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Next, let’s look at assignments.



Adding New Assignments
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First, from the Assignment Administration screen click “Add Assignment,” then choose the type of assignment you want to make.



File-based Submission
[Student View]
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This is the file-based submission screen.

Students click “Add a File,” attach their assignment, then click “Submit” to finish submitting their assignment.



Browser-based Submission
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This is the browser-based submission screen.

Students enter their text directly into the red box. They cannot change the font size, or make font bold or italicized. 

After entering their text students must click “Preview (Next)” then click “Submit” on the next page to submit their assignment.



How to Add New Assignments

IMPORTANT!!
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Let’s look at important things to keep in mind when creating an Assignment.
You can choose to add or not add an assignment to a student’s portfolio.
There are three options when adding an assignment to a student’s portfolio. We will look at the differences between each option on the next slides.
On the other hand, you can also choose not to add an assignment to a student’s portfolio by selecting “Only available to collection the submissions.”
In the next area you can choose whether to allow student resubmissions.
Even if this option is not selected, a course instructor can still send requests to individual students for resubmission.



How to Add New Assignments
Add to Portfolio Settings
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This is the screen for making an assignment “Accessible to all course members.”

Like this, regardless of whether or not students submitted their own assignments if students click the “Individual/Mutual Review” link they will be able to freely view all the assignments submitted by other students.




How to Add New Assignments
Add to Portfolio Settings

Instructors and course members who have submitted the 
assignment can see and download other students’ assignments.
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This is the screen for making an assignment “Accessible to instructors and course members who have submitted the same assignment.”

As we can see in 1, student Ritsumei Taro has submitted this assignment so if they click the “Individual/Mutual Review” link they will be able to freely view all the assignments submitted by one of other students, Taiheiyo Manabu.




How to Add New Assignments
Add to Portfolio Settings

Instructors and course members who have submitted the 
assignment can see and download their own submitted files.

②①
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This is the screen for making an assignment “Accessible only to the student and instructors (Individual).”

As we can see in 1, student Ritsumei Taro has submitted this assignment, but even if they click the “Individual/Mutual Review” link they cannot see the assignments submitted by other students.



How to Check Submission Status
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From the Assignments Administration screen you can click an assignment’s “Submission Status” to see if it has been submitted.



How to Check Submission Status
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The Submission Status tab allows you to see an assignment’s submissions status for all students enrolled in the course.

Students who have not yet submitted the assignment are shown in grey, while students who have submitted the assignment are shown in red and have data for their submission date and time.



How to Check Submission Status
Managing Grades via Excel

Checked: All files will be stored in the same folder.

No Check: The system will create a folder for each 
individual student.
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From the “Manage Grades (Excel)” tab you can download assignment evaluation sheets and the uploaded assignments.

You can choose to download files separately or have all submissions combined into one folder by checking the box shown here.

If you do not check the box then each assignment will be put into its own folder.

After filling out the downloaded assignment evaluation sheet you can upload that file to record the grades on manaba.

However, Assistant 2s and 3s cannot change the settings to publish the grades to students.



role numid name name_en mailaddr grade symgrade comment

# Role # Student ID # Name # Name(en) # Email address # Score # Rating # Comment # Submitted # Submitted on

 

   

Course Student 立命　太郎 Ritsumei Taro 100 A+ Perfect Submitted 2020-02-12 14:16:4  
 

Course Student 太平洋　学 Taiheiyo Manabu 80 A Good job Submitted 2020-02-12 14:03:2   

 
Course Student アジア　花子 Asia Hanako Not Submitted
Course Student 太平洋　三郎 Taiheiyo Saburo Not Submitted
Course Instructor Not Submitted

How to Check Submission Status
Managing Grades via Excel

Input Grades Here
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This is the grading sheet in Excel. You can confirm whether a student submitted an assignment and enter their total score, rating, and any comments before uploading the file.
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