gradable dems

@ Amy03 Eyre_03Student Test (Attempt 1 of 1) £

oo 1“

This is a subheading
This is text. This is text. This is text.

This ipde
152
This if text.

Add a comment here 3

<

4

A Um0

Click on the speech bubble icon in the top menu bar.
Click where you would like to position the comment.

Start typing your comment in the “Add a comment here...” box.
Click Post when you are done.

PwnNE

BOX HIGHLIGHT COMMENTS:

Viewing 0 of § gradsble items

€ @ Amy03 Eyre_03Student Test (Attempt 1 of 1) e

box

SAMPLE DOCUMENT 03

1 AT|
o . o8
This is a subheading
Thisistext. Thisiste L
28} c
This is tavt

B
.
l Add a comment here__ |3

T 4

i canee! 4

Click and drag your mouse over the text you wish to highlight and comment on.
Click the speech bubble icon that appears.

Start typing your comment in the “Add a comment here...” box.

Click Post when you are done:

PwNPRE



INLINE GRADING

The inline grading sidebar gives you all of the tools you need to grade the assignment inline.

Assignment Details ~ A

GRADE
Last Graded Attempt

Attempt
3/21/10 11:52 AM 1100

SUBMISSION
[ planet_durand.doc 9 +

A. Expand assignment details to show the information from the assighnment content item.
Collapse or expand the grading sidebar for more screen real estate.

C. Select additional attempts from a drop-down list. Click the attempt to load the submission in the
inline viewer and update the sidebar with the appropriate attempt-related data.

D. Type agrade for the attempt.

E. Download the originally submitted file. If more than one file was submitted for the attempt, all
files are available here.

F. Expand the rubric and comments fields.
e Use the grading rubric associated with the assignment.
e Add private notes, not visible to the student as feedback.

¢ Type feedback the student can see and attach files. You can expand the feedback field to
take advantage of the full content editor features.

SUPPORTED FORMATS

Supported document types that can be converted are Word (DOC, DOCX), PowerPoint (PPT, PPTX), Excel
(XLS, XLSX), and PDF (PDF).

NOTE: Inline assignment grading is available only with submitted files, not for content created
using the content editor.

The converted document is displayed in a viewer on the Grade Assignment page. Formatting and
embedded images of the original document are preserved in the conversion.

The viewer is supported on current versions of Firefox, Chrome, Safari, and Internet Explorer. No plug-in
or other application is necessary.

NOTE: If a student has uploaded a file that is not in a format supported by the inline viewer, you
are prompted to download the file in question. You will not see the inline viewer.



HOW TO GRADE ASSIGNMENTS ANONYMOUSLY

You can grade assignments anonymously to ensure impartial evaluation of student work. For example,

an opinion-based assignment that you grade anonymously may offer students a higher level of comfort
when expressing themselves.

In anonymous grading, all identifying information is hidden and attempts appear in random order. Each
student is assigned a number, such as Student 8.

To grade anonymously from the Needs Grading page:

1. Access an assignment attempt’s contextual menu.

2. Select Grade Anonymously. The Grade Assignment page appears.

Category Item Name . User Attempt

Assignment Assign: Monday MNight Moon Viewin@ Henry Wagner, X

Assignment Assign: Monday Night Moon Viewingi
Grade All Users (6)

Assignment Assign: Monday Night Moon Viewing G;_rade Anonymously [_E__D

To grade anonymously from the Grade Center:

1. Access an assignment column's contextual menu.

2. Select Grade Anonymously. The Grade Assignment page appears.

von kn A ecion: Mon _-

.

Cuick Column Information

Grade Attempts

Grade Anonymously

Assignment File Download
Assignment File Cleanup

View Grade History

EditCUIUiEInfUrmatiUn r

To grade anonymously from the Grade Assignment page:

1. Onthe action bar, click Hide User Names.
Grade Assignment: Monday Night Moon Viewing

Jump to... Hide User Names Refresh

2. Click OK in the pop-up window to verify the action. If grading was in progress, any unsaved

changes to the open attempt are lost. The Grade Assignment page refreshes and all identifying
information is hidden.



HOW TO ALLOW ADDITIONAL ATTEMPTS

If a student has submitted the maximum number of attempts for an assignment, but you want to give
them another opportunity, you can invite them to submit again.

To allow an additional attempt:

7 A
1. Locate the cell for a student's assighment containing an exclamation — Qﬂ
mark.
2. Access the cell's contextual menu. ExempiCiade
3. Select View Grade Details. The Grade Details page appears. Attempt 11613 (2)

4. Click Allow Additional Attempt and confirm.

= Tony Brown (ttbrown) Assign: Planet Paper (Assignment)

Current Grade: Needs Grading (- s Exempt

View Attempts

Attempts. Manual Override Column Detadts Grade History

Defete Last Attamet - Go

Grage Atempt | Clear Alempt Edil Grage

The Allow Additional Attempt function only appears if the student has already submitted the maximum
number of attempts allowed for that assignment. You can continue to offer opportunities to resubmit
attempts each time the student reaches that maximum number. You do not have to grade previous
attempts to allow a student to submit again.

Alternatively, click Ignore Attempt to ignore the attempt’s score in grade calculations and not count it
against the maximum number of attempts.



GRADING MULTIPLE ATTEMPTS

If you allowed multiple attempts for an assignment, and a student has submitted all attempts, they
appear in the grade cell's contextual menu.

"

Johnson Ryan (7] . (@h
Lopez Bruce @

View Grade Details
Perez Javier

E t Grad
Scott Sandra xempt Lrace
Spooner Sarah -- Attempt 3/23/13 .:;;.
cted Rows: 0 Attempt 3/26/13 (1)

All attempts appear in the contextual menu for the grade's cell.

On the Grade Assignment page, you
can see how many attempts users E—
have submitted next to their names on € TestStudent (Atiempt 1 o7 6) > e
the action bar. e

Jump o

Click Attempts to access other
attempts. If you associated a rubric
with the assignment, you can open it
to refer to while grading.

ATTEMPT 1
1ENT 23PN

Attemnpt 1

Atternpt 2 A

Atternpt 3

After selecting an attempt, type a
grade and feedback, and submit. The next attempt appears in the content frame.

If the one of the multiple attempts is ungraded, the exclamation
mark remains in the cell along with the last graded attempt. 80.00 @

After you complete grading the attempts, the last attempt's View Grade Details
grade appears in the cell by default. The last attempt’s grade
also appears on the Grade Assignment page.

Exempt Grade

Attempt 3/23/13 80.00
First Name Dioner Panar Attempt 3/26/13 1:_5}

(Cooper Ashby
ran P
B ik Assignment Details
Herrera Linda
GRADE
johnson Ryan Last Graded Attempt : 95 /100
Lopez Bruce

ATTEMPT 2 ¥
6/6/13 3:32 PM & 95 /100

ATTEMPT 1
3/23/10 9:35 AM 80

ATTEMPT 2
6/6/13 3:32 PM 95

To change the displayed grade to the first attempt, highest grade, lowest grade, or an average of
attempts, access the Grade Center column's contextual menu, select Edit Column Information, and
select the attempt to score from the Score attempts using drop-down list.



Score attempts using [ Last Graded Attempt & ]

Last Graded Attempt
Category Highest Grade
Lowest Grade
First Graded Attempt
Average of Graded Attempts

+= Points Possible

NOTE: My Grades shows students their scores on the most recently graded assignment attempt,
or your selection in the Score attempts using drop-down list, as soon as that item is scored.

My Grades

CURRENT GRADE
Total

Grade 178.00/270

Description Grading Criteria
CALCULATED GRADES
Weighted Total

Grade =

Description Grading Criteria
GRADED
Planet Paper

Grade © 80.00/100

Comments Description

10
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