
Academic Office
Ver.20230130

Workshop



Contents

Item Content Page

1 About Workshop P3

2 Setting up Workshop (Details of Each Type) P4-11

3 Setup Phase P12-13

4 Submission Phase P14-16

5 Assessment Phase P17

6 Grading Evaluation Phase P18-19

7 Closed Phase P20

8 (Ref.) Setting the author and reviewer as anonymous P21



About Workshop
• What can be done in Workshop (examples)

• Submitting reports and peer assessment
• Checking for plagiarism in submissions (Turnitin plugin required)

• For expected outcomes and points for use, please refer to page 5.

• From “+ Add an activity or resource”, 
select “Workshop”

• Workshop flow:
(Instructor, TA)

Set up 
Workshop

(Instructor, TA) 
Preview 

Workshop

(Student) Make 
a submission 

by the deadline

(Instructor, TA) 
Check the 

submission and 
set up the 

assessment 
phase

Turn editing on

(Student) Make 
an assessment 
by the deadline

(Instructor) 
Check the 

assessment and 
determine the 

final grade



About Workshop

Setup 

phase

•Create the assessment form
•Create a submission example

Submission 
phase

•After student submission, assign students (reviewers) to 
assignments

Assess-
ment phase

•Confirm student assessment

Grading 
evaluation 

phase

• Instructors assess the assignment
• Instructors assess students’ assessment proposals

Closed 
phase

•Determine the grade
•Grades are automatically listed in the course gradebook

Instructor (TA) operations

Complete

Student 
operations

• Submit the 
assignment

• Submit the 
assessment (peer 
assessment)

• Check the grade

With Workshop, functions such as “assign 
reviewers” and “move between each phase” 

require detailed setup and work.
For open peer assessment and a simple setup, 

please use a combination of the “Forum” 
function and the “Assign Roles” setting in 

assignments.

Flow after 
setup



About Workshop
Expected outcomes
• Improvement of student learning quality

• By assessing their peers’ work, students can acquire 
deeper learning perspectives to integrate others’ 
approaches and appropriately evaluate others’ work.

• Saving time that instructors spend on assessments
• By having students assess each other’s work, 

assessments can be provided for each assignment 
even in classes with hundreds of students. 
Furthermore, determining assessment criteria and 
procedures will also save instructors time.

• Class progression based on the status of student 
understanding

• By building up assignments each class, opportunities 
are established for students to check their status of 
understanding in the course.

Points for use
• Upon clarifying the assessment criteria (for the peer 

assessment), carefully explain the procedure before 
assessment.

• Instructors should use a rubric and clearly state the 
assessment criteria in advance. On the other hand, if the 
students are unclear about the assessment criteria, 
variations will occur in individual peer assessments. 
Furthermore, explaining assessments before they begin and 
having a system that enables consulting during trouble is 
important to prevent student anxiety towards assessing 
another student’s work.

• The aim is to improve student learning and assess 
learning. The assessment itself is not the aim but the 
process.

Image of use



If you insert a ☑, the 
description will be displayed 

on the course homepage

Setting up Workshop
Workshop Assignment Title

Explanation of Workshop Grading strategy
Accumulative
grading Grades and comments are given for a specific aspect

Comments Comments can be made for a specific aspect but grades are not 
possible

Number of
errors Comments and Yes/No grades are given for specific conditions

Rubric Levelled grades are given for specific criteria

Indicates the maximum grade that the submitted work can get

Indicates the minimum grade required to pass

Indicates the maximum grade that the submitted assessment can get

Determine the minimum grade required to pass

Set decimal places for grades



Setting up Workshop

Enter the explanation and 
instructions for the 

submission

Indicate the format and number 
of files for the submission

When this setting is turned on, the creator can submit assignments 
after the submission deadline or during the “assessment phase”. 
Submissions before the submission deadline can be edited and 

resubmitted, but submissions after the submission deadline cannot be 
edited or resubmitted.

Enter the point of view and 
methods for the assessment

When this setting is turned on, students are assigned to their own 
assignments as reviewers for self-assessment. Furthermore, grades 

for the assessment will be received in addition to the grade for 
one’s own work.



Setting up Workshop

Refer to a separate 
manual

Feedback comments to display 
to the participants after the 

activity

If this setting is turned on, a text field will be displayed at the 
bottom of the assessment form. The reviewer can enter an overall 

assessment for the submission into this field or additional 
explanations of the assessment.

Set the maximum number, size, and format of feedback files to be attached

If this setting is turned on, students can try assessing one or more 
example submissions. Students can also compare their assessments to 

reference assessments. The grade here does not count towards the 
assessment grade.

Set the date and time to open and close submissions
* If “move to the next phase after closing” is turned on, the 

phase will automatically move to the assessment phase 
after the closing date and time.

Set the date and time to open and 
close assessments

* If this function is turned on, simultaneously “setting up Scheduled Allocation” in 
the “Submission Phase” of the “Workshop Planner” screen (description to follow) 

is recommended.
If Scheduled Allocation is not completed, students cannot do assessments even if 

“Workshop” itself moves to the “Assessment Phase”.



(Common Functions) Common Module Settings

Common module settings

Availability
You can select either “Show on course page” or ”Hide on course page”.
If “Hide” is selected, then students will not be able to view the Whiteboard 
until you change the setting to “Show”.

ID number
You can set an ID number for the activity (to help identify different teaching 
materials). 
This setting is generally left blank and not used.

Force language This setting allows you to force all students to view the activity in a set 
language.

Group mode

No groups Everyone registered for the course can access the 
Whiteboard

Separate groups Students can only use Whiteboard within their own 
groups. Students cannot see the work of other groups. 

Visible groups Students can only use Whiteboard within their own 
group, but they can also see the work of other groups.

Grouping You can enable this setting if you have set up groupings (collections of 
groups) in the course.

Add group/grouping 
access restriction

You can add access restrictions by group from the “Restrict access” section 
below.
*You can only set up group access restrictions if you select one of the group 
settings under “Group mode” above.

If the Whiteboard is hidden, this 
message will be displayed on the 

course’s top page.



(Common Functions) Restrict Access
Restrict access

Activity 
completion

Require students to complete a separate activity in the course to be able to access this 
activity.

E.g. 1: Students cannot access the activity unless they have completed a specified Survey
E.g. 2: Students cannot access the activity unless they have completed a specified  

Assignment

Date Set when students can start accessing the activity (the date and time it will appear in the 
course) and when they will lose access (the date and time it will be hidden from the course).

Grade Use this setting if you want to require students to achieve a set grade in a separate 
Assignment or Quiz within the course in order to access this activity. 

Group Only allow students who belong to a specified group or students who don’t belong to that 
group to access the activity. 

Grouping Only allow students who belong to the groups included in a specified grouping (collection of 
groups) to access the activity. 

Other course 
completion

Use this setting if you want to require students to complete another course in order to access 
the activity.
(This setting is not recommended.)

User profile This setting allows you to limit access to specified students.
E.g. Only allow students with specified student ID numbers to access the activity. 

Restriction set Use this setting if you want to use several of the above settings to set complex access 
restrictions for the activity.



(Common Functions) Activity Completion, Tags, Competencies

Completion tracking
Do not indicate activity 
completion

Students will not see a checkbox to indicate activity completion on the course page

Students can manually mark the 
activity as completed

Students can mark the activity as complete manually by themselves. Please use 
this setting if you want students to manage their own learning progress.

Show activity as complete when 
conditions are met

The activity will automatically be marked as complete if the student meets one of 
the set requirements from the list below. Please use this setting if you want to 
track students’ progress as the course instructor. 

Require
Student must view this activity 
to complete it

If selected, the activity will be automatically marked as complete when the 
student views the assignment (after submission or after grading is complete)

Student must receive a grade 
to complete this activity

The activity will be considered complete and automatically be marked as so 
after the instructor finishes grading

Student must receive a passing 
grade to complete this activity

The activity will be automatically marked as complete after grading only if the 
student receives a passing grade

Or all available attempts 
completed

The activity will be automatically marked as complete when the student 
submits the assignment, etc. 

Activity completion
This setting allows you to check if students have accessed an activity. When enabled, a checkbox will appear 
underneath the activity on the course page. The checkbox will be marked complete when the student meets 
various customizable conditions, for example, when the student views the class materials. Furthermore, with this 
setting, instructors can check which students have viewed which teaching materials and keep track of students’ 
progress for the entire course.

After 
completion

Make sure to save after you finish setting up the activity.

Manually
mark as
complete

Activity will 
be marked as 

complete 
when 

conditions 
are met

Not used for APU Moodle

Not used for APU Moodle



Setup Phase
When the settings are complete, the 

Workshop planner tool will be displayed.
This screen should be used to proceed 

with the phases as the course 
progresses.

Click here to move to the 
respective setting screen 
(refer to the next page)

Workshop planner tool

Task complete
Task not yet complete / inputted
Task that must be completed at 
this time but cannot be 
completed and has an issue



Setup Phase
Set up assessment form

Input the point of view and how the 
assignment should be assessed

(Example)
 Are the report perspective and proposal 

unique?
 Is the proposal for realizing the idea 

indicated?
 Is the report well-structured and the writing 

logical and easy to understand?

Set up the grade 
standard to be 

used

Make sure to 
“Save” after 

input

Set up example 
submissions
(If enabled)

Assessment form settings 
must be completed in advance

Example submission 
from online text

Example submission 
from attached file

Make sure to “Save” 
after input

Set up a reference assessment (an example of an 
assessment by the instructor) for the example 

submission set by the instructor to be shown to students

Assessment form that was 
set up

Enter feedback comments 
if applicable

Make sure to 
“Save” after 

input

Example submission



Submission Phase

Click to move between 
phases (switch)

Students cannot submit unless 
the phase switches

Student View

Students can submit here 
during the submission phase

If example submissions are set 
up, assessment examples can 

be submitted here.

Check submission 
status here

Allocate submissions after 
student submission

(refer to the next page)



Submission Phase Allocate 
assignments

Set up allocation by selecting 
one of the three methods below

Manual allocation

Random allocation

Scheduled allocation
The instructor or TA can allocate a submission to 

review or be reviewed (assessed).
Manual allocation can also be used for 
adjustments after random allocation.

左の「評価者を追加する」で、参加者（履修者）を評価する人を割り当てます。
右の「評価対象者を追加する」では、参加者（履修者）が評価する人を割り当てます。

どちらか一方でも設定すれば、両方に反映されます。

With “Add reviewer” on the left, participants (students) to do reviews are assigned.
With “Add reviewee” on the right, the participants (students) to be assessed are 

assigned. If either setting is selected, it will be reflected on both sides.

Reviews and assessments are randomly allocated to 
submissions based on the “Allocation settings”.

事前に履修者をグループ分けした際に利用可

履修者が評価する件数（「提出あたり」では一つの提出物に対し
て何名が評価するか、「評価者あたり」では評価者が何名分の

提出物を評価するか）を設定します。

ランダム割り当てのレビュー数の外数として自身の提出
した課題を自分自身が評価対象とすることができます

Make sure to 
“Save” after 

setup

Reviews and assessments are randomly allocated to 
submissions based on “Allocation settings” on the 

same page automatically after the submission period 
ends

Check this box to automatically allocate submissions 
after moving from the submission phase.

Whether a deadline date and time have 
been set up can be confirmed under 

“Use” in the Setup Phase. If the date and 
time are not set, Scheduled allocation will 

be disabled.

Can be used if students are divided into 
groups in advance

Set how many students will review one submission with “per 
submission” or how many submissions reviewers will have with 

“per reviewer” under number of reviews.

Enable students to assess assignments they themselves submitted 
outside of the number of reviews randomly allocated

Check this box to allocate students as reviewers even if they 
don’t submit their own assignments by the submission deadline. 

Make sure to 
“Save” after 

setup

Allocation settings are 
the same as “Random 

allocation”.

Once the random settings are complete, reset the allocations and check 
this box to reflect the “Number of reviews” setting. If this box is not 

checked, only those who have not yet been allocated will be allocated.



Submission Phase
After allocation is 

complete

Confirm allocation content

Remove allocation 
with the trash can icon

割り当て内容に問題がないことを確認したら、
「次のフェーズにスイッチする」から評価フェーズへ移行してください。
After confirming there are no issues with the allocations, move to the 

assessment phase from “Switch to the next phase”.

* When “Switch to the next phase after the submission date and time 
close” is set to on, the phase will automatically switch after the 

submission date and time close.



Assessment Phase
Student View

Check the assignment allocated 
and enter an assessment.

Confirm student allocations and 
assessment status

Tell students to make sure to “Save” 
after entering their assessment.

Assessment input field that 
was set up in the Setup Phase

Feedback comment
section

Instructor View



Grading Evaluation Phase

After student peer review is complete, 
please move to the “Grading evaluation 
phase” from “Switch to the next phase”.

The Grading Evaluation Phase totals the final grade in Workshop. The “grade for the submission” (the 
mark for the submission itself) given by the reviewer and the “grade for the assessment” (the mark 
for the assessment) of that reviewer are calculated. If there are several reviewers for a single 
submitted assignment, “assessment weight” set up for the reviewers becomes important.

* “Assessment weight” adds weight (importance) to the reviewer’s assessment and the assessment 
with the highest weight is seen as important. As a result, the “grade for the submission”  will be the 
grade calculated with a weighted average including the “assessment weight”. * “Assessment weight” 
is also connected to the “grade for the assessment”. The highest weighted reviewer becomes  the 
standard, and a low grade can be given to reviewers whose reviews are largely different from the 
standard. For example, assessment weight can be used to give a low grade as a penalty to a reviewer 
who made a careless assessment quite different from the standard.

To add an assessment from the instructor for each student’s submission 
as necessary, click on the title of the submission under “submissions” to 

start the assessment.

Assessments for each student can 
be revised or added to as necessary.

Grades and assessments can be cleared all at once.
Please be very careful when using this setting as it will delete all assessment data.

Set up “Comparison of assessments” for 
the grading evaluation settings. For details, 

please refer to the next page.



Grading Evaluation Phase

Based on the reviewer to be the standard, grades for other reviewers will be affected. With “very 
lenient”, reviewers who place far from the standard reviewer will be given more lenient marks, 

whereas with “very strict”, reviewers far from the standard reviewer will be given stricter marks.
Lastly, click “re-calculate grades”.

As “re-calculate” grades can be done any number of times, 
“assessment weight” and “comparison of assessments” can 

also be changed to redo the grades.

(Note) This check will not become green 
if there are students who have not yet 

submitted the assignment.

下記の成績評定が完了したら、
「次のフェーズにスイッチする」から

「成績評価フェーズ」に移行してください。

When the grading shown below is 
complete, move to the “Closed Phase” 

from “Switch to the next phase”.

“Feedback” conclusion settings (P8)
(Field for instructors to enter general 

feedback and comments)
Feedback comments to display to 
the participant after the activity



Student ViewInstructor View

Closed Phase

設定した結論が表示される

Students check the assignment they 
assessed and other assessments

Students check the 
assessment receivedBy moving to the Closed Phase, 

students can check assessments 
reflected under “Grades”.

Display the conclusion set



(Ref.) Anonymous setting for creators and reviewers

• Under regular settings, “Whose submission to review (creator name)” is 
displayed and “Who reviewed the submission (reviewer name)” is 
anonymous. These settings can be changed with permission settings.

As “whose submission to review” is shown by default, the creator can be 
made anonymous by clicking the “   “ icon beside “Student” to remove 

student under Roles with permission.

As “who reviewed the submission” is anonymous for students by 
default, select student from [+] to add “Student” and show the 

reviewer’s name. 
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