e Managing assessment
i submissions (quizzes)

Comprehensive guide for instructors & designers

For Vista 4.x
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Introduction

Assessment submissions are largely managed in Teach tab, through the
Assessment Manager tool. However, as designer you can also control some
aspects relating to processing assessments in Build tab, through the Assessments
tool. These aspects are managed in the settings for the assessment (see below
and also in the guide Creating assessments).

This guide deals with the management of quiz submissions only; surveys and self
tests are not formally graded. It covers setting the initial parameters for the
submission, processing of submissions through to release of results to students,
and viewing performance and statistical data.

[For managing surveys, see the accompanying guide Creating and managing
surveys.]

Setting the parameters for submission

In the settings for an assessment, you control how the submissions will be
handled. You can do this in both Build and Teach tabs. For instructions on how to
do this in Build tab, see the guide Creating assessments.
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Managing assessment submissions (quizzes)

Specifically, you can control:
e the number of attempts, and hence submissions on any one assessment
e the time between attempts if more than one attempt is allowed

e how the grade is to be determined if multiple attempts (and hence multiple
scores) are possible on an assessment

e the release of scores and grades to students

o how feedback is to be provided to students.

1. In Teach tab, launch the Assessments tool (under the Course Tools menu). The
Assessments screen appears, listing all the assessments in the section.

Student View TLO=051 = Introduction to UFOs
2 Your location: Assessments
fy Course Content ]
5 Announcements ﬂaj Survey T
[& cCalendar
s Discussions =] @ UFD propulsion quiz.2 & (Hidden)
£ Assignments '
@] Assessments | ﬂaj Salf-test: what you need? &
foy Mail

1 @ JFQ propulsion guiz &

L_‘i Chat
= . e Al

<

2. Click on the ActionLinks icon next to the assessment you wish to edit, and
select Edit Properties from the drop-down list that appears. The Edit Assessment
Properties screen appears, with default or previous settings shown.

% Yo ation: fAssossmants ¢ Edit Assessment Properties
Edit Assessment Properties
“Title UFO propulsion quiz. 2

Dsegripiin:

Ivam Visibilty: (7 Show ltem
& Hide Ibem

*Grade Book column namae

UFD propulsion quez,2
The Grade Book column name appaars in Mambar Managemant as a column haader for this assessmant.

Question delivery
Note: The first four fields of data are automatically filled in — edit as desired.

3. Under Duration: Select either Unlimited or a defined time. If you want to block a
submission after the test time has expired, click on the check box Disallow answer
submissions if time has expired.
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Under Attempts:

4. Nextto Allowed attempts: Set the number of attempts possible in the drop-down
list.

5. Next to Minimum attempt time: Set a minimum time that students must spend on
the assessment for it to be submitted.

Under Student score:
6. Select one of the three options by clicking on the radio button for that option.

i. Release the score once the assessment has been submitted means upon
submission by the student, the attempt is automatically marked and the
score/grade recorded in the Teach tab Grade Book. The result is released to
students, and accessed through their My Grades and Assessment tools. (Note:
This is only relevant to tests made entirely of automatically graded questions.)

ii. Release the score once the assessment has been submitted and all the
questions have been graded is relevant to tests with paragraph questions that
need to be manually marked. Once marked, the test result is computed and
released to students, automatically.

iii. Do not release score means that, although the submissions may be
automatically graded upon submission and the results entered into the Grade
Book, the grade score will not be released to students. (You can manually
release the scores from the Grade Book at a later date; e.g. after marking all
submissions.)

7. To determine how the scores from multiple attempts will be converted to a final
grade, select the desired option from the drop-down list.

Under More Options

8. Click on the arrow icons @ to reveal the individual options available. Default values
are set in these options.

9. Dates Available: If you want the assessment available over a specific time period
(other than beginning today and available thereafter — i.e. unlimited), edit the
settings in the drop-down lists provided (or leave them as is and set available dates
through the Selective Release Map — note the advice in the End Time section. For
further information/advice on which option to take see the Quick guide Controlling
what components students can access in Vista.

10. Results Settings: Next to Student results display: Click on the check boxes to either
activate or deactivate a default option

11. Submission Settings: If you wish to send students a confirming message that the
submission has been received, or send some other message, enter that message
in the text box provided.

12. Security Settings: Follow the prompts if you want secure access to the assessment.
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13. Click Save.

Viewing a submission

1. In Teach tab, launch the Assessment Manager tool (under the Instructor Tools
menu). This opens the Assessment Manager screen.

bon: Assessment Manager

Graded Mat Gradad Mot Submitted All Widw by | Al Adssssmants "' »
Artempts that have been graded,
Survay & Complated
@ 0 propulsion quiz % 5 Graded 1 Dubdsbad
UFO propulsion quiz.2 o Gregded

[+

I Indicates the Assessment content has boen modified since the attempt was submitted. To update the grades for these
atbempks based on the latest content, choose Update Outdated Attempis from tha conbexk mamma,

<

2. Click on the ActionLinks icon for the assessment concerned, and select View
Submissions from the drop-down list that appears.

© Agsesamaent Manager

Graded Mot Graded Mot Submitted Al WView Byd | UFOD progulsson guiz : *
Attempts that hawve been graded,
(& UFD gropulsion quiz & L Graded ! Outdated ®
The grade deplayed 3 the Lact of the Student's attempls,
O Ny Grade Attampt SCO8E Tima
Out of 76 Gt f TO
[] Clark, Jarry & [ X{11] Widw Attempt 1 & oz B0 18

&k | ® feset Entre Submission

= Inibcates the Assessment content has been modfied since the attempt was submitted. To update the grades for these
attempts based on the latest content, choose Update Outdated Attempts from the context menu.

e To view a graded submission you will need to be in Graded tab.

e To view a submission awaiting grading, you will need to click on the Not
Graded tab.

e To view both graded and ungraded submissions on the screen you will
need to click on the All tab.

3. To open the submission and view the student’s answers to each question and
feedback given, click on View Attempt [X] under Attempt.

Grading a submission

All but paragraph questions are graded automatically in a quiz. Paragraph
questions must be graded manually by the instructor or teaching assistant.

Quizzes made up entirely of automatically marked questions

These quizzes are graded automatically, with the result (according to the Attempts
criteria) entered into the Grade Book. Depending on the settings for the
assessment (see the section ‘Setting the parameters for submission’ earlier),
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scores will either be automatically released to students or withheld, until you decide
to release them through the Grade Book tool.

Score(s) and grade for each student are shown on the Assessment Submissions
screen (see ‘Viewing a submission earlier).

Grading a submission with paragraph answers

While the questions that can be automatically marked are scored automatically, the
submission is placed under the Not Graded tab on the Assessment Manager
screen.

The summed score for the automatically marked questions is indicated under
Partial Score.

1. Open the submission containing the paragraph question for grading (under
Attempt). This opens the View Attempt [X] screen, indicating the assessment is
only partially graded.

Assessment Submissions » ICT skills

View Attempt 1 of 4

Harm: Student 372430, Demo ¥

Title: ICT skills

Started: Decembar 17, 2004 11:38 AM

Subimit bed: December 17, 2004 11:40 AM

00:01:14

10 /20= 50% | Adjust total score by: 00

ssment is only partially graded

Time spant:

Tutal
This ass

Update Grade | Reset Attempt Cancel

1. DBrowsers

Metcape Mavigator, Intemet Explorer are cross platform web browsers

Student Resporse Walue Cormect Answir
Trus 100% True
Scor: 10710

2. Scroll down to the paragraph question response, enter a score in the box, and
any specific comments for the student.

3. Click Update Grade. The paragraph score is added to the partial score and
final grade computed. The submission is transferred to the Graded tab.

The grade is automatically recorded in the Grade Book. The score/grade will
either be released to students (if the option Release the score once the
assessment has been submitted and all the questions have been graded was
chosen) or withheld pending their manual release through the Grade Book.

Grading by paragraph question

As an alternative to marking a quiz by student one at a time (as above), you can
grade by one question at time (without viewing student names, if you choose).

<

1. From the Not Graded tab, click on the ActionLinks icon for the assessment
concerned, and select Grade All Attempts for a Single Question. The list of
questions for the assessment appears.
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2. Click on the ActionLinks icon

appears.

for the question you want to grade, and select
Grade All Attempts of This Question. The View Attempts of [X] screen

3. To grade without seeing the names of students, click on Hide Names. (This

Attempt screen appears.

randomly sorts the submissions and displays them by designated number.)
4. Under Attempt, click the attempt of a student to grade. The View Question

5. Enter a score for the question and any comments in the text boxes provided.

6. Click Save and View Next Attempt to move on to the next submission. (If this
is the last submission for grading, click Save and View Member List.)

Providing feedback comments to students

In response to a submission you can provide comments on an answer to a

particular question or the submission as a whole. These student-specific
assessment questions.

comments are in addition to any general feedback entered during creation of the

To add comments on an individual question:

that appears.

1. From the Assessment Manager screen, click on the ActionLinks icon
assessment concerned, and select View Submissions from the drop-down list

[

for the

2. Open the attempt (by clicking on View Attempt [X]), and enter any comments in
the Comments for student text box associated with each question.

To add a comment on the overall submission, enter these in the Comments
for student text box immediately below the Total score.
3. Click Update Grade.

Changing/modifying a grade

1. Open the Assessment Manager screen, in Graded tab. Click on the
ActionLinks icon =

for the assessment concerned, and select View
Submissions from the drop-down list. Click on the student Grade mark to
open the Edit Grade dialog box.
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) Edit Grade - Microsoft Internet Explorer p 10l x|
Edit Grade
Quiz title: Grade release test
Name: Demo Student 372430
Grade: ||10—le
Audit log = 4|
comments:

Save | Cancel |
/&) Done I_l_l_lﬂ Trustwes

2. Delete/backspace the existing grade mark in the%de box. Enter a new
grade. Add any comments for your records.

=
/4

3. Click Save.

The updated grade is entered under Grade on the Assessment Submissions
screen, with the original grade in brackets. The updated grade is added to the
Grade Book with a * symbol to indicate a modified grade. Clicking on the grade

mark in the Grade Book opens a window where you can access your stored
comments.

Discounting submissions

There may be times when you wish to discount a particular attempt on an
assessment, or all attempts attached to the final grade awarded to a student, and

allow students to re-submit. Both actions are performed from the Assessment
Manager screen in Graded tab.

h

Click on the ActionLinks icon for the assessment concerned, and select View
Submissions from the drop-down list.

Graded Mot Gragded Mok Submitted .t Wiew by: UFD propulsion quiz bl ¥
Artempts that have been graded
@ LUEQ progulsion guiz & t Graded | & Oubdated

Tha grade deplayed s the Last of the Student’'s attempis

O wame < Grivile Attampt Sonrn Tima
Gt of F0 Dt ol 7O
[] Clark, Jerry & o () View attempt 1§ o= ;00 14

B | ¢ Resat Entire

<

e To discount an atteqpt, click on the ActionLinks icon
and select Reset Atte

for the attempt,
t from the drop-down list. (Note: The grade may
or may not change, depending on the attempts settings.)

e To discount all attempts of a student and reset/clear the grade to Not

graded, click on the ActionLinks icon for the student’s name, and select
Reset Entire Submission from the drop-down list.
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e To discount all submissions for a number of students, or all students,

select the checkboxes next to the students’ names, and click on
| % Reset Entire Submissinn|

Releasing results to students

Students can see just their grade results upon opening their My Grades tool. They
access further details about their submission with the Assessments tool, where
they can view their attempts and read the feedback provided.

Both these tools need to be added to the Course Tools and My Tools menus by the
designer in Build tab.

You control the release of scores/grades through the Results Settings for the
assessment. The settings interact with the Grade Book tool, triggering the release
of data in the Grade book column for that assessment. Submissions must therefore
be fully graded before results can be released to students.

1. To view/edit the settings for an assessment, in Teach tab click on the
Assessments tool, and then the ActionLinks icon = for the assessment
concerned. Select Edit Properties from the drop-down list.

2. Scroll to Student score. For an explanation of the three options, see the section
‘Setting the parameters for submission’ earlier.

3. Click the radio button to choose the option, then click Save (or Cancel if
settings are to remain unchanged).

4 To confirm that grade results will/will not be released to students, open the

<

Grade Book, click on the ActionLinks icon
select Column Settings.

for Grade Book Options, and

Grade Book T~
Creale Columen 7 Enroll Members  Import from Spreadehest | Reorder Colunans Grade Book Options &
Grades | Mamben o Al (a1 L3 RT T SCORM Grades
(0 % LastMome = FirsiManse | = UserlD = Role % Migdierm = Fimal T Assessmseni T Assessmeend 1
Mptam gy W Righargrmars UL NE— N Calonstated Celndated [- - 3
O & lmkicn Kl kishan] S bon Ingtruct
W Shudent 1340 |Demo winbet_dams_ 11 §tudent 10,00 ~ 14 ()

The following screen appears:
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In the table row Released to Student, check the Yes/No entry in the table
column for that assessment. This must be Yes for results to be released.

< EYour location: Grade Boolf > Column Settings

Column Settings

[ Select AIIfNone/tl a a O O O
Actions ?
Label: Last Name First Name User ID |Role ent 1 A ent 2 it 3
Type: Alpha Alpha Alpha | Alpha Quiz Quiz
Alignment: LCR LCR |LCRLCRLCRLCR RDLCR L CR LCR
Released Yes Yes Yes Yes Yes Yes No No No
to Student:
Grade Column: No No No No Yes Yes Yes Yes Yes
Decimals: 2 2 2 2 2
Maximum value: N/A N/A 10 30 30
Source: ASSESSMENT_TYPE|ASSESSMENT_TYPE ASSESSMENT_TYPE
Release Statistics: None None  |None None None
E1|Delete| Release ‘Do Mot Release|

|- Align - VIE |- Decimals - IV“E ‘- Grade: - IV]E

Viewing performance and statistical data

You can view the performance of each student on every question in the
assessment, view statistics about each question, and view the performance of a
selected group or entire class on the assessment.

To access the reporting function, from the Assessment Manager screen, click on
the ActionLinks icon = for the assessment concerned, and select View Reports
from the drop-down list to open the Assessment Reports screen. Four types of
report are possible.

@Assessment Reports &y _Assessment Settings &l _Assessment Submissions

Select an Assessment

Assessment Title: |- Select -

Select a Report Type
¢ Performance

Displays Students' scores for gliz submissions.

: | Assignment 1 ¥|

Displays performance ftatistics for individual questions. Compares the performance of the selected Students to the
performance of the tire class.

¢ Item Statistics
Select the report criterio

s
criterion: | Assignment 1 ¥

Compares aly/Students’ results in one table.

Select the repg,

¢ Class Stafstics

class performance statistics for individual questions.

Fifstly, select the assessment for which you want a report for, from the drop-down
list.
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To view individual students’ performance on an assessment
1. Select the Performance radio button.

2. Click Run Report. The Performance screen appears, displaying students’
answer choices and scores. Performances can be sorted by name or grade —
click on the relevant column header title to reveal the options available.

3. To view statistics on a particular question (except paragraph questions) click
the column header for the question and select Statistics from the ActionLinks
menu. The Question Statistics screen appears, displaying answers to the
question, values assigned to each answer, and the frequency distribution of
each answer. [To access other statistics about a question, see Item Statistics
below.]

To view statistics about overall student (i.e. class) performance
on a question-by-question basis

1. Select the Item Statistics radio button.

2. Inthe Select the report criterion box select whether to run the report on the
whole class, or just a selected group of students — identified by User ID. Note:
When the All Class option is chosen, the report generated is the same as for
the Class Statistics reporting option.

3. Click Run Report. The Item Statistics screen appears, containing a question-
by-question analysis of group performance on the quiz. Statistics include mean,
standard deviation, discrimination.

(A good question ought to discriminate between the upper and lower 25% of
students, with the upper 25% getting the question right more often. In addition,
it ought not be too hard, with only a minority of students getting it right.)

To view overall class performance on an assessment (quiz)
1. Select the Summary Statistics radio button.

2. Next to Select the report criterion, check that All Class is selected. (The User ID
option allows you to produce a summary report for a selected group of
students; not necessarily the whole class.)

3. Click Run Report. The Summary Statistics screen appears, showing the mean
and standard deviation of group performance on the quiz.

Downloading statistical reports

You can download records to a spreadsheet for further analysis.

1. On any of the Item Statistics, Summary Statistics or Class Statistics screens,
click Download Records. Your browser’s file download dialog box appears.

2. Make your selections to save the file to your local computer.
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References:
Designer and Instructor Reference Manual for WebCT Vista 4 (WebCT Inc.)

Vista 4 Online Help (WebCT Inc.)

WebCT, WebCT Vista and other WebCT product names mentioned are either registered trademarks or
trademarks of WebCT Inc.
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