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Next, let’s look at assignments.


course

Adding New Assignments

Tests Surveys Assignments Projects Grades Forum Resources

Click

Assignments Administration View@lnstrucmr 44 Student

| =¢ Add Assignment

Import

Please check the submitted answers ar
Add Assignment

There are no assignments in this coursg

Select type of assignment.(This setting can't be changed after)

File-based submission

Students upload a file and submit It
Choose the type

of assighment
you want to make

Browser-based submission
Students answer questions directly online and submit them.
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First, from the Assignment Administration screen click “Add Assignment,” then choose the type of assignment you want to make.


ased Submission

m Assignment Room

Confirm

Description

Start
End
Portfolio / Settings
Allowing resubmission

Files

Status

[Student View]

Finish

Sample assignment

Sample assignment

This is just a sample assignment

Please make sure to have a look.

If you have any question, please come to mST
B building 1st floor, Academic office

2019-10-27 13:20
2019-10-30 13:20
Not added to anyone's portfolio. / Only available to collect the submissions.

Allow resubmission at any time during submission period.

In progress
Not submitted

No upload data is found.

+ Add a file

1N a ﬂv—ﬁ. =
1Mlidpd

COURSE
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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-

COURSE

based Submission

Start
End
Portfolio / Settings
Allowing resubmission

Files

Status

If you have any question, please come to mST
B Building 1st floor, Academic Office

2019-10-28 13:20
2012-10-30 13:20

Not added to anyone's portfolio. / Only available to collect the submissions.

Allow resubmission at any time during submission period.

In progress

Not submitted

O characters () words

Preview(Next)

F—————————

1 1
| (No bold or italics, cannot |

S change font size)

[Student View]
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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

Title

Start

End

Portfolio / Settings

Allowing resubmission

Description

®' Do not allow assignments to be submitted after end time.
Allow assignments to be submitted after end time. Extra time allg™

* Assignments submitted after the deadline will be indicated in manaba_gngles I M PO RTA NT! !

Added to student’s portfolio.
Accessible to all course members.
Accessible to instructors and course members who have submitted the same assignment.
Accessible only to the student and the instructors. (Individual)

Not added to anyone's portfolio.

Only available to collect the submissions.

®' Do not allow resubmission

Allow resubmissicon at any time during submission period.
* Course Instructor can retract the student's assignment and return it to pre-submission status at any time

course
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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.


course

How to Add New Assignments
Add to Portfolio Settings

Portfolio / Settings

Accessible only to tl
Not added to anyol
© Only available to

ana
dent and the instructors. (Individual)
portfolio.

submissions.

course members who have submitted the same assignment.

@ iment Room

Confirm

Description

Start
End

Portfolio / Settings

Allowing resubmission

Files

Status

Finish

The Global environmental issues Midterm Report

Flease submit your analysis on the global environmental issues that related to your country or region
by referring the theory in reading chapter 5. The file should be in Microsoft word file type. Your student
ID and Name should be in the header of the file.

The word limit is 1,000 words.

2020-01-01 14:00
2020-02-14 14:00

Added to student’s portfolio. / Accessible to all course members.

Do not allow resubmission

1o oroore:
I Not submitted > Individual / Mutual Review |

Mo upload data is found.

+ Add a file

@ ilobal environmental issues Midterm Report:i##¥&HA 2019

Accessible to all course members.

Description

Please submit your analysis on the global environmental issues that related to your country or region by referring
the theory in reading chapter 5. The file should be in Microsoft word file type. Your student ID and Name should
be in the header of the file.

The word limit is 1,000 words.

Period: 2020-01-01 14:00:00 ~ 2020-02-14 14:00:00  In progress

I Assignment Submitted by Taiheiyo Manabu (Submitted on : 2020-02-12 14:03)'

ﬂ The Global environmental issues.docx - 2020-02-12 14:03:22 -

I Course Students I

Ritsumei Taro
Taiheiyo Manabu
Asia Hanako

Taiheiyo Saburo

-
? Submission Status
» Assignmenis

All course members can see and download other students’ assignments.
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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.
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Add to Portfolio Settings

course

Portfolio / Settings

Added to student’s portfolio.

Accessible to all course members.
| Accessible to instructors and course members who have submitted the same assignment. |
ent and the instructors. (Individual)

Accessible only to th
Not added to anyon

ortfolio.

© Only available to coll

£ e submissions.

@ nment Room

r Confirm

Description

Start

End
Portfolio / Settings

Allowing resubmission

Files

Status

Mutual Review | The Global environmental issues Midterm Report

Please submit your analysis on the global environmental issues that related to your country or region
by referring the theory in reading chapter 5. The file should be in Microsoft word file type. Your student
ID and Name should be in the header of the file.

The word limit is 1,000 werds.

2020-01-01 14:00
2020-02-14 14:00

Added to student’s portfolio. / Accessible to instructors and course members who have
submitted the same assignment.

Do not allow resubmission

I Submitted > Individual / Mutual Review I

|_Assignment submitted by Ritsumei Taro_(Submitted on : 2020-02-12 14:16) |

Submitted files (1 files)

2020-02-12 14:16

Midterm report docx

Course Students

@ 3lobal environmental issues Midterm Report:i5H 2019

Accessible to instructors and course members who have submitted the same assignment. .
Ritsumei Taro

Description

Taiheiyo Manabu

Flease submit your analysis on the global environmental issues that related to your country or region by referring
the theory in reading chapter 5. The file should be in Microsoft word file type. Your student 1D and Name should
be in the header of the file.

The word limit is 1,000 words.

Asia Hanako

Taiheiyo Saburo

Period: 2020-01-01 14:00:00 ~ 2020-02-14 14:00:00  In progress

Assignment Submitted by Taiheiyo Manabu (Submitted on : 2020-02-12 14:03)

EI The Global environmental issues_docx - 2020-02-12 14:03:22 -

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.
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Add to Portfolio Settings

course

Portfolio / Settings Added to student’s portfolio.
Accessible to all course members.
Accessible to instructors and course members who have submitted the same assignment.

Accessible only to the student and the instructors. (Individual)

Not added to anyon
© Only available to colle

ortfolio.
e submissions.

(-D iment Room

L1 Confirm
The Global environmental issues Midterm Report
Flease submit your analysis on ihe global environmental issues that related to your country or region
Description by referring the theory in reading chapter 5. The file should be in Microsoft word file type. Your siudent
p ID and Name should be in the header of the file.
The word limit is 1,000 words.
Start 2020-01-01 14:00
End 2020-02-14 14:00
Portfolio | Settings Added to student’s portfolio. / Accessible only to the student and the instructors. (Individual)
Allowing resubmission Do not allow resubmission
Files

Status [submitted > Indwvidual | Mutual Review |

IAssignment submitted by Ritsumei Tare (Submitted on : 2020-02-12 14:16)]

Submitted files (1 files)
2020-02-12 14:16 Midterm report.docx

@ Global environmental issues Midterm Report:3#&5H 2019

Accessible only to the student and the instructors. {Individual)

Description

Flease submit your analysis on the global environmental issues that related to your country or region by referring
the theory in reading chapter 5. The file should be in Microsoft word file type. Your student ID and Name should
pe in the header of the file.

The word limit is 1,000 words.

Feriod: 2020-01-01 14:00:00 ~ 2020-02-14 14:00:00 In progress
» Assignment Room

Assignment Submitted by Ritsumei Taro (Submitted on : 2020-02-12 14:16)

|f| Midterm report.docx - 2020-02-12 14:16:45 -

Course Students

Ritsumei Taro

Instructors and course members who have submitted the

assignment can see and download their own submitted files.
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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.


COURSE

How to Check Submission Status

Assignments Administration Gl | M T T——

= Add Assignment Import

Please check the submitted answers and register grades by clicking on the Manage menu(\a).

No. Title O Publish / Unpublish

Period o Submitter Manage
1 | Trial test 2 Closed 2015101171758 | @K ) Published 0 items &
6 | | Individual | Global environmental issues EA In progress gg:}g”gg ::12103 @  Published 3 items @
+, Export All Assignments a Edit

4 Set Prerequisites

IE'/ Submission Status I

Download test results

%, Trial Submission |3

]

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

Submission Status

The Global environmental issues Midterm Report

Status Published

Period 2020-01-01 14:00 ~ 2020-02-14 14:00
Respondents 2 members

Grades Oitems

This assignment is currently accepling answers.

/5 Submission Status Manage Grades (Excel)

Accessible to course instructors and the student who submitted the assignment. Only the instructars and the student can post comments.

Name Student ID Grade Submitted on Grader Grgﬁed Feedback
Ritsumei Taro - 223&1—224;2 = 0
2050.05.15 Submitted
Taiheiyo Manabu = 14:03.25 = 0
Asia Hanako - Mot submitted [Log) = =
Taiheiyo Saburo - Mot submitted [Log] = =

» Assignments Administration
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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 K

COURSE

Managing Grades via Excel

Grade management(Excel)

The Global environmental issues Midterm Report

Status Fublished

Period 2020-01-01 14:00 ~ 2020-02-14 14:00
Respondents 2 members

Grades Ditems

This assignment is currently accepling answers.

/5 Submission Status Manage Grades (Excel)

n Download Assignment Evaluation Sheet
Include temporarily saved assignments which are not submitted g

é,[ Download | . . .
— Checked: All files will be stored in the same folder.

¢,| Download with submissions ||V combing in one folder

No Check: The system will create a folder for each
individual student.

e Upload grade data

Upload and register grades.

D7 VEER |BRENTLERA || Upload |

e Download registered grades to confirm

Mo grades has been registered.
» Grade Administration
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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.


o o ,q;jﬁ
How to Check Submission Status &S
Managing Grades via Excel
role name hame_en mailaddr grade  symgrade comment
# Role # Student ID # Name # Name (en) # Email address # Score # Rating # Comment # Submitted # Submitted on

Input Grades Here 4

Course Student

Course Student

Course Student

Course Student
Course Instructor

AR KER Ritsumei Taro ) A+ Perfect Submi tted

AEE ¥ Taiheiyo Manabu A Good job Submitted

TOTF TF Asia Hanako
AEF =EB Taiheiyo Saburo

ot Submittec
ot Submittec
ot Submittec

2020-02-12 14:16:

2020-02-12 14:03:
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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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